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	Contracted Services 

Completion Checklist



	

	Project #
	     
	Firm Name
	     

	Project Name
	     
	
	     

	FM Project Mgr
	     
	
	     

	I certify that this is our final invoice and all documents required, as noted below, have been completed and submitted to the FM Project Manager for distribution and our professional service contract can now be closed.  

	Signature
	     
	Date
	  /  /    


	
	Contract Deliverables
	Date Acc. By

GC
	Date Rec’d by 

A/E
	Date Sent to

Univ
	N/A

	
	
	
	
	
	

	1
	Sealed Drawings and Specifications
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	2
	Operating and Maintenance Manual (O&M) 
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	3 copies sent to FM (1 set to Programmed Maintenance; 1 set to archivist; 1 set to the building coordinator, if requested)
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	O&M Manual to include the following if applicable:
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Inspection Certificates
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Pressure Piping
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Elevator Inspection
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Boiler Inspection
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Electrical Inspection
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Plumbing Inspection
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Piping Purification
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Life Safety Inspection
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Structural
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 



	
	· Medical Gas
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Fume Hood
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	· Other:      
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Letter of approval or written approval from the Fire Marshal for fire suppression system
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Air Balance Reports (3 copies)
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Water Balance Reports (3 copies)
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Asbestos Abatement Reports (3 copies)
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Certificate of Equipment Demonstration
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Equipment and System Warranties
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Extended Warranties and Guarantees
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Certification of Warranty Commencement (also attach to contractor final payment)
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 



	
	Contract Deliverables
	Date Acc. By CM
	Date Rec’d by A/E
	Date Sent to

Univ
	N/A

	
	
	
	
	
	

	4
	AS BUILT DOCUMENTS 
	  /  /    
	N/A
	N/A
	 FORMCHECKBOX 


	
	Received and accepted 
	  /  /    
	N/A
	N/A
	 FORMCHECKBOX 


	
	Submitted to A/E
	N/A
	  /  /    
	N/A
	 FORMCHECKBOX 


	5
	RECORD DOCUMENTS (A/E ONLY)

(PM to review with Plant Ops Archive Data Manager)
	N/A
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	1 set sent to Plant Ops Archivist on CD or DVD.  Format to follow the Record Documents Submittal Guidelines.
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	1 printed set sent to FM Facilities Services Center PM Manager
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	1 printed set sent to building coordinator (if requested)
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	6
	PUNCH LIST COMPLETED AND FINAL INSPECTION
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	7
	CONTRACTOR CLAIMS RESOLVED 
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	8
	KEYS HAVE BEEN RETURNED 
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Key Cards
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	9
	FINAL CONTRACTOR PAYMENTS 
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	All change orders have been processed and approved by University
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Final Certified Payroll Reports have been received 
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Certification of Contract Completion 
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	
	Payment Release Affidavit 
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	10
	RECEIPT OF PARTS AND STOCK MATERIALS
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	11
	FINAL AS BUILT DOCUMENT LIBRARY SUBMITTED TO PM (hard copy and electronic)
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	12
	PROJECT FILES SUBMITTED TO ARCHIVIST
	  /  /    
	  /  /    
	  /  /    
	 FORMCHECKBOX 


	UH PM/Signature
	
	Date  
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