SECTION 017700 - CONTRACT CLOSEOUT


PART  - GENERAL


		RELATED DOCUMENTS

		Drawings and general provisions of the Contract, including General and Supplementary Conditions and other Division 01 Specification Sections, apply to this Section.


[bookmark: _GoBack]		SUMMARY

		This Section includes administrative and procedural requirements for contract closeout including, but not limited to, the following:

	Inspection procedures.
	Project record document submittal.
	Operation and maintenance manual submittal.
	Submittal of warranties and guarantees.
	Final cleaning.

		Closeout requirements for specific construction activities are included in the appropriate Sections in Divisions 02 through 16.

C.		Closeout materials shall be organized and submitted in the exact format and order as outlined in the Project Closeout Document Standards of the Owner.


		SUBSTANTIAL COMPLETION

		Preliminary Procedures:  Before requesting inspection for certification of Substantial Completion, The Construction Manager shall complete the following: 

	In the Application for Payment that coincides with, or first follows, the date Substantial Completion is claimed, show 100 percent completion for all portions of the Work claimed as substantially complete.

	Include supporting documentation for completion as indicated in these Contract Documents.
	If 100 percent completion cannot be shown, include a list of incomplete items (Punch List), the value of incomplete construction, and reasons the Work is not complete.

	Submit specific warranties, workmanship bonds, maintenance agreements, final certifications, and similar documents.
	Submit field marked record drawings to Architect.
	Make final changeover of permanent locks and transmit keys to the Owner. Provide receipt of Owner keys, on Owner’s Door Key Transmittal form.
6.	Provide Owner Training log.
7.	Complete startup testing of systems including preliminary Test and Balance Reports.
8.	Discontinue and remove temporary facilities from the site, along with mockups, construction tools, and similar elements.
9.	Complete final cleanup requirements, including touch up painting.
10.	Touch up and otherwise repair and restore marred, exposed finishes.

		Inspection Procedures:  On receipt of a request for inspection from the Construction Manager, the Architect will either proceed with inspection or advise the Construction Manager of unfilled requirements.  The Architect will prepare the Certificate of Substantial Completion following inspection or advise the Construction Manager of construction that must be completed or corrected before the certificate will be issued.

	The Architect will repeat inspection when requested and assured that the Work is substantially complete.
	Results of the completed inspection will form the basis of requirements for final acceptance.


		FINAL ACCEPTANCE

		Preliminary Procedures:  Before requesting final inspection for certification of final acceptance and final payment, The Construction Manager shall complete the following:

	Submit a certified copy of the Architect's Substantial Completion Inspection List of items to be completed or corrected (Punch List) stating that each item has been completed or otherwise resolved for acceptance.  This list shall be endorsed and dated by the Architect.
	Submit all required closeout documents.
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		Final Procedure:  The Architect will reinspect the Work upon receipt of notice that the Work, including inspection list items from earlier inspections, has been completed, except for items whose completion is delayed under circumstances acceptable to the Architect.

	Upon completion of final inspection of the Work, the Architect will prepare a certificate of final acceptance.  If the Work is incomplete, the Architect will advise the Construction Manager of Work that is incomplete or of obligations that have not been fulfilled but are required for final acceptance.
	If necessary, inspection will be repeated.


		RECORD DOCUMENT SUBMITTALS

		General: The Construction Manager shall be responsible for maintaining record documents at the site of the work.  Record documents shall not be used for construction purposes and shall be protected from deterioration and loss in a secure fire-resistant location.  Maintain record documents in a timely manner indicating all changes and deviations from contract documents that have been incorporated into the work. Provide access to record documents for the Architect's reference during normal working hours and for inspection at time of review of monthly application for payment.

		Record Drawings:  Maintain a clean, undamaged set of Contract Drawings and Shop Drawings.  Mark the set to show the actual installation where the installation varies substantially from the Work as originally shown.  Mark which drawing is most capable of showing conditions fully and accurately.  Where Shop Drawings are used, record a cross-reference at the corresponding location on the Contract Drawings.  Give particular attention to concealed elements that would be difficult to measure and record at a later date. 

