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	State of Connecticut
	
	Department of Public Works


Substantial Completion Checklist

Reference: 00700 or 01700
Project Information:
	Project Name:
	     

	Project Number:
	     

	Project Location:
	     

	Construction Contractor or / CM :
	     

	A/E Consultant:
	     

	DPW Project Manager:
	     


	1.0
	Substantial Completion Document Submittals Requirements
	Provided by Contractor

	
	(Prior to Substantial Completion Inspection)
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Provided To CA & A/E

	
	
	Date
	Initials

	Project Information Sheet  
	01 11 00
	     
	     

	Project Closeout Check List  
	01 77 00 3.1
	     
	     

	Environmental Affairs Project Closeout Check List  
	A/E Manual
	     
	     

	Contractor or CM Completion Punch List
	01 77 00
	     
	     

	Certificate(s) of Compliance
	01 77 00
	     
	     

	Certificate(s) of Occupancy
	01 77 00
	     
	     

	O&M Manuals (copy of transmittal to AE)
	01 78 23
	     
	     

	As-Built Documents (Dwgs. & Project Manual - copy of transmittal to AE)
	01 77 00 1.5
	     
	     

	Environmental Closeout Documentation Manual
	A/E Manual
	     
	     

	Performance Verification & Demonstration To Owner of Systems  [i.e. Fire Alarm, HVAC, Communications, Kitchen, Elevators] 
	01 78 24
	     
	     

	Contractor’s Letter Requesting Substantial Completion Inspection 
	00700 Art 30
	     
	     


	2.0
	Substantial Completion Document Submittal Review Requirements
	Performed by A/E

	
	(Prior to Substantial Completion Inspection)
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Provided To PM

	
	
	Date
	Initials

	Verify Contractor’s Compliance w/ Substantial Completion Requirements
	01 77 00
	     
	     

	Verify Readiness (w/ concurrence from OCPS) 
	SBI
	     
	     

	Establish Date of Substantial Completion 
	01 77 00
	     
	     

	Advise Contractor’s of Unfulfilled Requirements (if applicable)
	01 77 00
	     
	     


	3.0
	Substantial Completion Document Submittal Requirements
	Performed by CA & PM

	
	(Prior to Substantial Completion Inspection)
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Task Completed

	
	
	Date
	Initials

	Schedule, Provide Notification to Attendees
	01 77 00 1.3
	     
	     

	Ensure Appropriate Representation at Walk-Thru and Obtain Signatures Attendees of Present
	01 77 00 1.3
	     
	     


	4.0
	Substantial Completion Document Submittal Requirements
	Performed by A/E

	
	
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Task Completed

	
	
	Date
	Initials

	Prepare Certificate of Substantial Completion
	01 77 00 1.3
	     
	     


	5.0
	After Substantial Completion Inspection Submittal Requirements
	Performed by A/E

	
	
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Provided by A/E & CA To PM

	
	
	Date
	Initials

	Ensure Attendee Signatures on Certificate of Substantial Completion 
	01 77 00 1.3
	     
	     

	Prepare Consolidated Punch List
	01 77 00 1.3
	     
	     

	Review O&M Manuals –-List of Deficiencies (when applicable); transmits to PM
	01 78 23
	     
	     

	As Built Documents – List of Deficiencies (when applicable)
	01 77 00 1.5
	     
	     

	Begin Preparation of Record Documents (Drawings & Proj. Manual/Specs)
	01 77 00 1.5
	     
	     


	6.0
	After Substantial Completion Inspection Submittal Requirements
	Performed by PM

	
	
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	Task Completed

	
	Date
	Initials

	Route Certificate of Compliance to Appropriate DPW PM Management for Signature(s), and Distribute Copies as required
	     
	     

	Route Certificate of Substantial Completion, w/ Final Consolidated Punch List, to Appropriate DPW PM Management for Signature(s), and Distribute Copies as required
	     
	     

	Transmit O&M Manuals to D&C Closeout Manager, after approval from A/E
	     
	     

	Transmit Environmental Closeout Documentation Manual to DPW Environmental Compliance Unit
	     
	     


	7.0
	Certificate of Acceptance Document Submittal Review Requirements
	Performed by Contractor or CM

	
	(Prior to Final Inspection and Issuance of  Certificate of Acceptance
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Provided To CA & PM

	
	
	Date
	Initials

	Contractor’s Letter Requesting Certificate of Acceptance and Final Acceptance Inspection (copy) 
	01 77 00 1.4
	     
	     

	Closeout Documentation Manual (all original documents)
	01 77 00 1.5
	     
	     


