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Engineering Management Form 

Purpose: This form is used to relay project design criteria. The Owner provides studies, 

specifications, and other relevant information that define design inputs. The EMF serves to 

streamline document control and facilitate information transfer to the Contractor and 

Engineers of Record throughout design kickoff, construction contracting, and construction. 

 

Initiators: Project Engineer, Electrical Engineers, SCADA Engineers, Civil Engineers, 

Transmission Engineers, Environmental, Vegetation Management, Project Managers, 

Procurement, Development (on a case-by-case basis) 

Department Responsibilities  

Project Engineering  

The Project Engineer is responsible for managing the initial set-up of the Engineering 

Management (EM) Form and the set-up Step-by-Step process outlined below. They will then be 

responsible for managing their relevant forms as dictated by the Contact column in the EM 

form. Engineers can provide some oversight on other document forms within the EM form, but 

they are not responsible for maintaining the information within is the latest, up to date version.  

Project Management  

The Project Manager is responsible for all communication between Invenergy and 

Contractor. The PM should make sure all the latest information in the EM form is incorporated 

within the Contract.  

Other Departments  

All other departments (Electrical Engineering, Development, ECS, Veg Mgmt., etc.) are 

responsible for uploading and managing their relevant forms as dictated by the Contact column 

on the EM form throughout design and construction.  
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Navigating to the Engineering Management Form 

 

1. “Within your project’s “Forms,” select the “Engineering Management” form. 

 
2. In the log view, there will be entries for each scope/requirement 

 
3. Select the item to view or share. 

Form Fields Breakdown 

 
 

1. Document #: Directly correlates to the Category Section. Leading Number is the 

Category type, and the decimals are individual entries. Field is used to organize the 

log if new entries are input throughout construction.  

2. Category: Composed of general design criteria categories. 

3. Document: Name of Document(s) 
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4. Document Type: Document’s relation to contractual requirements. 

- Contract Document: Document is directly attached as an Exhibit to the 

Contract 

- Supplemental Information: Note related to contract, can be changed without 

requiring amendments 

- Informs Contract Documents: Document isn’t attached but directly informs 

contract exhibits. If this info changes, something inside the contract will change. 

5. Contract Reference(s): Used to state where this document is listed within a 

contract and if it is found in multiple contracts.  

6. Date: Date of documentation itself, not the upload into ProjectTeam date. This 

should be updated when a document is revised.  

7. Revision: Revision of the document 

8. Notes: Any extra notes on the document or action items to communicate between 

departments.  

9. Status: Status of the document 

- Draft: Document is currently being worked on. Leverage this item for long lead-

time items and updating stakeholders on progression of document. 

- Ready: Document has been uploaded for the first time into the log, and is ready 

for be used.  

- Revision: Document has been revised from its original upload. A workflow 

should always be utilized to the designer to alert them of design criteria updates. 

- Archive: Document is finalized and ready for document controls to archive into 

the files. All documents at the end of the project should be progressed to this 

status. 

10. Contact: Invenergy Primary Contact for the document. These should be the owner 

of the documentation and primary user for updating and notifying the contractor of 

uploads/revisions.  

Phase 1: Uploading Engineering Management Form  

Phase 1: Initial Documentation batch imported into the form by the Project Engineer and 

initially utilized for RFP documentation gathering.  

1. Project Engineer has an excel per technology for design criteria to deliver to 

designer(s). Project Engineer works with Invenergy project stakeholders to refine 

lists for specifications or documentation needed for the specific project.  
Note: This excel document is managed by each project engineering technology and stored for 

access in their share points. 
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2. Once project excel is updated per project requirements after reviewing the 

Invenergy project stakeholders, the Project Engineer will batch import the form. 

Select the ellipsis while on the Engineering Management Form on the project and 

select “Batch Import.” 

 
3. Select “Upload” under “Import forms” and then select the excel document within 

your files.  

