School Facilities Commission

PROJECT CLOSE OUT
CHECK LIST
School District:________________ Project Title:_____________ Project #_________

DATE: ______________

	
	This appendix serves as a check list of the items that should be either in the owners position or functions that should be preformed prior to processing the architect-engineer’s and contractors final payment.



	
	Warranties:  Documentation that all applicable manufacturer and equipment

	
	warranties have been transferred to the owner (Listed Below).



	
	Manufacturer’s Operation and Maintenance Manuals:

	
	Received Date: ________________


	
	Record of Project Quality Control:

	
	
System Startup and Testing Documentation

Received Date: ________________


	
	Training and System Startup:                                  Warranty Start Date:

	
	Training Date (s)
Electrical ​​​_________

_________
Mechanical ​​​_________

_________
Plumbing ​​​_________

_________
Carpet ​​​_________

_________
Fire Alarm Systems ​​​_________

_________
HVAC ​​​_________

_________
PA Systems ​​​_________

_________
Other _________


	
	State Electrical Inspectors Final Inspection:

	
	Date: ______________


	
	State or Local Fire Marshal’s Final Inspection:

	
	Date: ________________


	
	Specialties Inspections:

	
	Date: ________________


	
	Substantial Completion:

	
	Date: ________________


	
	Final Building Inspection: (Copy of Final Bldg. Inspection is required to be sent to the SFC)

	
	Date: ________________


	
	Issuance of Certificate of Occupancy: (Copy of C.O. is required to be sent to SFC)

	
	Date: ________________

	
	

	
	

	
	Sign Off of Final Completion:

	
	
Architect and engineer’s, each disciplines professional shall sign off in writing that he has physically inspected the project and to the best of his knowledge certifies that it meets the specifications and design requirements in addition to any codes.


Contractors will certify in writing that he has constructed the facility in accordance to the plans and specifications.

Date: ________________


	
	Release of Claims (Sub contractors & Suppliers):  Verification that all sub-contractors have submitted affidavit verification that no claims are pending.



	
	Date: ________________


	
	Release of Liens from General Contractors:

	
	Date: ________________


	
	Contractor Turns over keys and lock combinations:

	
	Date: ________________         


	
	Contractor’s Letter of Construction Warranty:

	
	Start Date: ________________         Completion Date:  _________

(Use the same date as the owner accepts the project.)


	
	Warranty Eleven (11) Month Inspection:

	
	Scheduled date: ________________


	
	Contractor’s “Request for Retainage Release”: (Copy of Request for Retainage Release is 

	
	required to be sent to the SFC).

	
	Date: ________________


	
	Public Advertisement Final Notice of Acceptance: (Copy of Public Advertisement is required 

	
	to be sent to the SFC).

	
	Date: ________________


	
	Project Turnover Memorandums:

	
	
Utilities  Date: _________

Communications  Date: _________

Building Insurance  Date: _________
            Others  Date: _________



	
	As-Build Drawings: (Elections - build drawings are required to be sent to the SFC).

	
	Received date: ________________

	
	

	
	Request of Final Payment:

	
	Date: _________

	
	

	
	Consent of Surety:  (To release final payment to the contractor.)

	
	
Name of Surety:


Address of Surety:


Telephone Number of Surety:

Date: ________________


	
	Project Accounts:

	
	
Release of retainage Account to Contractor


Finalize all billings


	
	Archive Project Records:

	
	Scheduled date: ________________
(Thirty days after last activity)

	
	Please Submit a completed copy of Form 604 to the SFC to officially close the project records.
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