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Red Line Process Document

· Approved Permit Plans will be loaded into Builder Trend by the Senior Design Manager – “Files” – “Documents” – “Blueprints.”  The Permit Plans should be approved by the client through a no cost selection in Builder Trend.
· In Builder Trend – “Blueprints” folder will include folders for “Approved Floor Plans” & “Red Line Plan.”
· The “Approved Floor Plans” folder will contain client approved Red Lined floor plans.  Approved Cabinet Designs will be uploaded into the “Cabinets, Vanities, & Countertops Folder” in Builder Trend.  The plans will be loaded into Builder Trend by the Design Assistant. 
· The approved Red Lined floor plans will then be inserted into the Permit Plans & saved in the “Red Line Plan” folder.  This step will be completed by the Senior Design Manager.  This step should be completed by the time the Design to Build Meeting takes place. 
· Project Managers are to down-load the “Red Line Plan” into Good Notes and add any relevant notes from the office plan set.  The Project Manager will then add this set to Builder Trend to keep the “Red Line Plan” folder up to date. 
· Applicable Red Lines added to the office plan set are to be recorded and dated on the Red Line Log noted on the cover page.  The Project Manager is to be notified of this change and an issue is to be entered into the weekly meeting notes for the construction team.  Any red line changes are to be discussed at the Design & Construction Teams weekly meetings to ensure all parties have received and understand the change. 
· Project Managers are to copy down any new Red Line changes into Good Notes and update the Builder Trend “Red Line Plan” as applicable. 
· Project Managers are to add any field Red Line changes to the office plan set and note the Red Line Log. These changes should also be captured in the weekly team meeting issues. 
· All Red Line questions should be directed to the Senior Design Manager. 

General Note: Notes made on the office plans should only be made if confirmed by MCH Managers and or client approval. No suggestions should be made on plans which could cause confusion. Project Managers are to review any questions related to the Red Line notes with the Senior Design Manager. 
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