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	Checked
	Notes

	
REF: Enter File Reference
	Plan number: OP Enter Plan Number
	
	

	Drafting Officer: Enter initial
	Date: Click or tap to enter a date.
	
	

	Checked By: Enter initial
	Date: Click or tap to enter a date.
	
	

	PROFORMA:
	
	

	1. Location of Land:
	
	Choose an item.	

	County: ………………………………….. County Name
		
	

	Parish Name & Code: …....................... Parish Name&Code 
		
	

	Township Name & Code: ..................... Township Name&Code  
		
	

	Section:  …………................................. Section 
		
	

	Crown Allotment: ……........................... CA#.  
		
	

	SPI: ……................................................ SPI.  
		
	

	Title Reference: …….............................. Vol.Fol.  
		
	

	2.  Edition: ...................................................................................     
		Choose an item.	

	Drawn (initials & date): ...........................................................
		
	

	CAD File (file name): ..............................................................
		
	

	3. File Reference: .......................................................................
		Choose an item.	

	SGV Connect SS-number. Can also include clients reference. Should include the SGV-number when the job has a large number of events.  (Not surveyors’ reference)
	
	

	4. Sheets:
	
	Choose an item.	

	1st sheet in plan: SHEET 1 OF Click here to enter sheet#.
		
	

	5. Scale:
	
	Choose an item.	

	Plan drawn at suitable scale? …………………………………
		
	

	Scale Ratio & scale bar increments, correct? ……………….
		
	

	If no diagram is on sheet 1:
	
	
	

	Scale ratio and Scale Bar are to be left blank/dash: ................
	
	
	

	In the position of the diagram the add the following:
“SEE SHEET 2 
FOR DIAGRAM”. …........................
		
	

	6. Survey:
	
	Choose an item.	

	
	S (Survey) – Abstract of Field Records Attached to Plan   
		
	

	OR
	NS (Non-Survey) – Based on existing survey information   
		
	

	7. Prepared From (for NS plans only):
	
	Choose an item.	

	Is Vicmap (VDP) and relevant record plans referenced?
		
	

	Are all relevant plans/surveys used to compile this OP referenced?
		
	

	Refer to Prepared from list in J:\lr\CSA\CSA Procedures\Checklists
	
	

	8. Notations:
	
	Choose an item.	

	Are any notations required? ……………………………………
		
	

	Correct wording? ………………………………………………..
		
	

	     * Refer to Notations examples list in J:\lr\CSA\CSA Procedures\Checklists
	
	

	9. Services: (E-1, E-2, etc.)
	
	Choose an item.	

	Are services required to be shown? ……………………………
		
	

	Is the purpose correct? …………………………………………..
		
	

	      * Refer to Services examples list in J:\lr\CSA\CSA Procedures\Checklists
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	Checked
	Notes

	DIAGRAM:
	
	

	10. Have the correct Crown allotments been defined on the plan?
		Choose an item.	

	11. Crown allotment number/s shown. …………………………….
		Choose an item.	

	Crown section number shown (if applicable). ……………….
		
	

	Note: ‘2000’ series Crown allotment numbers are not within a section.
	
	

	12. Fix of Parcel (to road or by abuttal):
	
	Choose an item.	

	Connection to road intersection (if can be established)? 
		
	

	OR
	Abuttals (label & linework) shown.
		
	

	13. Road Abuttals:
	
	Choose an item.	

	Correct road name (from Vicmap Transport) …………………
		
	

	Correct spelling ………………………………………………….
		
	

	If road abutting part of boundary, show road width & connection to parcel corner or next road................................
		
	

	[image: ]Example:
	
	
	

	Note:
- If abutting road is a freeway then it is also to be labelled with:  FWY Name
                                                                                                     (No Access)
- If a road reserve is not named, it is to be labelled as “ROAD”.
	
	

	14. Streams/Water bodies: 
	
	Choose an item.	

	Correct spelling …………………………………………………...
		
	

	Direction of flow arrow shown (streams) ……………………….
		
	

	Text is to be in italics ……………………………………………..
		
