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SECTION 01 77 00
 CLOSEOUT PROCEDURES
PART 1 -  GENERAL
1.1 RELATED DOCUMENTS
A. Construction Drawings, Technical Specifications, Addenda, and general provisions of the Contract, including Contract General Conditions and Supplementary General Conditions and other Division 01 Specification Sections, apply to this Section.
1.2 SECTION INCLUDES
A. This Section specifies administrative and procedural requirements for project closeout, including but not limited to:

Campus and/or Architect shall include other items as required below.

1. Final inspection procedures.

2. Operating and maintenance manual submittal

3. HVAC balance report

4. Spare parts/materials

5. Keys/keying

6. Submittal of warranties

7. Training

8. As-built drawings

9. As-built schedule

10. State Fire Marshal inspection

11. Elevator inspection

12. Other regulatory inspections

13. Removal of temporary facilities

14. Final cleaning and pest control

15. Landscape maintenance 

16. Commissioning/equipment startup

1.3 PUNCH LIST INSPECTION

A. When each building/phase is, in the opinion of the Contractor, complete in all respects, the Contractor shall call for a punch-list inspection. 

B. Inspection Procedures: On receipt of a request for inspection, the University Representative will schedule the Inspection. The Architect will then perform a preliminary walk-through. If, in the judgment of the University Representative and the Architect, the project is not sufficiently complete in all respects, the University Representative will so advise the Contractor and discontinue the inspection.

1. The University Representative and Architect will repeat inspection when requested and assured that the work has been completed.

2. Results of the completed inspection will form the basis of requirements for final acceptance punch-list.

1.4 RECORD DOCUMENT SUBMITTALS

A. General:  Do not use record documents set as a working drawing set for construction purposes. Protect from deterioration and loss in a secure, fire-resistive location. Provide access to record documents for The University’ and the Architect's reference during normal working hours throughout the course of the Project.

B. Record Drawings:  Maintain a clean, undamaged set of blue or black line prints of Contract Drawings and Shop Drawings.   Mark the set to show the actual installation where the installation varies from the Work as originally shown or specified.  Mark whichever 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.  

1. Mark record sets with red erasable pencil; use other colors to distinguish between variations in separate categories of the work.

2. Mark new information that is important to the University, but was not shown on Contract Drawings or Shop Drawings. Show all utilities, obstructions, etc. not previously noted in the Contract Documents, but discovered through completion of the work. 

3. Note related Change Order, Field Instruction and RFI numbers where applicable.

4. Update Record Drawings at a minimum of once per week throughout the course of the Project.

5. Organize record drawing sheets into manageable sets, bind with durable paper cover sheets, and print suitable titles, dates and other identification on the cover of each set.

6. Upon completion of the work, submit Record Drawings to the University Representative for further processing.

C. Record Specifications: Maintain one complete copy of the Project Specifications, including addenda, and one copy of other written construction documents such as Change Orders, Field Instructions, RFI's 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, selection of options and similar information on elements that are concealed or cannot otherwise be readily discerned later by direct observation. Note related record drawing information and Product Data.

1. Upon completion of the work, submit record Specifications to the Architect for the University's records.

D. Operating and Maintenance Manuals:  Submit one (1) set to the Architect for review and approval. Once approved send one hard copy set and one electronic set to the University with a transmittal to be signed and accepted by the Construction Administrator.
1.5 CLOSEOUT PROCEDURES:  CLOSEOUT MEETING

A. The University Representative will call for a Project closeout meeting approximately four to six weeks prior to the anticipated completion date.

1. At this meeting, a completion Action List will be prepared listing all major items to be completed prior to the issuance of the Notice of Completion.

2. The Action List shall assign a responsibility and a projected completion date to each item.

3. The Contractor shall be solely responsible for the timely completion of all required closeout items.

1.6 FINAL CLEANING

A. General Cleaning: General cleaning during the construction period is required by the General Conditions and included in Section 01 52 00, Construction Facilities.

