Project Closeout Checklist:

Include a completed checklist with your Final Records submittal

Project Name and number:

__________________________________________

Project Engineer:


__________________________________________

COE:




__________________________________________

Contractor:



__________________________________________

Potential Claim Status (Circle one)
No outstanding issues
Outstanding issues

Claim pending

Describe any outstanding issues
________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

Project Personnel (FHWA):

________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

Substantial Completion Date:

________________

Final Inspection Date:


________________

Final Completion Date:

________________

Database report stuff

Lane km of paved road

________________

Lane km of gravel road

________________

Number of bridges (new)

________________

Number of bridges (rehab)

________________

Improvements (circle )

3R

4R

New

Gravel

For the Construction Project Awards Peer Review, please provide the following information:

	1
	Project Engineer(s)



	2
	Project location



	3
	Award Amount



	4
	Approximate Final Contract amount



	5
	Contract time



	6
	Project length



	7
	# of subcontractors



	8
	# of bridges and major structures



	9
	Excavation volume



	10
	Tons of Aggregate



	11
	# of coworkers/SCEPS/STEPS/PDPs/Cis



	12
	# of bid items



	13
	# of options executed



	14
	# of accounting codes



	15
	# of cms executed



	16
	Actual completion date and contract completion date adjusted for options



	17
	Unresolved claims



	18
	PRI(s)



	19
	Material Quality Incentive paid (withheld)




Post Construction Feedback

List the top 3 post-construction feedback issues/recommendations:

1. _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Mailing instructions

 FORMCHECKBOX 

Use uniform size boxes for project records

 FORMCHECKBOX 

Label the front and back of each box with the project number/project name/contract number and Box X of XX (see attached label master)

 FORMCHECKBOX 

Put books in order sequentially in boxes.  Generally put the spines down, so the contents don’t spill out when subsequently being removed.

 FORMCHECKBOX 

Don’t overload binders!  Add extra binders as needed.

 FORMCHECKBOX 

If a large binder only has a couple of sheets of paper in it, consider combining the contents with another binder or using a smaller binder.

 FORMCHECKBOX 

Insure that tab labels are secure

 FORMCHECKBOX 

Prepare an SF10-110 and place copy in each box. (use attached Word or Excel template)  (The “Central files #” section will be filled out in Central files after the books have been checked and delivered to them.)  Put one book/folder per line, and title the Book/folder. 

 FORMCHECKBOX 

SF10-110  - Email to Contract Administration Specialist (Richard Buchholz)

 FORMCHECKBOX 

Project CD – provide a CD containing project computer files.  At a minimum, include all project photos and QL-Pay data files.  Also include other easily accessible files such as correspondence, item summaries, etc.  If significant negotiations or a claim is anticipated provide as many electronic files as possible.  These computer files will help Claims folks locate pertinent information.

 FORMCHECKBOX 

Project Quality Award CD – Provide a second CD with approximately 30 photos that provide a snapshot of your project (some before, during, & final, as well as the project staff).  These photos will likely be used during the project awards presentation.  Also include a list of the project personnel along with their names, as you would like them to be shown with the project introduction slide.

 FORMCHECKBOX 

Send in As-Constructed plans on field size plans (for other requirements see Construction Manual section 2-14).  Roll up the As-built plans and label on the outside.

 FORMCHECKBOX 

Fold bridge drawings, shop drawings, and large Construction Schedules and place them in labeled expandable folders.  If they are already in binders, leave them there.

 FORMCHECKBOX 

Do send in the PE hold file with your project records.  Though redundant, also send in things previously sent to central files such as correspondence, QL-Pay results, and contract modifications.

 FORMCHECKBOX 

Do not send in project records of internal matters such as transfers, T&A reports, and service contracts no longer in effect.

Other Stuff

 FORMCHECKBOX 

Zero out progress estimate probables to the extent possible.

