CONSTRUCTION CLOSEOUT FORMS

FOR 

PROJECT ACCOUNTING

	[image: image1.png]



	Construction Closeout Forms for Project Accounting
	[image: image1.png]

	State of Connecticut
	
	Department of Public Works



Special Note: It would be a good idea to start the closeout procedure by ensuring that all Change Orders have been balanced out and match the final requisition to the exact penny amount.  You need to know whether the change orders were caused by Architect’s Error/Omission, Agency Request, or Job Condition and separate the dollar amounts into these three categories and keep an account of all change order deletions.  Also, by now, you should have already established a Substantial Completion date.  Eventually, you will need all this information in filling out some of the following forms.

1.  FORMCHECKBOX 
  Asset Valuation Memorandum to the Commissioner (779) - Project Accounting’s memo to the Commissioner informing him that the Project has been entirely completed.  The information is also necessary for keeping the DPW Document Inventory updated.  Teams fill out the top and middle portions.  Project Accounting fills out the lower portion.  This memorandum gets attached to the Certificate of Completion and the Certificate of Acceptance.  (PM Signature Required).
2.  FORMCHECKBOX 
 Certificate of Completion (780 was form 900C) - DPW Authorized Representative (Bruce Bockstael, Acting Bureau Chief) certifies that the project has been entirely completed for projects under five million dollars. The Commissioner signs-off on projects over five million dollars. (Signature Required)
3.  FORMCHECKBOX 
  Certificate of Acceptance (782 was Form CA-900B) - DPW Authorized Representative certifies that the portion of work for the Project has been accepted per Certificate of Substantial Completion. The Commissioner signs-off on Projects over five million dollars.  (Signature Required)
4.  FORMCHECKBOX 
 Certificate of Substantial Completion (781 was Form CA-900A) – To be signed off by the Construction Administrator, Architect, General Contractor, and Owner (DPW), and is attached to the Certificate of Acceptance.  The date of this Certificate is generally the date the clock starts running on the Warranties/Guarantees.  (Signatures Require)
5.  FORMCHECKBOX 
  Building Contractor Reporting Form/s (785 was Form BCR) – This submittal must precede or coincide with submittal of the final Application for Payment.  The G.C. must provide us with 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 form/s are not part of the closeout package.

6.  FORMCHECKBOX 
  Liquidated Damages Assessment (786 was form LDA) – This is to inform our Agency whether liquidated damages should or shouldn’t be assessed against the Contractor.  A pink copy of this form is for quick referencing Contractor records and goes to Process Management Unit for their files. (PM and SPM Signatures) 

7.  FORMCHECKBOX 
  Field Evaluation Report (Printout from Project Tracking = “Field Evaluation Report” was form 787) – This report involves the Change Order breakdown and percentages against the Original Contract and other project information. A green copy goes to Process Management Unit (once signed) for their files.  (PM, APM or CA, Process Unit and SPM Signatures Required)
8.  FORMCHECKBOX 
  “Consent Of Surety To Release Final Payment” form from Contractor’s Bonding Company via the Contractor if not already attached to final payment or “Request For Release From Bonding Company” Letter (796 was form BCRR).  (PM Signature Required)
9.  FORMCHECKBOX 
  Insurance Notification/Transfer Letter (784 was Form CA-900E) Addressed to Client Agency Administrator informing the Agency that the project is either partially or substantially complete and the areas are now in their custody.  The DPW building number is also included in this letter. (Bureau Chief Signature Required)
10.  FORMCHECKBOX 
  Final Requisitions Nine (9) originals are to be notarized and signed by a person authorized to sign legal documents on behalf of the Contractor and certified by the Architect and Construction Administrator.  The originals get distributed to the following:
(1) Project Accounting 

(2) Comptroller 

(1) State Insurance Board 

(1) Client Agency 

(1) Contractor 

(1) Bidding & Contracts 

(1) Project Manager 

(1) Process Unit 

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

11.  FORMCHECKBOX 
 Certificate of Compliance (788 was Form CA 900) Refer to Sec. 01015, B-6 in the General Requirements. There is also one available for Agency Administered Projects (Non-Threshold Projects only).  This form is to be signed-off by our Commissioner/Rep., the Architect, and the General Contractor to ensure that the project was designed and built in Substantial Compliance with requirements of the State of Connecticut Basic Building Code and all other applicable codes as required by Chapter 541, General Statutes of Connecticut.  The A/E signs-off on Part I after design and before construction begins.  The A/E and G.C. sign-off on Part II after construction has been completed.  Our Agency Rep. signs-off in both parts.
The following two forms are not to be included with the closeout package that goes to Project Accounting.  
Complete the forms.  Submit both an email and a hard copy of the Contractor Performance Evaluation to Process Management.  Submit a copy of the Consultant Performance Evaluation to Bruce Bockstael and the Process Unit - Project Tracking.  Label the forms in the upper right hand corner “Closeout” and retain hard copies for the project files.

12.  FORMCHECKBOX 
 Contractor Performance Evaluation (745) The Contractor’s Performance Evaluation (DPW version) should be filled out by the PM. A copy of the DPW evaluation shall be printed out (by the PM) and signed by the PM, APM, or CA and SPM and the General Contractor.  If the G.C. 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. 
13.  FORMCHECKBOX 
 Consultant Performance Evaluation (744F)  Signatures of the PM, APM, or CA and SPM along with the Consultant’s signature are all required. A copy once completed and signed off, shall be sent to Process Management Unit for their files.
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