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Managing construction documents shouldn’t feel like chasing 

down files across emails, spreadsheets, and shared drives. Yet 

for many teams, that’s still the reality and it introduces risk at 

every stage of a project.

The right document control solution does more than store 

files. It creates structure, accountability, and clarity across your 

entire operation. If you’re evaluating options, here are the 

critical features that actually make a difference on the jobsite 

and in the office.

CENTRALIZED DOCUMENT MANAGEMENT

A single source of truth is non-negotiable. Your team should 

never question where the latest version of a document lives.

Look for a platform that consolidates drawings, contracts, RFIs, 

submittals, change orders, and supporting documentation 

into one accessible location. This ensures everyone from the 

jobsite to accounting is aligned and working from the same 

information.

Without this, version confusion becomes inevitable and costly.

VERSION CONTROL AND AUDIT TRAILS

Construction documents are constantly evolving. The ability to 

track changes and access previous versions is essential.

Strong version control ensures:

	» Teams always work from the most current documents

	» Historical versions are preserved for reference

	» Every update is logged with clear accountability

	» You have a defensible audit trail for dispute resolution

When issues arise, having a documented history protects your 

team and provides clarity across stakeholders.

REAL-TIME COLLABORATION

Projects move fast. Your document control system should move 

just as quickly.

Real-time collaboration allows teams to:

	» Share updates instantly

	» Comment directly on documents and drawings

	» Route information efficiently between stakeholders

	» Reduce reliance on fragmented communication channels
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Whether it’s a superintendent in the field or a project manager 

in the office, everyone stays connected without friction.

MOBILE ACCESSIBILITY

Construction doesn’t happen behind a desk, so your document 

control tools shouldn’t be limited to one.

Mobile access ensures your jobsite teams can:

	» View and update documents onsite

	» Capture photos and attach them to project records

	» Access the latest drawings and specifications without 

delays

	» Document progress and jobsite conditions in real time

If your solution isn’t built for mobile use, it will slow your team 

down instead of supporting them.

AUTOMATED WORKFLOWS

Manual processes create bottlenecks and increase the chance 

of errors.

A strong document control system should automate key 

workflows like:

	» RFI routing and response tracking

	» Submittal reviews and approvals

	» Change order documentation and approvals

	» Notification and escalation processes

Automation keeps projects moving and ensures nothing 

falls through the cracks while maintaining consistent 

documentation practices.

PERMISSIONS AND ACCESS CONTROL

Not everyone should have access to everything.

Granular permission settings allow you to:

	» Control who can view, edit, or approve documents

	» Maintain appropriate separation between internal teams 

and external partners

	» Protect sensitive financial or contractual information

	» Ensure accountability across roles and responsibilities

This becomes especially important when working with 

multiple stakeholders across a project lifecycle.

INTEGRATION WITH PROJECT AND FINANCIAL TOOLS

Document control shouldn’t operate in a silo.

Look for a solution that integrates with:

	» Project management workflows

	» Accounting and financial systems

	» Scheduling tools

	» Procurement and cost tracking processes

When your systems are connected, data flows seamlessly and 

reduces duplicate entry, errors, and misalignment between 

teams.

SEARCH AND RETRIEVAL FUNCTIONALITY

If your team can’t find what they need quickly, your system isn’t 

working.

Advanced search capabilities should allow users to locate 

documents by:

	» Keywords

	» Project or job number

	» Date or revision

	» Document type or category

Fast, reliable access to documentation ensures teams 

can respond quickly to questions, issues, and requests for 

information.

COMPLIANCE AND RISK MANAGEMENT SUPPORT

Construction projects come with significant legal and 

documentation requirements.

Your document control solution should help:

	» Maintain organized, time-stamped records

	» Track documentation tied to project decisions and 

approvals

	» Support consistent documentation standards across 

projects

	» Reduce exposure to disputes, claims, and rework

This is where document control shifts from convenience to a 

critical risk management tool.
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SCALABILITY

Your software should grow with your business.

Whether you’re managing a handful of projects or scaling 

across multiple teams and regions, your document control 

system should handle increased complexity without breaking 

down.

Choosing a scalable solution prevents the need to switch 

systems later, which can be costly and disruptive.

WHY IT MATTERS

Poor document control isn’t just inefficient. It leads to 

miscommunication, rework, delays, and financial risk.

The right solution brings structure to complexity. It ensures 

your team is aligned, your documentation is reliable, and your 

projects stay on track from preconstruction through closeout.

For contractors looking to improve efficiency and reduce risk, 

investing in the right document control features isn’t optional. 

It’s foundational to running a modern, high-performing 

construction business.
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About the Article

The Builder Blog by RedTeam was launched in 2023. It serves as a resource 

for construction professionals with industry insights, in-depth articles about 

solutions, and helpful customer stories. From best practices to workflow 

guides, the blog builds on RedTeam’s expertise and knowledge of the industry 

to help create a better tomorrow for everyone in construction. You can learn 

more about RedTeam at redteam.com.

Any views and opinions expressed in this article may or may not reflect the 

views and opinions of the Construction Management Association of America 

(CMAA). By publishing this piece, CMAA is not expressing endorsement of the 

individual, the article, or their association, organization, or company.
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