	8.0
	Certificate of Acceptance Document Submittal Review Requirements
	Performed by CA & A/E

	
	(Prior to Final Inspection and Issuance of  Certificate of Acceptance
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Provided To PM

	
	
	Date
	Initials

	Verify Contractor’s Compliance w/ Acceptance of the Work/Closeout Requirements
	01 77 00 1.4
	     
	     

	Verify Readiness (w/ concurrence from DPW PM) or - Establish Date of Acceptance of the Work
	01 77 00 1.4
	     
	     

	Establish Date of Acceptance of the Work
	01 77 00 1.4
	     
	     

	Contractor’s Unfulfilled Requirements (if applicable)
	01 77 00 1.4
	     
	     

	Transmit Closeout Documentation Manual to PM
	01 77 00 1.4
	     
	     

	Transmit Record Documents to PM
	01 77 00 1.4
	     
	     

	Transmit Approved Closeout Documentation to PM
	01 77 00 1.4
	     
	     

	Transmit Shop Drawings, Product Data & Samples to PM (For Master Files)
	01 77 00 1.4
	     
	     

	Prepare Certificate of Acceptance
	01 77 00 1.4
	     
	     


	9.0
	Acceptance Of The Work
	Performed by CA & PM

	
	
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Task Completed 

	
	
	Date
	Initials

	Verify Receipt of Closeout Documentation Manual From A/E
	01 77 00 1.4
	     
	     

	Ensure Appropriate Representation at Walk-Thru and Obtain Signatures of Attendees present
	01 77 00 1.4
	     
	     


	10.0
	Certificate of Acceptance
	Performed by CA & A/E

	
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	00700 or 01700

Reference
	Provided To PM

	
	
	Date
	Initials

	Ensures Attendee Signatures On Final Inspection, if approved
	01 77 00 1.4
	     
	     

	Attach Completed/Approved Certificate of Acceptance with the List of Unfulfilled Contract Items to PM
	01 77 00 1.4
	     
	     

	Transmit Certificate of Final Inspection & Certificate of Acceptance with the List of Unfulfilled Contract Items to PM
	01 77 00 1.4
	     
	     


	11.0
	After Acceptance Of The Work
	Performed by PM

	
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	Task Completed

	
	Date
	Initials

	Route Certificate of Acceptance, with the List of Unfulfilled Contract Items to DPW PM Management for Signature(s), and Distribute Copies as required
	     
	     

	Transmit Record Documents (Drawings and Project Manual) to PM
	     
	     

	Transmit Closeout Documentation Manual to PM r
	     
	     

	Prepare Final Change Order for Final Application for Payment, if required, resolve outstanding issues, if possible and reviewed with  DPW PM Management
	     
	     

	Revise Contractor’s Final Application for Application and forward to DPW Financial Unit for processing
	     
	     

	Transmit All Project Files/Records to Master Files
	     
	     


	Closeout Documents Complete
(Check Applicable Parts)
	Closeout Documents Incomplete

(Check Applicable Parts)

	1.0  FORMCHECKBOX 

	2.0  FORMCHECKBOX 

	3.0  FORMCHECKBOX 

	4.0  FORMCHECKBOX 

	5.0  FORMCHECKBOX 

	6.0  FORMCHECKBOX 

	1.0  FORMCHECKBOX 

	2.0  FORMCHECKBOX 

	3.0  FORMCHECKBOX 

	4.0  FORMCHECKBOX 

	5.0  FORMCHECKBOX 

	6.0  FORMCHECKBOX 


	7.0  FORMCHECKBOX 

	8.0  FORMCHECKBOX 

	9.0  FORMCHECKBOX 

	10.0  FORMCHECKBOX 

	11.0  FORMCHECKBOX 

	
	7.0  FORMCHECKBOX 

	8.0  FORMCHECKBOX 

	9.0  FORMCHECKBOX 

	10.0  FORMCHECKBOX 

	11.0  FORMCHECKBOX 

	


	
	
	
	
	

	Project Manager Name
	
	Project Manager Signature
	
	Date


	
	
	
	
	

	Supervising Project Manager Name
	
	Supervising Project Manager Signature
	
	Date


	12.0
	Closeout Document Processing
	Performed by PM

	
	(Note “N/A” in “Date” column if item is not applicable.)

	Task
	Task Completed

	
	Date
	Initials

	Review and Transmit DPW PM Files
	     
	     

	Review and Transmit Record Documents to DPW Archives
	     
	     

	Review and Transmit Closeout Documentation Manual to DPW Archives 
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