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Instructions to Designer for using the Supplemental Drawing form:

1. This form is provided for use by designer’s for a consistent format for supplemental drawings issued with requests for proposals, orders for minor changes in the Work, construction change directives, and change orders.  All supplemental drawings should have distinctive, unique title and numbering, a date of issue, and clearly identify the source (designer) with appropriate professional seal.

2. In the spaces provided at the top, fill in:

3. the Supplemental Drawing number

a) the date issued

b) the project name, with location (institution), building, description (name), and SBC project number

4. In the main block, include the drawing.  Actual dimensions are preferred over a scale; however, if a scale is provided, make it a graphic scale rather than descriptive.

a) Do not use a descriptive scale, such as “1 inch = 8 feet”.
b) Use a graphic scale, such as
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5. 
6. In the lower right block, provide a distinctive drawing title.

7. Sign where provided under “Issued by”, and press the Designer’s seal over this signature.

8. Delete or obscure the standard footer so that the Instruction is not mistaken for the standard form and the readers are not confused by the “Page 1 of 2” in the footer.  If using an editable version of this form (it is produced in MicroSoft Word™), the user is free to modify the document for multiple pages, to adjust the space provided (for description, attachments, etc.), and otherwise; however, TBR OFD expects supplemental drawings to follow this general format and prefers that supplemental drawings be on 8½” x 11” pages.
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