B. Cleaning Standards: 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.

1. Complete the following cleaning operations before requesting inspection for Certification of Completion.

a. Remove labels that are not permanent labels. Remove temporary protective coverings from finish hardware, toilet accessories and other items.

b. Clean transparent materials, including mirrors and glass in doors and windows (inside and outside).  Remove glazing compound and other substances that are noticeable vision-obscuring materials.  Replace chipped or broken glass and other damaged transparent materials.

c. 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 reflective condition.

d. Leave concrete floors broom clean. Thoroughly clean all finish flooring materials in accordance with manufacturer recommendations to as-new condition. Remove any stains, films, or foreign materials. Thoroughly vacuum all carpets and shampoo if necessary.

e. Wipe surfaces of mechanical and electrical equipment. Remove excess lubrication and other substances.  Clean and polish plumbing fixtures to a sanitary condition.  Clean light fixtures, lamps and lenses.

f. Clean the site, including landscape development areas, of rubbish, litter and foreign substances. Sweep paved areas broom clean; remove stains, spills and other foreign deposits. 

C. Pest Control:  Engage an experienced licensed exterminator to make a final inspection, and rid the project of rodents, insects and other pests.

D. Removal of Protection:  Remove temporary protection and facilities installed for protection of the work during construction and repair site to previous conditions.

E. Compliance: Comply with regulations of authorities having jurisdiction and safety standards for cleaning. Do not burn waste materials. Do not bury debris or excess materials on the Owner's property. Do not discharge volatile, harmful or dangerous materials into drainage systems.  Remove waste materials from the site and dispose of in a lawful manner.  Where extra materials of value remaining after completion of associated work have become the University's property, arrange for disposition of these materials as directed. 

1.7 FINAL ACCEPTANCE

A. Preliminary Procedures: Before requesting final inspection for certification of University and Architect's final acceptance, complete the following:  

1. Submit a certified copy of the Architect's final inspection list of items to be completed or corrected, stating that each item has been completed or otherwise resolved for acceptance, and the list has been endorsed and dated by the Architect and the University Representative. 

B. Re-inspection Procedure:  The University and Architect will re-inspect the work upon receipt of notice that the work, including inspection list items from earlier inspections, has been completed, except items whose completion has been delayed because of circumstances acceptable to the University.

1. Upon completion of re-inspection, the Architect will prepare and submit to the University, a certificate of final acceptance, or advise the Contractor of work that is incomplete or of obligations that have not been fulfilled but are required for final acceptance.

2. Upon final acceptance by the University and the Architect, the University Representative will then prepare a letter to the University stating that the project has been constructed in accordance with the contract documents and is complete in all respects.

C. Completion Schedule: All punch list corrections shall be completed by Contractor within 30 days after Substantial Completion or the contract completion date, whichever is earlier. The University reserve the right to complete any outstanding punch list work remaining after the thirty-day period at Contractor's expense. 

D. Additional Inspections: Should additional re-inspections be required, Contractor shall reimburse University for University Representative's and Architect's account for time spent in conducting additional re-inspections at a rate of 3.2 times rate of Direct Personnel Expense (DPE). Direct Personnel Expense is defined as direct salaries of University Representative's and Architect's personnel engaged on Project and portion of costs of mandatory and customary contributions and benefits related thereto, including employment taxes and other statutory benefits, insurance, sick leave, holidays, vacations, pensions, and similar contributions and benefits.

1.8 FINAL PAYMENT
A. Final Payment:  After completion of all items listed for completion and correction and after submission of all documents and products and after final cleaning, Contractor shall submit final Application for Payment, identifying total adjusted Contract Sum, previous payments and sum remaining due.  Payment will not be made until the following are accomplished:

1. All Project Record Documents have been received and accepted by the Architect.

2. All extra materials and maintenance stock have been transferred and accepted by University.

3. All warranty documents and operation, maintenance data, service agreements, maintenance contracts and salvage materials have been received and accepted by University's Representative.
PART 2 -  PRODUCTS (Not Used)
PART 3 -  EXECUTION (Not Used)
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