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final site 
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ATC-4
A/E, Commissioning Agent and/or PM conducts final inspection
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CONSTRUCTION

ATC-3
Contractors submits final punchlist (w/in 30 days of Substantial 

Completion), request for final site visit and project record deliverables

ATC-6
A/E, Commissioning Agent, PM and/or 
Facilities Management approve project 

deliverables

ATC-10
PM notifies 

occupants of 
completion

ATC-5
Contractor submits 

any outstanding 
project deliverables

ATC-2
PM identifies activation/transition partners and conducts the activation/tranisiton 

meeting

Closeout

ATC-7
Contractor 

arragnes training 
on systems & 

equipment

ATC-1
PM revises turnover plan and schedule by 

establishing project-specific turnover 
procedures with A/E

ATC-9
A/E or PM issues final completion letter

ATC-8
FM Shops and User, as required, 

attend training
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ATC-2
PM conducts activiation/transition meeting

A/T

ATC-11
Contractor 

compiles and 
submits final pay 

app

ATC-12
PM, along with A/E, review payment application.  PM & A/E sign if 

approved and submit through the invoice process.

ATC-21
Business Services 

and Plant 
Accounting begin 
closeout process

ATC-13
Submits redline 
drawings to A/E

ATC-14
A/E completes 
final As-Built 

drawings

ATC-15
A/E compiles and 
submits final pay 

app

ATC-16
PM reviews and 

approves payment 
application through 
the invoice process

ATC-18
PM requests 
reconciliation 

through Business 
Services

ATC-23
PM compiles all 
project records 

and audits project 
folder

ATC-19
Business Services 
sends request to 
Plant Accounting 
who email PM

ATC-20
PM reviews for 
accuracy and 

submits back to 
Business Services

ATC-22
PM ensures all project drawings, space update, O&M Manuals are submitted to the appropriate personnel

ATC-24
Archivist files 

project folders in 
designated 

location

ATC-17
PM ensures all 
billing has been 

completed