	

	15. Splay corner shown (if applicable)?
		Choose an item.	

	16. North Arrow:
	
	Choose an item.	

	Placed in top left corner of plan (if room to do so) …………….
		
	

	Correct datum shown on north arrow …………………………..
		
	

	Datum:
Choose an item.
	
	

	17. Dimensions:
	
	Choose an item.	

	Check that dimensions accord with abstract or prepared from info.
		
	

	Dimensions quoted on correct datum. ……………………………….
		
	

	Dimensions correctly rounded in accordance with SGV Manual. 
		
	

	Dimensions shown in a clockwise direction around parcel. ……….
		
	

	Internal bearings quoted under 180°. ………………………………..
		
	

	Dimensions offset from boundary by half the text height (CAD) ….
		
	

	Placement of dimensions: …………………………………………….
		
	

	
bearing on outside, distance on inside (Preference)
                                                       90°00’      
                   10.03    

otherwise:         90°00’                                    90°00’     54.69
                                  10.03           or

dimensions to be centred along length of line where practical.
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	Checked
	Notes

	18. Area:
	
	Choose an item.	

	Area quoted is in accordance with closure spreadsheet? …….
		
	

	Parcel closes within acceptable limits? ………………………….
		
	

	Note: Parcels with natural boundary, approximate area to be quoted if natural boundary not re-established by survey.
	
	

	19. County/Parish/Township Boundaries:
	
	Choose an item.	

	Is a Parish, Township or County boundary required? ………….
		
	

	Is the appropriate boundary shown in the correct position? …..
		
	

	Are the Parishes/Township/Counties labelled? …………………
		
	

	Note:
· If a boundary is both a County and Parish boundary, the County boundary line type is to be shown.
· If a boundary is both a Parish and Township boundary, the Parish boundary line type is to be shown.
	
	

	20. If the diagram is over 2 or more sheets, reference the other sheets as follows:
	
	Choose an item.	

	If part of the allotment or enlargement is shown on another sheet:
“See sheet _ for details”
		
	

	When diagram is split over multiple sheets:
“See sheet _ for continuation”
		
	

	21. Services: (E-1, E-2, etc.)
	
	Choose an item.	

	Label correct for purpose described in notations? ……………...
		
	

	Sufficient dimensions to define all service boundaries? ……….
		
	

	Width shown (if required)? …………….......................................
		
	

	Bearings quoted under 180°? ……………..................................
		
	

	Overall distance of parcel boundary bracketed? …………….....
		
	

	Note: Where two or more services cross, they are to be separately labelled. For example, if E-1 and E-2 cross, this is to be known as E-3.
	
	

	22. Enlargements/Diagrams:
	
	Choose an item.	

	Note: If an enlargement is drawn to scale it is to be referred to as an Enlargement.  If an enlargement is not to scale it is called a Diagram.
	
	

	Are any enlargements or diagrams required?
		
	

	Scale bar (enlargement) or “Diagram Not to Scale” shown. …..
		
	

	All relevant Crown allotment numbers and abuttals shown. …..
		
	

	All dimensions shown. …………………………………………….
		
	

	Arrow from diagram to enlargement/diagram with either “See Enlargement” or “See Diagram” notated along it. ………………
		
	

	23. Section Diagrams:
	                                                                
	Choose an item.	

	Are any section diagrams required? …………………………………
		
	

	Sections identified as A-A’, B-B’ and so on. ………………………..
		
	

	Detail in section corresponds exactly with position labelled on plan. ……………………………………………………………………..
		
	

	Section Diagram to be labelled as:         
	SECTION A-A’
NOT TO SCALE
		
	

	All relevant Crown allotment numbers and abuttal shown. ………..
		
	

	All R.L.’s and/or structures defining allotment shown and correct.
		
	

	Position of Ground/Site level identified. ……………………………..
		
	

	24. Linework:   
	
	Choose an item.	

	Does all linework on plan accord with SGV specifications? …...
		
	

	25. Font:   
	
	Choose an item.	

	Does all text on plan accord with SGV specifications? ………...
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