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	Project Close-Out & 

Final Payment Requirements Checklist
Project Name – Project #
Contractor Name
Date

	Submitted
	Rejected
	Not Submitted


	Not Applicable


	Description
	Related
Specification
Sections
	Individual
Specification

Sections
Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Punch List

*Submit written approval from college/consultant confirming that all punch list items are complete.

	· Agreement: Section 2.23

	    


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Final Payment Requisition 

*Submit final payment requisition with Certified Payroll Sheets.

	· Agreement: Section 4.18

	     


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Final MWBE Utilization Plan


	
	     


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Final Release of Liens

*Submit releases of liens for the contractor, all subcontractors and others (suppliers) who may have lien rights against the owner’s property.


	
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Record Drawings


	· Agreement: Section 2.24
· Individual specification sections
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Warranty / Guarantee Documents


	· Agreement: Section 2.25
· Individual specification sections
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Record Survey
	· Division 1 – General Requirements: Section C.30
· Individual specification sections
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Material Safety Data Sheets (MSDS)


	· Division 1 – General Requirements: Section C.22
· Individual specification sections
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Attic Stock / Extra Materials / 
Special Tools


	· Individual specification sections
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Startup & Testing


	· Individual specification sections
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Demonstration / Training


	· Individual specification sections
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Operation Instructions /
Maintenance Manuals
	· Division 1 – General Requirements: Section C.5
· Individual specification sections 
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Final Clean-up
	· Division 1 – General Requirements: Section C.2
· Individual specification sections
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Miscellaneous
	· Individual specification sections
	     

	Note:  This checklist is just a guide.  The contractor is responsible for reviewing              

           contract documents to verify that they fulfill all close-out requirements.
	
	


