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	Instructions: 
	For DAS Project Manager (DAS PM):

	
	1.
	Ensure all Change Orders balance out and match the final requisition exactly.

	
	2.
	Determine if the Change Orders were caused by Document Deficiency, Job Condition, or Agency Request and separate the dollar amounts into these three categories.

	
	3.
	Keep an account of all Change Orders deletions.

	
	4.
	Establish a Substantial Completion date.

	
	5.
	Complete the following forms, as instructed.

	
	

	Check
Box
	Item 
No.
	Item Description:

	
	
	

	[bookmark: Check14]|_|
	1.0
	Asset Valuation Memorandum to the DAS Commissioner (7950):

	
	
	Project Accounting’s Memo informing the DAS Commissioner that the Project has been entirely completed.  The information is also necessary for keeping the DAS Document Inventory updated.  Teams fill out the top and middle portions.  DAS Project Accounting fills out the lower portion.  This memorandum gets attached to the Certificate of Acceptance.  (Signature Required from DAS PM).

	
	
	

	[bookmark: Check17]|_|
	2.0
	Certificate of Compliance Part 2 – Construction Phase (7150):

	
	
	Certification by the Consultant, the GC/CMR/Design-Builder, and the DAS Commissioner  that the “Completed Project” or the “Designated Portion of the Work”, is in substantial compliance with the approved plans and specifications and the requirements of the Connecticut State  Building Code and all other applicable codes as required by Chapter 541, Connecticut General Statutes. (Signatures Required from Consultant, General Contractor/CMR/Design-Builder, and DAS Commissioner).

	
	
	

	[bookmark: Check15]|_|
	3.0
	Certificate of Substantial Completion (7810):

	
	
	The Work performed under this Contract has been reviewed and found, in accordance with Article 30 Completion And Acceptance of the DAS General Conditions, to be substantially complete to the best knowledge of the Construction Administrator (CA), Consultant and Owner.  Substantial Completion is that stage in the progress of the Work when the Work, or designated portion of the Work thereof, is sufficiently complete in conformity with the Contract Documents to permit the Owner to occupy or utilize the Work for its intended use. The Date of this Certificate is generally the date the clock starts running on the Warranties/Guarantees. A list of items to be completed or corrected shall be attached to the Certificate of Substantial Completion. The General Contractor/CMR/Design-Builder will complete or correct the Work on the list of attached items within Ninety (90) Calendar Days from the date of Substantial Completion unless otherwise indicated.   (Signatures Required from Consultant, CA, General Contractor/CMR/Design-Builder, and Owner-DAS Chief Architect).
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	4.0
	Certificate of Acceptance (7820):

	
	
	Pursuant to Connecticut General Statutes, Section 4-61, I, the duly authorized representative of the State of Connecticut and the Owner of the Project, certify that the Work described by the Contract is accepted by the Owner. Any uncompleted items of this Work shall be listed in the Exhibit A (to be attached), will be completed by the Owner.  Any uncompleted items of this Work, listed in the Exhibit B (to be attached) shall remain the responsibility of the General Contractor/CMR/Design-Builder. This Certificate of Acceptance is not a determination of or an acknowledgement by the State of Connecticut regarding the workmanship or quality of the Work described by this contract. (Signature Required from DAS Commissioner).

	
	
	

	[bookmark: Check18]|_|
	5.0
	Contractor Reporting Form(s) (7825):

	
	
	In order to receive final payment for services rendered, the General Contractor or CMR and all subcontractors and/or suppliers must provide the information requested on this form (P. A. 93-288).  The General Contractor or CMR is to duplicate this form and submit it along with a separate form for each subcontractor and/or supplier. The separate forms shall be accompanied by all final invoices for the General Contractor or CMR and for each subcontractor and/or supplier. The General Contractor or CMR must provide the CT Tax Number and Federal I.D. Number of their business and all sub-contractors and vendors who are working on the project.  Project Accounting will reject final payment if these form(s) are not part of the closeout package.

