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Electronic File Drawing and Specification Naming Requirements
This has been developed as a guideline so that Project Managers can guide the Architect/Engineer regarding the electronic naming convention and requirements of drawings and project manuals (specifications) for review and archiving purposes.  Below is the example project information that will be used throughout this portion of the document:

Project Number:
OSU-160001
Project Name:
Example Project Name (project name shall match Netlink)
Sheet Number:
A406

All documents received for review are to be submitted in Adobe (.pdf) format, merged by discipline.  The design phase of the document shall be labeled on the cover sheet (page).
All documents received for archiving are to be submitted in both Adobe (.pdf) and either Autocad (.dwg) for drawings, Revit (.rvt) if required per the BIM Project Delivery Standard, and Adobe (.pdf) for project manuals formats.  The PDF files for the drawings shall not be merged or write-protected.  Those for the project manuals are required to be merged.  
Electronic Drawing Naming Convention & Requirements (for general University projects, excluding Utilities projects)
Sheet Naming Format

Discipline Code + Sheet Sequence Number


Example:  A23

Discipline Codes


Discipline codes will be one of the following letters

A – Architectural

C – Civil/Site


E – Electrical, Communication, Security and Technology


F – Fire Protection


G – General
H – HVAC 

L - Landscaping


P – Plumbing


S – Structural

Sheet sequence number may be any combination of numerical characters.

Electronic Project Manual (Specifications) Naming Convention & Requirements

Project Manual (Division 00 and Specification Sections) Requirements
· Specification sections are required to be converted to Adobe (.pdf).  Section ID numbering and section names shall follow the current CSI format and numbering system guidelines.
· The PDF files of the project manual may be merged as a single file or merged files by CSI divisions.
Project Manual Section File Naming Format
· Section ID Number + Section Name

Example:
03 00 00 Concrete.pdf

OSU Utility Archive Drawing Number Requirements
The Ohio State University Utility Archive Drawing Naming Requirements pertains to drawings, designs, as-installed conditions in the Power Plant, Substations, centralized utility systems, and some building systems for utility maintenance on the Ohio State Main Campus.  The Archive Drawing Number also shall be used as the Electronic Drawing Name for .pdf submittals. 

This Archive Drawing Number convention may be utilized on non-utility related projects at the discretion of the Project Manager.
Building Number:  Drawings showing equipment and systems connected to a given building will carry the 4-digit building number as part of the archive drawing number. Drawings that show distributed assets, or used to show the interconnection of distributed assets, shall be numbered 0999. 

Discipline Code: Drawings shall be classified by Technical Discipline. The classifications are:
E - Electrical (including Process Controls and Security) 
F - Fire Protection
H - HVAC 
P - Plumbing 
M – Utility Piping Systems 
Drawing Type Number:  The drawing type numbers are as follows: 
Electrical:
One-lines
1 
Schematics
2 
Wiring and Connection
3 
Physical
4 
Miscellaneous
5 
Process Control Terminations
6 
Process Control Loop Diagrams
7 
Mechanical:
Piping and Instrumentation Drawings (P&ID)
1 
Piping Isometrics
2 
Piping Physical
3 
Supporting Details
4 
Sequence Number:  The sequence number is a 4 digit sequential number starting with 0001 and running through 9999. Sequence numbers shall not be repeated within sheets or between individual projects. Drawing numbers are assigned by OSU Utilities or as directed by the OSU Project Manager. 

Drawing Numbering:  The drawing number shall be established using the following format:
· Building Number (or 0999 if distributed) 
· Discipline Code (E, F, H, P or M)
· Drawing Type Number
· Sequence Number
Drawing Number Assembly:
Building No.
Discipline Code
Dwg Type No.
Sequence No.

0079
E
1
0001
Examples:
0079-E-1-0001, 
or
0999-E-1-0001, this example represents a project that shows distributed assets, or shows the interconnection of distributed assets.
The following is this system applied under the standard title box for all Utilities Projects:
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Administration:  A master list (data base) shall be maintained current by the University and contain the drawing number, the drawing title, the associated project, the revision number, and the organizational unit responsible for the maintenance of the drawing.
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