Contract Document Checklist
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Contract Document Checklist (100 points)
Company:	
Location:
Key Contact:	 	
Date:	
	Done
	Documents

	|_|
	Electrical Lighting Plan
· Reflected Ceiling Plan
· Control locations/types
	Comments:

	|_|
	Drawings
· Mounting Details
· Section and elevation drawings as needed (elevations would show wall mount luminaires)
	Comments:

	|_|
	Luminaire Schedule
· Specifies luminaire
· Shows attributes
· Catalog number 
· Lamp type (where applicable)
	

	|_|
	Lighting Specifications
· Ballast type
· Codes and standards
· Voltage
· Approved manufacturers
· Installation restrictions
	

	|_|
	Dimming and Controls Schedule
· Control attributes
· Catalog Numbers 
	

	|_|
	Dimming and Controls Specifications for the Control System
	

	|_|
	Catalog “cut sheets” for luminaires, ballasts, dimmers and controls
	

	|_|
	Technical Data Sheets for all specified equipment
	






Scoring – Contract Documents (80 points passing)

Bottom line – you have permission to proceed – to construct the project.  Can you do it in an effective and profitable way that meets the expectations of the customer?

	
	Task
	Possible 
Points
	Points 
Earned

	1
	Electrical Lighting Plan
	3
	

	2
	Necessary Drawings
	1
	

	3
	Selected Luminaires
	3
	

	4
	Lighting Specifications
	3
	

	5
	Dimming and Controls Schedule and Specs
	2
	

	6
	“Cut Sheets” and Technical Data Sheets
	3
	

	
	Total
	15
	



The scoring is a judgment call between you and your Coach.  
· Do you have a Reflected Ceiling Plan or its equivalent, as well as any necessary construction or mounting hardware drawings?  
· Do you have a complete luminaire schedule?
· For those specific products where you have promised a particular product, do you have the necessary lighting specification to ensure they get the product, and the product quality that you promised.
· If dimming and controls are included, do you have these elements properly specified?   

Remember, this is not a technique, as such.  It is an opportunity to improve your ability to:
1. Organize the information you have developed into a functional project.
2. Put that project together and guide it to a successful conclusion.
3. Demonstrate your abilty to take an idea from start to finish.

[bookmark: _GoBack]If you and your Coach agree that you have substantially done this, and done it effectively, you pass this section.  The real mark of success though is not what we think, or even what you and your Coach thinks.  What matters is how your customer relates, and responds to the work you and your Customer Coach have done to bring this proposal to fruition.

___________________________             ________________________     __________
	Candidate (Print name)			Coach (Print name)		       Date

___________________________             ________________________  (signed)
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