	Mark record sets with red erasable pencil.  Use other colors to distinguish between variations in separate categories of the Work.
	Mark new information that is important to the Owner but was not shown on Contract Drawings or Shop Drawings.
	Note related change-order numbers where applicable.
	Organize record drawing sheets into manageable sets.  Bind sets with durable-paper cover sheets; print suitable titles, dates, and other identification on the cover of each set.
5.	Sign each page affirming that, to the best of knowledge and belief, information is true, complete and accurate.  For work installed by major subcontractors, subcontractor shall also sign each page affirming that, to the best of knowledge and belief, information is true, complete and accurate.
6.	Mark each section to indicate the manufacturer of the product that was installed.

		Record Specifications:  Maintain one complete copy of the Project Manual, including addenda.  Include with the Project Manual one copy of other written construction documents, such as Change Orders and modifications issued in printed form during construction.

	Mark these documents to show substantial variations in actual Work performed in comparison with the text of the Specifications and modifications.
	Give particular attention to substitutions and selection of options and information on concealed construction that cannot otherwise be readily discerned later by direct observation.
	Note related record drawing information and Product Data.
	Upon completion of the Work, submit record Specifications to the Architect for the Owner's records.
5.	Sign index page affirming that to best of knowledge and belief, information is true, complete and accurate.  

		Maintenance Manuals:  Organize operation and maintenance data into suitable sets of manageable size.  Bind properly indexed data in individual, heavy-duty, 3-ring, vinyl-covered binders, with pocket folders for folded sheet information. Mark appropriate identification on front and spine of each binder. Include the following types of information:
	Name of equipment item.
	Manufacturer, name and address.
3.	Name, address and telephone number of nearest service representative if different from above.
4.	Model number or numbers.
5.	Operating design characteristics.
6.	Spare parts list.
7.	Copies of warranties.
8.	Wiring diagrams, control diagrams, etc.
9.	Inspection procedures.
10.	Test and Balance Report.

			Documents that are not properly indexed and labeled will be rejected.


PART  - PRODUCTS  (Not Applicable)


PART  - EXECUTION


		FINAL CLEANING

		Cleaning:  Employ experienced workers or professional cleaners for final cleaning.  Clean each surface or unit to the condition expected in a normal, commercial building cleaning and maintenance program.  Comply with manufacturer's instructions.  Final cleaning is required prior to Substantial Completion.

	Complete the following cleaning operations before requesting inspection for certification of Substantial Completion.

	Remove labels that are not permanent labels.
	Clean transparent materials, including mirrors and glass in doors and windows.  Remove glazing compounds and other substances that are noticeable vision-obscuring materials.  Replace chipped or broken glass and other damaged transparent materials.
	Clean exposed exterior and interior hard-surfaced finishes to a dust-free condition, free of stains, films, and similar foreign substances.  Restore reflective surfaces to their original condition.  Leave concrete floors broom clean.  Vacuum carpeted surfaces.
	Wipe surfaces of mechanical and electrical equipment.  Remove excess lubrication and other substances.  Clean plumbing fixtures to a sanitary condition.  Clean light fixtures and lamps.
	Clean the site, including landscape development areas, of rubbish, litter, and other foreign substances.  Sweep paved areas broom clean; remove stains, spills, and other foreign deposits.  Rake grounds that are neither paved nor planted to a smooth, even-textured surface.
f.	Clean all exposed surfaces, existing and new, regardless of whether those surfaces were part of the work.

		Removal of Protection:  Remove temporary protection and facilities installed for protection of the Work during construction.


3.2 		CLOSEOUT PROCEDURES

		Operation and Maintenance Instructions: The Construction Manager will arrange for each Installer of equipment that requires regular maintenance to meet with the Owner's personnel to provide instruction in proper operation and maintenance.  Contractors shall provide instruction by manufacturer's representatives if installers are not experienced in operation and maintenance procedures.  Include a detailed review of the following items:

	Maintenance manuals.
	Record documents.
	Spare parts and materials.
	Tools.
	Lubricants.
	Fuels.
	Identification systems.
	Control sequences.
	Hazards.
	Cleaning.
	Warranties and bonds.
	Maintenance agreements and similar continuing commitments.


B.		As part of instruction for operating equipment, Contractors will demonstrate the following procedures:

	Startup.
	Shutdown.
	Emergency operations.
	Noise and vibration adjustments.
	Safety procedures.
	Economy and efficiency adjustments.
	Effective energy utilization.


3.3 EXTRA STOCK MATERIALS

A. Prior to project closeout, deliver extra stock materials to the school site administrator.  Obtain written receipt for delivery and include with closeout documents.
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