SECTION 01700 - CLOSEOUT PROCEDURES

PART I - GENERAL

1.1
REQUIREMENTS INCLUDE

A.
Administrative Procedures.

B.
Project Record Documents.

C.
Operation and Maintenance Data.

D.
Warranties and Bonds.

E.
Spare Parts and Maintenance Materials.

F.
Post Construction Inspection.

G.
Final Cleaning.

1.2
DEFINITION

5. A.
Closeout is defined to include general requirements near the end of Contract Time, in preparation for final acceptance, final payment, normal termination of contract, occupancy by Owner and similar actions evidencing completion of the work.  Specific requirements for individual units of work are specified in sections of Division 2 through 16.  Time of closeout is directly related to "Substantial Completion", and therefore may be either a single time period for the entire Work, or a series of time periods for individual parts of the Work which have been certified as substantially complete at different dates.  That time variation (if any) shall be applicable to other provisions of this section.

1.3
PREREQUISITES TO SUBSTANTIAL COMPLETION

A.
In addition to the requirements of the General Conditions for certification of Substantial Completion, (for either the entire Work or for agreed portions of the Work), complete the following, and list known exceptions in request:

1.
Cooperate with Project Manager and coordinate access for Work of the University Physical Plant.

2.
Submit Manuals or maintenance data for Work under warrantee at Substantial Completion.

3.
Submit test logs, certificates or minutes of system start-ups or other final tests required to be witnessed by the Owner or authorities having jurisdiction.

1.4
SUBSTANTIAL COMPLETION

A.
Within ten (10) days following receipt of Contractor's request for substantial completion inspection, the Owner/Engineer will either proceed with inspection or advise Contractor of prerequisites not fulfilled.

B. Following initial inspection, the Owner/Engineer will either authorize Certificate of Substantial Completion, or advise Contractor of Work which must be performed prior to issuance of certificate; and repeat inspection when requested and assured that work has been substantially complete.  Results of completed inspection will form initial-“punch-list" for final acceptance.

C. Should the Owner/Engineer consider that Work is substantially complete, the Contractor shall prepare, and submit to Owner a list of items to be completed or corrected, as determined by the inspection.

D.
The Owner/Engineer will authorize the Certificate of Substantial Completion, AIA G704, complete with signatures of Owner and Contractor, accompanied by Contractor's list of items to be completed or corrected, as verified and amended by Owner/Engineer.

E.
Complete work listed for completion or correction, within designated time.

F.
Should the Owner/Engineer consider that work list is not substantially complete, he shall notify Contractor in writing stating reasons.

G.
Complete work, and send second written notice to Owner/Engineer certifying that Project, or designated portion of Project, is substantially complete.

H.
Owner/Engineer will reinspect work.

1.5
PREREQUISITES TO FINAL ACCEPTANCE

A.
Prior to requesting Owner/Engineer’s final inspection for certification of final acceptance and final payment, as required by General Conditions, complete the following and list known exceptions (if any) in request:

1.
Submit certified copy of Owner/Engineer's final punch-list of itemized work to be completed or corrected, stating that each item has been completed or otherwise resolved for acceptance.

2.
Submit record drawings, maintenance manuals, final project photographs, specific warranties, workmanship/maintenance bonds, maintenance agreements, final certifications and similar record documents as specified herein.

3.
Complete final clean-up requirements as specified herein, including touch-up of marred surfaces.

4.
Deliver tools, spare parts, extra stocks of materials, and similar physical items to Owner.

6. Make final change-over of locks and transmit keys to Owner, and advise Owner's personnel to change-over in security provisions.

7. Complete start-up testing of systems, and instructions of Owner's operating/maintenance personnel.  Discontinue (or change-over) and remove from project site temporary facilities and services, along with construction tools and facilities, mock-ups and similar elements.

1.6
FINAL ACCEPTANCE

A. Within ten (10) days following receipt of Contractor's notice that the work has been completed, including "punch list" items from earlier inspections, Owner/Engineer will reinspect the work.  Upon completion of reinspection Owner/Engineer will either notify Contractor in writing of work not completed or obligations not fulfilled as required for final acceptance or request Contractor submit evidence of payments, release of liens and final application for payment as an indication of final acceptance.

B. Contractor shall take immediate steps to remedy the stated deficiencies, and send second written notice to Owner/Engineer certifying that work is complete and Owner/Engineer will reinspect work.

C. Should Owner/Engineer be required to perform second inspections because of failure to work to comply with original certifications of Contractor, Owner will compensate Engineer for additional services, and deduct amount paid from final payment to Contractor.

