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CLOSEOUT CHECKLIST (SAMPLE)

[ ]     Contractor's declaration of completion received and verified by Project Inspector and Project Engineer.

[ ]     Other City departments/ bureaus/ divisions and consultants notified of closeout schedule.

[ ]     O&M manuals and instructions submitted and accepted.

[ ]     Warranties and Guaranties submitted and accepted.

[ ]     Training requirements completed.

[ ]     All required samples submitted and accepted.

[ ]     All required tests completed and results submitted and accepted.

[ ]     All required reports submitted and accepted.

[ ]     Final Record Drawings submitted and accepted.

[ ]     All keys and key schedules received.

[ ]     Elevator acceptance received.

[ ]     Fire Marshall's acceptance received.

[ ]     Sprinkler insurance inspection completed.

[ ]     Occupancy Permit received.

[ ]     List of spare parts and maintenance materials received.

[ ]     All required shop drawings, product data, diagrams and charts submitted and accepted.

[ ]     Architect's completion certified if applicable.

[ ]     Contractor's application for final payment received.
[ ]     Change orders resolved including unilateral change orders. 

[ ]     Claims resolved.

[ ]     Determination made on final contract price, change orders, liquidated damages, deductions and contingencies. 

[ ]     Determination made on all adjustments to contract time of completion.

[ ]     All salvage and spare parts turned over per contract. .

[ ]     Affidavits for payment of debts and claims received. 

[ ]     Release of Claims form executed if applicable.

[ ]     Consent of Surety for final payment received. 

[ ]     Lien waivers executed.

[ ]     Compliance with wage certificates and other labor provisions. 

[ ]     Completion of Final Inspection Correction List work.

[ ]     Release from construction lender.

[ ]     Records of facility testing received.

[ ]     Records of testing and balancing mechanical systems received. 

[ ]
General Services Facility Conveyance and Building Maintenance Agreement.

[ ]     Acceptance Board Report submitted.
PROJECT CLOSEOUT PROCEDURE

The project closeout procedures are designed to enable the Contractor to receive any retention funds, withheld during the construction of the project, within 60 days of Final Field Acceptance (FA) of the project.  This is mandated by the Board of Public Works and the California Public Contracting Code Section 7107.

On January 19, 2001, the Board of Public Works adopted A Joint Board Report from the Bureaus of Engineering and Contract Administration. The Board Report directed the two bureaus to;

1. 
Establish the date of completion of a project to be the date of Final Field Acceptance (FA) of the project when all physical corrections have been completed.


2. 
Establish a policy for closing projects without disputes within 3 months of Final Field Acceptance and within 6 months of Final Field Acceptance when there are disputes.

Acceptance of the Contract by the Board of Public Works may or may not occur at the same time as release of retention funds, but will occur as soon as possible following Final Field Acceptance. 

The following is a chronology of events as they occur in the close-out process of the project:

1. Upon acceptable completion of all work, the District Principal Inspector will request a Final Inspection.

2. The Final Inspection will be conducted by the Bureau of Contract Administration Final Inspector, and a Final Inspection Correction List will be issued to the Contractor.

3. The Contractor is to forward the Final Subcontracting Report and all outstanding Certified Payrolls to the Office of Contract Compliance (O.C.C.) within fifteen (15) days following the Final Inspection.

4. At the time of Final Inspection, the Project Administration Section of the Bureau of Contract Administration will generate a draft copy of the Final Acceptance Board Report.

5. Upon completion of all physical corrections required by the Final Inspection Correction List, the Final Inspector will issue a Statement of Completion for the project.

A. The issuance of the Statement of Completion shall signify the Final Field Acceptance (FA) date of the project.

6. It is the goal of Con-Ad and a requirement of the Public Contracting Code to have the contractor receive withheld retention within sixty (60) days of Final Field Acceptance date. 

A. Retention will be released less any disputed monies (potential penalties or withholdings requested by the Project Engineer or O. C. C.).

B. Failure of the Contractor to forward the Final Subcontracting Reports, Certified Payrolls to O.C.C., or to sign final Change Orders will result in funds being held in retention until such time as all administrative processes have been completed

7. Acceptance of the Contract by the Board of Public Works shall take place upon completion of any investigations(s) by OCC and/or negotiations of final Change Orders(s) by the Bureau of Engineering, and the placing on file with BCA, Contractor Performance Evaluations from both BCA and BOE participants.

8. In the event a claim is filed against the City, and a final Inspection has been performed, the City Attorney will issue a written notice to the Inspector of Public Works to estimate any outstanding monies to be withheld and proceed with the closeout of the project. 

The Contractor has a direct influence on the Final Acceptance of the project.  The following are some of the items for which project acceptance and/or full release of retention may be delayed.

1. Failure of the Contractor to complete items of work listed on the Final Inspection Correction List.

2. Penalty investigation(s) by OCC into potential illegal substitution of subcontractors.

3. Investigation(s), by OCC Labor Compliance, of potential violation(s) of labor laws.

4. Failure of the Contractor to submit Final Subcontracting Reports and all Certified Payrolls within fifteen (15) days following the Final Inspection.

5. Failure of the Contractor to complete negotiations and sign all Change Orders.

The Project Engineer also has a direct influence on the Final Acceptance of the project. If the negotiations of Change Orders or disputes are not successful within thirty (30) days following the Final Field Acceptance date, a Unilateral Change Order shall be written to expedite the closeout of the project. 
Note:
EXPEDITING CONTRACT CLOSEOUT Board Report dated January 17, 2001 adopted on January 19, 2001 is only available in Adobe PDF.
