
COMPTON COMMUNITY COLLEGE DISTRICT

CLOSEOUT PROCEDURES

PART 1 - GENERAL

1.1
SUMMARY

A.
Comply with requirements stated in Conditions of the Contract and in Specifications for administrative procedures in closing out the work.

B.
Related Requirements in Other Parts of the Project Manual:

1.
Fiscal provisions, legal submittals and additional administrative requirements:  Conditions of the Contract.



C.
Comply with requirements set forth in General Conditions Article 9.

1.2
SUBSTANTIAL COMPLETION

A.
When Contractor considers the work is substantially complete as defined in the General Conditions, he shall submit to Architect/Engineer:

1.
A written notice that the work, or designated portion thereof, is substantially complete.

2.
A list of items to be completed or corrected.

3.
Complete start-up testing of systems, and instruction of the Owner's operating and maintenance personnel.  Discontinue or change over and remove temporary facilities from the site, along with construction tools, mock-ups, and similar elements.

B.
When Architect/Engineer concurs that the work is substantially complete, he will:

1.
Prepare a letter of Substantial Completion accompanied by Contractor's list of items to be completed or corrected, as verified and amended by the Architect.

2.
Submit the Certificate to Owner and Contractor for their written acceptance of the responsibilities assigned to them. 

1.3
FINAL INSPECTION

A.
When Contractor considers the work is complete, he shall submit written certification that:

1.
Contract Documents have been reviewed.

2.
Work has been inspected for compliance with Contract Documents.

3.
Work has been completed in accordance with Contract Documents.

4.
Equipment and systems have been tested in the presence of the Owner's representative and are operational.

5.
Work is completed and ready for final inspection.

6.
The Architect's/Engineer’s final inspection list of items to be completed or corrected, has been completed or otherwise resolved for acceptance, and the list has been endorsed and dated by the Architect/Engineer.

7.
Submit consent of surety to final payment.

8.
Submit a final liquidated damages settlement statement.

9.
Submit evidence of final, continuing insurance coverage complying with insurance requirements.

B.
Architect/Engineer will make an inspection to verify the status of completion with reasonable promptness after receipt of such certification.

C.
When the Architect/Engineer finds that the work is acceptable under the Contract Documents, he shall request the Contractor to make closeout submittals.

1.4
RECORD DOCUMENT SUBMITTALS

A.
General:  Do not use record documents for construction purposes; protect from deterioration and loss in a secure, fire-resistive location; provide access to record documents for the Architect's reference during normal working hours.

B.
Record Drawings:  Maintain a clean, undamaged set of blue or black line white-prints 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 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 Owner, but was not shown on Contract Drawings or Shop Drawings.

3.
Note related Change Order numbers where applicable.

4.
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 per Specification 01782 Project Record Documents.

C.
Record Specifications:  Maintain one complete copy of the Project Manual, including addenda, and 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, 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.

1.5
CLOSEOUT SUBMITTALS

A.
Submit the following, where applicable, in accordance with the General Conditions and Specifications:

1.
Project record documents.

2.
Operation and maintenance data.

3.
Warranties, guarantees and bonds.

4.
Keys and keying schedule.

5.
Spare parts and extra stock.

6.
Other items as required by the Specifications.

B.
Deliver Certificate of Compliance and Test Report as follows:

1.
Sterilization of water systems.

2.
Testing of sewer systems.

3.
Testing of hot and cold water systems.

4.
Testing of gas system.

5.
Testing of lighting, power and alarm systems.

6.
Testing of HVAC equipment and exhaust fans.

1.6
FINAL APPLICATION FOR PAYMENT

A.
Contractor shall submit the final Application for Payment in accordance with procedures and requirements stated in the Conditions of the Contract.

PART 2 – PRODUCTS - (Not Applicable)

PART 3 - EXECUTION

3.1
CLOSEOUT PROCEDURES

A.
Operating and Maintenance Instructions:  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.  If installers are not experienced in procedures, provide instruction by manufacturer's representatives.  Include a detailed review of the following items:

1.
Maintenance manuals.

2.
Record documents.

3.
Spare parts and materials.

4.
Tools.

5.
Identification systems.

6.
Control sequences.

7.
Hazards.

8.
Cleaning.

9.
Warranties and bonds.

10.
Maintenance agreements and similar continuing commitments.

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

1.
Start-up.

2.
Shutdown.

3.
Emergency operations.

4.
Noise and vibration adjustments.

5.
Safety procedures.

6.
Economy and efficiency adjustments.

7.
Effective energy utilization.

3.2
FINAL CLEANING

A.
General:  General cleaning during construction is required by the General Conditions and included in Section "Temporary Facilities".

B.
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.

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

a.
Remove labels that are not permanent labels.

b.
Clean transparent materials, including mirrors and glass in doors and windows.  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.  Leave concrete floors broom clean.  Vacuum carpeted surfaces.

d.
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.

e.
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.

C.
Pest Control:  Engage an experienced 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.

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.

1.
Where extra materials of value remaining after completion of associated Work have become the Owner's property, arrange for disposition of these materials as directed.
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