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INSTRUCTIONS
This is a multi-use Form intended to record and track the receipt, acknowledgement, and required submittal of various Subcontract or Purchase Order applicable controlled documents such as revised Contractor drawings or revised subcontractor/supplier documents.

Header Information

A.
Subcontractor/Supplier:
Enter the Name of the Subcontractor or Supplier as listed on the INL subcontract or purchase order.

B. 
Project Title:

Enter the Project Title (Reference SOW) or Facility

C. 
Subcontract/PO No. :
Enter the number of the Subcontract or Purchase Order as listed on the INL subcontract or purchase order.  

Tracking Information
NOTE 1:
Items 1 through 5 are generally utilized to record inbound transmittals from the Contractor
1. Document ID.:

Enter the document identifier (i.e., drawing number, specification number, change Form etc.)


2. Transmittal:


Enter the Change Form or Transmittal number associated with the Document Title.

(if applicable)
3. Document Title:

Enter the Descriptive Title of the document (SOW, drawing etc.).

4. Date Received:

Enter the date (mm/dd/yy) that the document was received.

5. Date Acknowledged

Enter the date (mm/dd/yy) that acknowledgement was transmitted to Contractor.

(If Required)

NOTE 2:
Items 6 through 8 (plus appropriate descriptors 1, 2, and/or 3) are generally utilized to record Subcontractor or Supplier transmittals to subtier subcontractors; or to record transmittal of subcontractor Controlled documents such as drawings to subtier subcontractor/supplier Controlled Document holders.

6. Date Transmitted:

Enter the date (mm/dd/yy) that the Document was transmitted to subtier.

7. Date Superseded:

Enter the date (mm/dd/yy) that a Controlled document was superseded (Reference RD-5007, Document Control, paragraph 2.8) 

“Superseded or obsolete controlled documents shall be voided, removed from use, and physically removed from the work area - destruction of documents should be delayed until project completion.  Superseded controlled documents are to be logged on Form 432.40 and may be kept for bid reference as archive materials when marked “HISTORICAL DOCUMENT, NOT FOR USE IN CONSTRUCTION.”
8. Transmitted to (Name) 
Enter the Name and Copy Number of the assigned Copy Holder – Multiple entries may be required.

9. Comments:


Enter clarifying remarks, as deemed necessary..
