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Projects Closeout consists of those administrative and procedural requirements for contract completion as defined in contract documents and including, but not necessarily limited to: inspection at substantial completion; punch list development; photographic documentation; project record documents submission; warranties; operations and maintenance data; submission of demonstration and training requirements for Owner’s personnel; deliveries of specified extra parts, tools and materials to the Owner; and final payments, including release of retainage.  Although closeout procedures may be project and/or Owner specific, MASTERSPEC Section 017700 – “Closeout Procedures” provided the generally accepted guidance specification.

The committee’s consideration of closeout procedures developed from concerns related to inconsistencies in the definition of closeout procedures at the beginning of project construction, and with the proper execution of project closeout which considers the needs of the Owner, Contractor, Subcontractors, and A/E.

Closeout Considerations
The committee identified the following as the primary issues of concern related to project closeout:

· The project team (Owner, Contractor, Subcontractors, A/E) needs to define project closeout procedures at the beginning of construction.  These should be clearly defined in the contract documents or by subsequent addendum.
· The development of multiple punch lists.  This can result from multiple parties preparing punch lists or it can develop from a punch list issued too early in the closeout process being overlapped by later punch lists.  It was recommended that one party be identified at the beginning of the project (preferably in the contract documents) as being responsible for project closeout punch list development. This is often the General Contractor or Construction Manger, but can be the project A/E.
· Punch lists should only include those items authorized by the contract documents or subsequent approved change orders.  They are not to include “wish list” items not previously approved for construction. 

· Project closeout procedures and punch list issues often can affect the release of contactor and subcontractor retainage.   A minor punch list item can delay the release of a disproportionate amount of retainage to a subcontractor.  Sometimes the punch list item is unrelated to retainage.   Contract documents should clearly define retainage and the release of retainage as affected by project closeout procedures.   The issue of partial and/or early release of retainage should be included in the contract documents and discussed at the pre-bid meeting.  For example, the release of retainage for those trades which are substantially completed prior to project closeout (e.g., steel, concrete, foundation subcontractors, etc.) may not be contingent on the completion of the final project punch list.
· Complete and accurate project record drawings should be maintained by the General Contractor or Construction Manager from the beginning of the project.
· Operation and Maintenance Manuals/Training Manuals/Product Warranties are generally a necessary part of any project close out.  There may be a tendency to provide these documents in electronic rather than paper format.  Although electronic documentation is becoming more common place, it was the consensus of the committee that paper copies of these documents should be provided to the appropriate Owner’s representative.  
SUMMARY

Procedures for project closeout have been standardized in generally accepted and utilized specification documents (MASTERSPEC). These specifications need to be adopted to and modified for specific projects.  The issues related to project closeout procedures appear to be related to clear definition and the subsequent assignment of the responsibilities for the management for these procedures.  It is essential that the project closeout procedures be defined at the beginning of construction in a formal team meeting. At that time it is expected that any concerns with project closeout procedures affecting the project team would be voiced for subsequent resolution (e.g., contract addendum).  

This Best Practice Recommendation is a product of discussions by the ABC Partnering Committee; a joint committee consisting of Owners, Contractors, and Design Professionals solely for the betterment of the project design and construction process and is non-binding.
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