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Master Sheet Index Guide 

 
All construction drawings submitted for Plan Review are required to contain a Master Sheet Index 
that includes a list of every sheet number and the corresponding title. This includes all construction 
drawings and discipline sheets that are submitted for plan review.  A Master Sheet Index ensures 
a complete set of required drawings can be reviewed, approved, and stamped by City Staff for 
every submittal and resubmittal. 
 
The Master Sheet Index is traditionally included on the architectural cover page or similar pages.  
If the Master Sheet Index is not included on the drawings, a City of Sandy Springs Master Sheet 
Index will be accepted provided it is included in the first page of the drawing submittal package 
PDF. 
 
Drawings that do not contain a Maser Sheet Index will be considered an incomplete submittal and 
will not be accepted by staff for review.  The applicant will be required to resubmit all sheets at 
every submittal and resubmittal and update the Master Sheet Index accordingly. 
 

SAMPLE MASTER SHEET INDEX 

C-001 Civil General Notes 

C-101 Site Plan 

C-102 Erosion Control Plan 

C-501 Erosion Control Details 

A-001 Architectural General Notes 

A-101 First Floor Plan 

A-102 Second Floor Plan 

A-201 Elevations 

A-301 Wall Sections 

A-501 Details 

S-001 Structural General Notes 

S-100 Foundation Plan 

S-101 First Floor Framing Plan 

S-102 Roof Framing Plan 

S-301 Wall Sections 

S-501 Foundation Details 

S-502 Framing Details 

M-001 Mechanical General Notes 

M-101 First Floor HVAC Plan 

M-501 HVAC Details 

E-001 Electrical General Notes 

E-101 First Floor Electrical Plan 

E-501 Electrical Details 

P-001 Plumbing General Notes 

P-101 First Floor Plumbing Plan 

P-501 Plumbing Details 

http://www.sandyspringsga.gov/
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Recommended Sheet Numbering & Sheet Naming Convention: 
 
Although not specifically required by the City, many standard AIA and construction contracts 
require the use of the United States National CAD Standard (NCS) that, among other things, 
establishes a sheet numbering and sheet naming convention for all construction drawings.  It is 
strongly encouraged that this naming convention is used to coordinate building design data 
consistently allowing streamlined communication among owners, reviewers, and 
design/construction project teams.  Additional information about the NCS can be found on the 
United States National CAD Standard website. 
 
The following tables are the sheet numbering and naming convention guidelines from the NCS: 
  
  

http://www.sandyspringsga.gov/
https://www.nationalcadstandard.org/
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Master Sheet Index Template 

This form is only required if a Master Sheet Index is not already included on the construction 
drawings cover sheet.  Include all sheet numbers and sheet names for all discipline sheets. 

Project Information 

Permit Number 

Project Address 

Sheet Number Sheet Title 

Please combine the construction drawings into a single PDF with the Master Sheet Index 
on or as the first page. All pages should be in the same landscape or portrait orientation 

(not a combination of the two) and submitted at https://build.sandyspringsga.gov. 

http://www.sandyspringsga.gov/
https://build.sandyspringsga.gov/
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