	
	
	




	Check
Box
	Item No.
	Item Description (Continued):

	
	
	

	|_|
	6.0
	Liquidated Damage Assessment Field Report (7860):

	
	
	This is to inform our Agency whether liquidated damages should or shouldn’t be assessed against the Contractor or CMR.  A pink copy of this form is for quick referencing Contractor/CMR records and goes to Process Management Unit for their files. (Signatures Required from DAS PM and DAS ADPM).
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	7.0
	Project Summary Report (7870):

	
	
	This “Report” summarizes the Change Orders categories and percentages against the Original Contract and other project information as verified by data from PMWeb. This form is to be completed, signed, and submitted with Final Payment to the ADPM for the Project.  A green copy goes to Process Management Unit - PMWeb (once signed) for their files.  (Signatures Required from CA, DAS PM/APM, and ADPM to verify PMWeb).

	
	
	

	[bookmark: Check21]|_|
	8.0
	Consent Of Surety To Release Final Payment (General Contractor’s or CMR’s Bonding Company):

	
	
	A “Consent Of Surety To Release Final Payment” form from the General Contractor’s or CMR’s Bonding Company sent to DAS via the General Contractor or CMR if not already attached to final payment or a “Bond Company Release Request Letter (7935). (Signature Required from DAS PM).
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	9.0
	Transfer of Custody and Insurance Notification to Agency (7840)

	
	
	This “Notification” is addressed to the State User Agency Representative informing the Agency that the Project is either partially or substantially complete and the areas are now in their custody.  The DAS Building Number is also included in this letter. (Signature Required from DAS Chief Architect).

	
	
	

	[bookmark: Check23]|_|
	10.0
	Final Requisition (Final Application For Payment):

	
	
	Nine (9) originals of the final requisition shall be notarized and signed by an authorized representative of the Contractor and certified by the Architect and Construction Administrator.  The number of originals get distributed to the following:

	
	
	(1)
	DAS Project Accounting;

	
	
	(2)
	Comptroller;

	
	
	(1)
	State Insurance Board;

	
	
	(1)
	State User Agency;

	
	
	(1)
	Contractor or CMR;

	
	
	(1)
	DAS Construction Services - Bidding & Contract Unit;

	
	
	(1)
	DAS Project Manager;

	
	
	(1)
	DAS Construction Services - Process Management Unit;

	
	
	All nine copies are to be given to DAS Project Accounting.  They will distribute the copies to the appropriate parties.

	
	
	

	IMPORTANT
NOTE:
	The following two (2) forms shall not be included with the closeout package that goes to DAS Project Accounting.  Complete the forms and submit both an email and hard copy of the Contractor Performance Evaluation to DAS Process Management Unit (R. Daigle), as well as an email copy to the DAS Construction Contractor Prequalification Program as noted on the form.  Submit a copy of the Consultant Performance Evaluation to the DAS ADPM, DAS Chief Architect, and the DAS Process Management Unit (R. Daigle).  Label the forms in the upper right hand corner “Closeout” and retain hard copies for the project files.
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	11.0
	Contractor Performance Evaluation (DAS 745)

	
	
	The Contractor’s Performance Evaluation (DAS From 745) should be filled out by the DAS PM. A copy of the DAS evaluation shall be printed out (by the PM) and signed by the PM, APM, or CA and ADPM and the General Contractor or CMR.  If the General Contractor or CMR refuses to sign, the PM must make note as to why and then attach it to the Evaluation.  Backup information should be attached for any negative evaluations. A hard copy and email copy, once completed and signed off, shall be sent to Process Management Unit (R. Daigle) for their files.

	\
	
	

	[bookmark: Check26]|_|
	12.0
	Consultants Performance Evaluation -100% Construction Phase (7910)

	
	
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Signatures of the PM, APM, or CA, ADPM, and Chief Architect along with the Consultant’s signature are all required. A copy once completed and signed off, shall be sent to Process Management Unit (R. Daigle) for their files.
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