1.7
EVIDENCE OF PAYMENTS AND RELEASE OF LIENS

A.
The Contractor shall submit the following documents as evidence of payments and release of liens with the final application for payment:

1.
Contractor's Affidavit of Payment of Debts and Claims: AIA G706.

2.
Contractor's Affidavit of Release of Liens: AIA G706A, with:

3.
Contractor's release or waiver of liens.

4.
Separate releases or waivers of liens for Subcontractors, suppliers, and others with lien rights against property of Owner, together with list of those parties.

5.
Consent of Surety to Final Payment; AIA G707.

B.
All submittals shall be duly executed before delivery to Owner/Engineer.

1.8
FINAL APPLICATION FOR PAYMENT

A.
Contractor shall submit final application in accordance with requirements of General and Supplementary Conditions and as hereinbefore specified.

1.9
FINAL CERTIFICATE FOR PA

A.
Owner/Engineer will issue final certificate in accordance with provisions of General Conditions.

B.
Should final completion be materially delayed through no fault of Contractor, Owner/Engineer may issue a Semi-Final Certificate of Payment, in accordance with provisions of General Conditions.

1.10
FINAL CLEANING

A.
General Cleaning during progress of work is specified in the General Conditions.

B.
Specific requirements for individual units of work are specified in sections of Division 2 through 16 respectively.  Employ experienced workmen, or professional cleaners, for final cleaning of the work, at time indicated, consisting of cleaning each surface or unit of work to normal "clean" condition expected for a first-class building cleaning and maintenance program.

C.
Execute final cleaning prior to final inspection.

D.
In preparation for substantial completion or occupancy, conduct final inspection of sight-exposed interior and exterior surfaces, and of concealed spaces.

E.
Remove labels which are not required as permanent labels.

F.
Clean transparent materials, including mirrors and window/door glass, to a polished condition, removing substances which are noticeable as vision-obscuring materials.  Replace broken glass.

G.
Clean exposed exterior and interior hard-surfaced finishes, including metals, masonry, stone, concrete, painted surfaces, plastics, tile, wood, special coatings, and similar surfaces, to a dirt-free condition, free of dust, stains, films and similar noticeable distracting substances.  Except as otherwise indicated; avoid disturbance of natural weathering of exterior surfaces.  Restore reflective surfaces to original reflective condition.

H.
Wipe surface of mechanical and electrical equipment clean, including elevator equipment and similar equipment in addition to that specified in Divisions 15; remove excess lubrication and other substances.

I.
Remove debris and surface dust from limited access spaces including roofs, plenums, shafts, trenches, equipment vaults, manholes, attics and similar spaces.

J.
Clean concrete floors in non-occupied spaces broom clean.

K.
Vacuum clean carpeted surfaces and similar soft surfaces.

L.
Clean plumbing fixtures to a sanitary condition, free of stains including those resulting from water exposure.

M.
Clean ducts, blowers and coils, if air conditioning units were operated without filters during construction.

N.
Replace air conditioning filters if units were operated during construction.

0.
Clean light fixtures and lamps so as to function with full efficiency.

P.
Clean project site (yard and grounds), including landscape, development areas, of litter and foreign substances.  Sweep paved areas to a broom-clean condition; remove stains, petrochemical spills and other foreign deposits.  Rake grounds which are neither planted nor paved, to a smooth, even-textured surface.

Q.
No burning or disposal of rubbish at the jobsite will be permitted.

1.11
PROJECT RECORD DOCUMENTS

A.
Record copies are defined to include those documents or copies relating directly to performance of the work, which Contractor is required to prepare or maintain for Owner's records, recording the work as actually performed.  In particular, record copies show changes in the work in relation to the way in which shown and specified by original contract documents; and show additional information of value to Owner's records, but not indicated by original contract documents.  Record documents include newly-prepared drawings (if any are specified), marked-up copies of contract drawings and shop drawings, marked-up copies of specifications, addenda and change orders, marked-up product data submittals, record samples, field records for variable and concealed conditions such as excavation and foundations, field test reports, Inspection Certificates, Manufacturer's Certificates, and miscellaneous record information on work which is otherwise recorded only schematically or not at all.  Label each record document "PROJECT RECORD" in one (1) inch high printed letters.

B.
Maintain documents in clean, dry, legible condition and do not use record documents for construction purposes.  Store documents in files and on racks in temporary field office.  Keep separate from those used for construction.

C.
Record documents shall be available at all times for inspection by Engineer and Owner.

D.
Keep documents current; do not permanently conceal any work until required information has been recorded on the documents.

