
The BIS   Document Manager module is designed to help users deal with the avalanche of paperwork associated with each 
building project. Document Manager provides a means of managing the project paper trail through the entire project life. 
For each document form, Document Manager allows users to easily track, maintain, query, change, search and print the 
documents.

Planning Stage Documents:

BID REQUEST

PLAN

INSURANCE

SUBCONTRACT

SUBMITTA

 - Formal Bid request for 
transmission to subcontractors.

 - Tracks sets of plans that are loaned and 
returned to subcontractors.

 - Provides quick and easy entry 
and access to subcontract insurance information.

 -  Provides access to 
subcontract information, such as 
pay schedules, contract amounts, 
and work descriptions.

 - Tracks the 
submittal of samples that are often 
requested of subcontractors by a 
projects’s architect, engineer, or 
general contractor.
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Performance Stage 
Documents:

CHANGE ORDER

TRANSMITTAL

REQUEST FOR INFORMATION

DEFICIENCY NOTIC

LIEN RELEASE

MEETING MINUTES

 - Tracks contract change 
orders between the general contractor and the 
owner (General Change Order), and the general 
contractor and the subcontractor 
(Subcontractor Change Order).

 - A cover letter usually 
sent to identify associated paperwork and 
related instructions.

 - 
Tracks information requests to the 
project’s architects and engineers that is 
required by the general 
contractor or subcontractor.

 -  
Generates professional quality 
deficiency notices, listing 
requirements that the 
subcontractor still needs to 
complete.

 - Generates 
release forms to be signed by 
the subcontractor for partial or 
final payment for workd 
performed.

 - 
Records summary of meeting 
minutes, along with items 
discussed and names of those 
present, allowing 
dissemination of these notes to 
all interested parties.
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Completion Stage Documents:

CLOSEOUT SUBMITTAL

PUNCHLIST

 - Tracks final job 
submittals, such as operating manual or warranty 
certificates, which need to be forwarded to the owner.

 - The final list of touch-up tasks for a 
project that must be completed by the subcontractor.


