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Design Model Manager Responsibilities
Purpose
This document provides a general overview of Model Manager (MM) responsibilities.  While many of the responsibilities outlined herein will be applicable to external team members, the primary goal is to outline the role for internal team members.  This document is not considered exhaustive and may be augmented by direction of the BIM Director (BD) or Project Manager (PM).  
Overview
The MM should be extensively knowledgeable about all aspects of the project model(s) and serves as the go-to person for all things related to the model(s) for a given project.  Model changes that can have far-reaching implications should always be discussed with the MM.  Any new team members that come onboard to assist in developing a project regardless of how temporary the assistance may be should always coordinate their activities with the MM.  The MM should work with the PM to check and review the model work of both internal and external team members. Ideally the MM is assigned prior to project setup and will remain the MM throughout design.  The MM is not a position but rather a role.  The MM may solicit support from another team member so long as it doesn’t detract from the supporter’s duties.  Ultimately the responsibility for the tasks being appropriately completed lies with the MM.  The MM may delegate a task but may not transfer responsibility.  Any design team member may serve in the role of MM.  
Responsibilities
Below is a list of general model management responsibilities.  Questions on how-to accomplish any of the following tasks should be directed to the BD. 
Project Planning:
· Review list of project deliverables and timelines
· Coordinate with the BD and PM to establish Kickoff meetings and Coordination meetings
· Participate in internal planning with BD and PM to determine how model will be divided and documented
· Develop all files needed for the kickoff meeting (including draft of Project Execution Plan (PxP) and related appendices)
· Establish/Review Level of Development for the project 
Project Setup:
· Perform initial setup of project
· Establish Project & Plan North 
· Establish all other coordinates settings for survey and project basepoints 
· Establish project datum
· Establish scope boxes
· [bookmark: _GoBack]Link and pin any needed CAD files
· Link other team member’s models
· Establish Copy/Monitor with other team member’s models
Project Execution:
· Ensure Project compliance with Project PXP
· Ensure required deliverables are completed by team at each submittal
· Publish/Download team files (RVT/NWC/PDF/DWG)
· Manage online collaboration
· Perform cursory review of other models to ensure they are in the required format and complete
· Perform preliminary QC
· Participate in design review and model coordination sessions
· Communicate issues back to the internal and external teams
· Serve as the overall quality control agent for model content
· Take the lead on printing and pdf creations
· Manage Design Submittals
· Work with PM on executing and submitting Milestone Submittals, Revisions, and Addenda
· Prepare and participate in BIM Coorindat
· Generate/Publish Reports and Deliverables 
Model Management:
· Ensure model complies with Organizational Standards
· Ensure model complies with all other applicable standards (AEC CADD Standards, NCS)
· Maintain/Progress all items listed within this the other sections of this document
· Address all reasonably resolvable warnings within the model 
· Audit and compress the model 
· Purge the model of content that will not be used
· Maintain project folders throughout project development for each submittal stage
· Validate the modeling content and level of development for all models is commensurate with each project phase
· Maintain model version control
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