E.
At Contract closeout, submit documents with transmittal letter containing date, project title, Contractor's name and address, list of documents, and signature of Contractor.

1.12
RECORD DRAWINGS

A.
During progress of work maintain two (2) sets of contract drawings, shop drawings, and any special drawings with mark-up of actual installation which vary substantially from the work as originally shown.

B.
Mark whatever drawing is most capable of showing actual physical condition, fully and accurately.

C.
When shop drawings are marked-up, mark cross-reference on contract drawings at corresponding location.

D.
Mark with erasable color pencil, using separate colors where feasible to distinguish between changes for different categories of work at same general location.

E.
Mark-up important additional information which was either shown schematically or omitted from original drawings.  Give particular attention to information on work concealed, which would be difficult to identify or measure and record at a later date.

F.
Note alternative numbers, change order numbers and similar identification.

G.
Require each person preparing mark-up to initial and date mark-up.

1.13
RECORD SPECIFICATION

A.
During progress of the work, maintain two (2) copies of specifications, including addenda, change orders and similar modifications issued in printed form during construction, and mark-up variations (of substance) in actual work in comparison with text of specifications and modifications as issued.  Give particular attention to substitutions, selection of options, and similar information on work where it is concealed or cannot otherwise be readily discerned at a later date by direct observation.  Note related record drawing information and product data, where applicable.

1.14   RECORD MANUFACTURER’S PRODUCT DATA

A.
During progress of the work, maintain one copy of each product data submittal, and mark-up significant variations in the actual work comparison with submitted information.  Include both variations in product as delivered to site, and variations from manufacturer's instructions and recommendations for installation.  Give particular attention to concealed products and portions of the work which cannot otherwise be readily discerned at a later date by direct observations.

B.
Note related change orders and mark-up of record drawings and specifications.

1.15
OPERATION AND MAINTENANCE DATA

A.
Provide data for:

1. 
Products specified in individual Specification Sections.

2.
Mechanical equipment - Division 15.

B.
Submit two sets prior to final inspection, bound in 8-1/2 x 11 inch three-ring side binders with durable plastic covers.

C.
Provide a separate volume for each system, with a table of contents and index tabs for each volume.

D.
Part 1: Directory, listing names, addresses, and telephone numbers of: Owner/Engineer and Contractor.

E.
Part 2: Operation and maintenance instructions, arranged by Specification Division.  For each Specification Division, give names, addresses, and telephone numbers of Subcontractors and suppliers.  List:

1.
Appropriate design criteria.

2.
List of equipment.

3.     Parts list.

4.
Operating instructions.

5.
Maintenance instructions, equipment.

6.
Maintenance instructions, finishes.

8. Shop drawings and product data.

9. Warranties.

F.
Arrange for each installer of work requiring continuing maintenance or operation, to meet with Owner's personnel, at project site, to provide basic instructions needed for proper operation and maintenance of entire work.  Include instructions by manufacturer's representatives where installers are not expert in the required procedures.  Review maintenance manuals, record documentation, tools, spare parts and materials, lubricants, fuels, identification system, control sequences, hazards, cleaning and similar procedures and facilities.  For operational equipment, demonstrate start-up, shut-down, emergency operations, noise and vibration adjustments, safety economy/efficiency adjustments, and similar operations.  Review maintenance and operations in relations with applicable warranties, agreements to maintain bonds, and similar continuing commitments.

1.16
WARRANTIES AND BONDS

A.
Provide duplicate, notarized copies.  Execute Contractor's submittals and assemble documents executed by Subcontractors, suppliers, and manufacturers.  Provide table of contents and assemble in binder with durable plastic cover.

B.
Submit material prior to final application for payment.  For equipment put into use with Owner's permission during construction, submit within ten (10) days after first operation.  For items of Work delayed materially beyond date of Substantial Completion, provide updated submittal within ten days after acceptance, listing date of acceptance as start of warranty period.

1.17
SPARE PARTS AND MAINTENANCE MATERIALS

A.
Provide products, spare parts, and maintenance materials in quantities specified in each Section, in addition to that used for construction of Work.  Coordinate with Owner, deliver to Project site and obtain receipt prior to final payment.

1.18
POST-CONSTRUCTION INSPECTION

A.
Prior to expiration of one year from Date of Substantial completion, Owner/Engineer will make visual inspection of Project in company with Owner and Contractor to determine whether correction of work is required, in accordance with provisions of General Conditions.

B.
Owner/Engineer will promptly notify Contractor, in writing, of any observed deficiencies.

PART
2 - PRODUCTS

Not
Used.

PART 3 - EXECUTION

Not Used.

END OF SECTION 01700

