Close Out Documents Review                                    
ALL Documents to be bookmarked for Owners’ use
(strike through unused sections)
Close Outs:
Table of Contents 
Subcontractor Contact List, name of company, contact phone number and email
Substantial Completion Certification
Final Completion Certification
Architects letters of acceptance (both Substantial and Final completion)
Substantial Completion Punchlist (signed and dated on each completed item)
Final Lien, claim waivers and affidavits of payment
Contractor and sub-contractor’s warranties, asbestos/lead/silica statements (each notarized)
Final Pay Application
Consent of Surety
Final HUB Subcontracting Plan
Evidence of Final and Continuing Insurance Coverage
TDLR Reports, Windstorm, TAS, Boiler, etc.
SWPPP
Attic Stock Transmittals
Waste Manifests
OAC Meeting notes and sign-in sheets
Life Safety Documentation: 
· Fire Alarm System Certification & As-builts
· Fire Damper Verifications
· Fire Extinguisher Locations Map 
· Sprinkler System Certification and As-builts 
· Med Gas Certification 
· Exit Lighting/Wayfinding 
· Domestic Water Sterilization Reports 
· Elevator Certifications
Commissioning: Prefunctional/Functional/Start-up sheets must be signed, dated and consecutively numbered by division/type
Commissioning Cont.:                                                                                                                              pg.2
Table of contents (strike through unused sections)
Cx Plan
Responsibility Matrix
Equipment Matrix
Observation Reports
Cx Meeting Minutes and sign-in sheets
EFIT
Final Commissioning Report
TAB
In-Wall/ Overhead Inspections- include invite list, full page punch lists with sign offs
Concrete/Steel Inspections- include 3rd Party Reports
Roofing and Water Proofing Inspections including 3rd Party Inspections
Manufacturer’s Representative’s Certification Statements (UTHSC-H)
Plumbing Inspections
· Pipe Pressure Tests with separate folders for sanitary, domestic, storm and natural gas
· Backflow Preventer Certifications
· Equipment and Fixture Testing
· Water temperature verification
· Med Gas Pipe Pressure Testing
· R/O and D/I Water Testing
Mechanical Inspections
· Duct Pressure testing
· Insulation Inspections
· AHU pressure, deflection testing and start-up reports
· VAV leak testing/inspection and start-up reports
· Chiller, Boiler, Pumps, CHW/HW Piping, Steam Systems and Condensing Unit start-ups and inspections
· BAS Point-to-Point Verifications
Electrical Inspections
· Circuit Verification
· Electrical Cabling and Terminations Inspections and Meg Testing
· Conduit, Raceways and Boxes Inspections
· VFD start-up and testing (including F/A shutdown)
· Lightning Protection Inspections and UL Master Certificate
Fire Alarm/ Fire Protection Inspections                                                                                              pg. 3
· Fire Alarm testing/verification and certification
· Fire Alarm as-builts
· Sprinkler pressure testing and certification
· Sprinkler Flow Testing
· Sprinkler As-builts
Telecommunications                                                                                                                                     
· Cable Test Reports and inspections- sub contractor provided
· Cable Testing and Inspections                                                                                                      
· Door Hardware/Software Verification
· Camera Verifications
· UPD Verifications and Sign-off of Card Readers and/or Cameras
Operation and Maintenance Manuals: by division and spec number, each to be grouped together and clearly marked as to what was used on project:
Record Submittal- Final “Approved” version
O&M’s that include maintenance intervals and procedures
Shop Drawings
Parts List with exploded view and part numbers
Record Specs complete and bookmarked                                                                                                                                              
Record Drawings bookmarked
· Each page signed and dated by Authorized Contractor Representative
· PDF and CAD
· Red/Blue line drawings from subs
· RFI’s numbered sequentially and easily identifiable by subject
Training Videos- Professional quality and useable 
Progress Photos- by date
BIM/Modeling Programs/Documents –useable by University
Misc:
· Finish Schedule
· Any Specialty Equipment Information