 FORMCHECKBOX 

In the “location” column of the Progress Estimate program, show where paynote information resides.  E.g. – Book 1-20401; or Book 2-40101 & Book 4-QL-Pay.  One entry is sufficient if they are all located in the same location.  (When the Progress Estimate Summary Book is printed, these locations are included as part of the printout.  Contrary to past procedures, you do not have to number all of the pages for each binder unless it is how you conduct your business.  Some folks number pay notes for each pay item to facilitate tracking quantities.                                                                                                                                                                                                                                                                   

 FORMCHECKBOX 

Print out the Progress Estimate Summary book to use for checking the quantities for contract items.  Once checked, stamp and sign each item in the Summary Book. Include any pertinent notes.  The project engineer is required do a 100% record check.  Ideally, two people will perform and sign that they have checked the records.  For QL-Pay items, lots and pay factors should be correlated with paynotes.  Subsequent checkers should be able to easily locate and evaluate your documentation.  Vancouver will do spot checks.

 FORMCHECKBOX 

Include a progressive running total summary with each bid item.  This summary should show all paynotes and for which estimate they were paid.  (See attached “Running Total v2” sample).  If you use the “Daily Production Form” from the Progress Estimate Program to post estimates, then you will already have a running total of all pay items. (You may need to hand write in which were paid for a particular estimate).  This report can be printed using the “Item Production Sheets” Report.

 FORMCHECKBOX 

You don’t have to prepare the “Final Construction Report” as described in Chapter 2 of the Construction Manual.  The Contract Administration Specialist in Vancouver prepares this report.

Forms for Project Records Submittals (double click to open)
SF 10-110  Word and Excel Versions (use one) 
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Final Project files Box labels for Avery 5160
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Running Total Summary sample
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Transmittal Letter




U.S. Department of Transportation



Federal Highway Administration



Western Federal Lands Highways Division 




		File:

		Construction

		



		State:

		

		



		Project name:

		

		



		Project number: 

		

		



		Contract number:

		DTFH70xx-C-000xx

		



		From:

		



		To:

		Richard Buchholz (Final Review)



		Date:

		

		



		We are transmitting to you:

		

		

		

		



		

		

		

		

		

		



		Central files #

		Box #

		of

		##

		Book #

		Remarks



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		 

		

		of

		

		

		



		Please acknowledge receipt by signing, dating, and returning one copy of this letter enclosed with the notes.



		Receved by:

		 

		



		Date:

		 

		



		Records delivered by:
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_1165721980.xls
Instructions for Transmittal

		File:		Construction

		State:

		Project name:

		Project number:

		Contract number:		DTFH70- -C-000xx

		From:

		To:		Richard Buchholz (Final Review)

		Date:

		We are transmitting to you:

		Central files #		Box #		of		##		Book #		Book title or description

		Leave this column empty		1		of		2		1a		Daily Record of Pay Items 15101 to 15801

				1		of		2		1b		Daily Record of Pay Items 20101 to 25504

				1		of		2		1c		Daily Record of Pay Items 30101 to 63501

				1		of		2		2		Progress payments

				2		of		2		3		Certified Payrolls

				2		of		2		4		Inspector's daily reports

				2		of		2		5		Contract modifications

						of

						of

		Please acknowledge receipt by signing, dating, and returning one copy of this letter enclosed with the notes.

		Receved by:

		Date:

		Records delivered by:



&CTransmittal Letter
U.S. Department of Transportation
Federal Highway Administration
Federal Highways Projects Division
Region 17

&L&6&F, tab &A&C&6Page &P of &N&R&6&D



Transmittal letter

		File:		Construction

		State:

		Project name:

		Project number:

		Contract number:		DTFH70- -C-000xx

		From:

		To:		Richard Buchholz (Final Review)

		Date:

		We are transmitting to you:

		Central files #		Box #		of		##		Book #		Book title or description

		Please acknowledge receipt by signing, dating, and returning one copy of this letter enclosed with the notes.

		Receved by:

		Date:

		Records delivered by:



&CTransmittal Letter
U.S. Department of Transportation
Federal Highway Administration
Federal Highways Projects Division
Region 17

&L&6&F, tab &A&C&6Page &P of &N&R&6&D
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Sheet1

		Item #:  63504

		Item Desc:  Barricade type 2

		Date		Page		Quantity Submitted		Quantity Paid		Running Total Sub		Running Total Paid		Est #
Paid		Comments

		05/05/04		1		50		25		50		25		1		paid 50*.50

		06/10/04		2		100		50		150		75		2		paid 100*.50

		07/31/04		3		0		38		150		113		4		paid (150*.75)-previous payments

		09/30/04		4		0		37		150		150		6		paid (150*1.00)-previous payments
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