 
Note: Document must have the same headers and in the same order and must be a CSV (Comma 

Delimited) (*.csv) file type.  
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4. A successful upload will appear as below and the log will be populated; 

unsuccessful uploads will give an error message with the issue of the upload.  

 
5. Next, configure your log to view more fields and be able to organize your log view. 

Select the ellipsis in the top right and then select “Configure Log”. 

 
6. Select the fields and now you can view the Engineering Management Form much 

more efficiently.  
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7. Once Documents are uploaded into the log, share the documents out with Invenergy 

Users quickly by selecting the select all box in the log, than share the documents with 

Invenergy LLC. 
Note: The select all box will only select the entries on the page and each page holds 50 entries. If you 

have multiple pages on the Engineering Management Form, make sure to go to the other pages and 

share them out as well.  
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8. Once the Engineering Management Form log is populated, initiate workflows to 

stakeholders for documentation required for RFP documentation. You can do this 

quickly in the log view by selecting the inputs and then selecting the ellipsis in the 

bottom right and then selecting “Start Workflow”  
Note: This will submit an email for each selected item. Suggest selecting the items that require 

immediate tracking for uploading purposes.  
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Phase 2: Uploading, Revising, and Delivering Design Criteria to Designers 

Phase 2: Contractors are now in the system post BOS/BOP contract execution. Form is 

utilized to give the EPC contractor/designers design criteria and notify then when revisions 

are done on these documents. This form should be used as the most up-to-date 

documentation the designers should be utilizing for Invenergy design criteria 

documentation, but this form is not utilized for reviews.  

1. Once BOS/BOP Contractor and designer(s) are in the project, share the 

documentation with them utilizing the mass share feature or share specific 

documentation as needed.  

 

 
2. Any documentation requiring immediate notification can utilize a workflow to notify 

the external parties of their access to the documentation.  
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Revisions 

1. To upload a new version of a document within the attachment of a document form, 

click the arrow to the right of the document and then Upload New Version. Select the 

new document version and you should see a vX pop up next to the document name. 

 
Note: If the new document is not a new version of an existing attachment, upload as normal. 

2. Documentation that is revised should always be adjusted in the status field to 

“Revision” and a workflow should be sent to the appropriate external parties.  

 

3. It is good practice after starting the workflow, to then tag the receiving party in the 

Comments section and explain the changes that were made. 

4. Contractor should then close out the workflow to acknowledge that they received the 

new document/information. 
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Design Criteria Noted in Engineering Management Form that require review with 

3rd Parties 

The purpose of the Engineering Management Form is to maintain a single source of truth 

for Invenergy’s design criteria documentation throughout construction. Design criteria 

documentation that requires review, such as information found within submittals or 

engineering studies, should not be duplicated and stored in multiple locations. Instead, it 

should be linked to ensure consistent version control and prevent discrepancies between 

documents. 

1. If a document is being reviewed in another form, utilize the Reference Link 

capability within ProjectTeam. Go into the Engineering Management Form entry 

and then select “New” in the Reference Link Section and “Add Existing.”  

 
2. Search for the documentation found in another form and select it. Then select Add. 

 
3. Now the Engineering Management Form can be used as a resource to route them 

to the documentation without having to update the document in 2 places.  
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Engineering Management Form and Document Controls 

Document Controls team will assess the status fields within the Engineering 

Management Form. Once assessed that the forms have been officially completed and marked 

as Archive, the Document Controls team will assign a Document ID and transfer all form 

attachments to the appropriate folder location within the “Files” section of Project Team. The 

final resting place of each attachment will be within the 02 Development to Construction 

handoff location and assigned a folder naming convention matching the Engineering 

Management Form submission to ensure consistency. 

Example of file path to where the Engineering Management Form submissions will be 

stored upon Archive status: (Document Controls will move attachments, this is for awareness 

of final storage location) 

“Files” Section -> 02 Dev to Construction -> XX Eng. Mgmt. Form -> “Eng. Mgmt. Form Title” 


