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SECTION 01 77 00

CLOSEOUT PROCEDURES

PART 1 - GENERAL

1.1 SUMMARY

A. This section describes Contract closeout procedures.

1. Substantial Completion.
2. Final Completion.
3. Project record documents.
4. Material and finish data.
5. Operation and maintenance manuals.

B. Related Requirements:

1. Section 01 30 00: Administrative requirements including attic stock.
2. Section 01 78 00: Warranties.
3. Section 01 79 00: Demonstration and training.

1.2 SUBSTANTIAL COMPLETION

A. Immediately prior to Substantial Completion, schedule agency reviews as required for 
“temporary certificate of occupancy” or for “certificate of occupancy”.

B. When Contractor considers Work or a designated portion thereof is substantially 
complete, submit written notice, with list of items to be completed or corrected.

1. List (“Punch List”): Format pre-approved by Owner and Architect; tabular form 
with each space listed required.

C. Within a reasonable time, Owner and Architect will inspect status of completion and 
may add to “Punch List”.

D. Should Owner and Architect determine Work  is not substantially complete, 
Contractor will be promptly notified in writing, giving reasons.

E. Contractor shall remedy deficiencies and send a second written notice of substantial 
completion; Architect will reinspect Work.

1. Contractor shall pay for Architect's time and direct expenses where more than 
one Substantial Completion inspection is required.

F. When Work is determined to be substantially complete by Architect, a Certificate of 
Substantial Completion will be prepared in accordance with General Conditions.
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1.3 FINAL COMPLETION

A. When Work is complete, submit written certification indicating:

1. Work has been inspected for compliance with Contract Documents.

2. Work has been completed in accordance with Contract Documents and 
deficiencies listed (in ‘Punch List”) with Certificate of Substantial Completion 
have been corrected.

3. Equipment and systems have been tested in presence of Owner's representative 
and are operational.

4. Work is complete and ready for final inspection.

B. Special Submittals: In addition to submittals required by Contract, submit following.

1. Provide submittals required by governing authorities to governing authorities with 
copies included in Project Record Documents.

2. Submit final statement of accounting giving total adjusted Contract Sum, 
previous payments, and sum remaining due.

1.4 PROJECT RECORD DOCUMENTS

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

1. Owner will provide Contractor with a separate set of Drawings to maintain for 
Project Record Documents.

2. Store reproducible Drawings, one set of Project Manual, and one copy of each 
Change Order separate from documents used for construction,  for use as 
Project Record Documents.

3. Indicate actual work on Drawings; indicate actual products used in Project 
Manual, including manufacturer, model number and options.

4. Update Project Record Documents daily and allow for Architect inspection at 
least once a month.

B. At Contract close-out submit documents with transmittal letter containing date, 
Project title, Contractor's name and address, list of documents, and signature of 
Contractor.

C. Final Completion Submittal: At Project Completion submit both Project Record 
Documents and As-Built Documents with transmittal letter containing date, Project 
title, Contractor's name and address, list of documents, and signature of Contractor.
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1.5 MATERIAL AND FINISH DATA

A. Provide data for primary materials and finishes.

B. Submit two sets prior to final inspection, bound in 8-1/2" by 11" three-ring binders 
with durable plastic covers, clearly identified regarding extent of contents.

1. Electronic Format: Where available in electronic format, submit USB 3 flash 
drives with information required for material and finish data.

C. Arrange by Specification division and give names, addresses, and telephone 
numbers of subcontractors and suppliers. List:

1. Trade names, model or type numbers.
2. Cleaning instructions.
3. Product data.
4. Maintenance recommendations.

1.6 OPERATION AND MAINTENANCE MANUALS

A. Provide manuals for:

1. Electrically operated items.
2. Electrical equipment and controls.
3. Maintenance manuals provided as part of Submittals.

B. Submit two sets prior to final inspection, bound in 8-1/2" by 11" three-ring binders 
with durable plastic covers, clearly identified regarding extent of contents.

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

D. Arrange by Specification division and gives names, addresses, and telephone 
numbers of Subcontractors and suppliers. List:

1. Appropriate design criteria.
2. List of equipment and parts lists.
3. Operating and maintenance instructions.
4. Shop drawings and product data.

E. Electronic Format: Where available in electronic format, submit two USB 3 flash 
drives with information required for operation and maintenance manuals.

END OF SECTION


