1. Remind A/E's to name the drawings - do not just use drawing numbers

2. Remind A/E's to load civil & structural drawings in architectural review folder not engineering review folder

3. Have A/E's highlight SED required items in spec sections - similar to "paper clip" method used for paper copy of spec - this will save time searching for correct wording in spec sections

4. Remind A/E's to "cloud" any changes on addendum drawings - perhaps clouding changes made to specs would also be helpful.

5.   A/E's to name the specifications - do not just use specification numbers

6.  A/E's to address every comment provided by SED - either provide an addendum design document change or a clarification/response letter (signed by the A/E of record)

7.  A/E's to keep drawing and specification names and numbers consistent for each submission (original and addenda) such that the current and previous document revisions (versions) are connected and manageable

8.  Addendum changes to Specifications - A/E's to either "cloud" changes or provide changes in a different font color

