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DEPARTMENT OF ADMINISTRATION



        Real Estate and Construction Services (RECS) 
RECS Standard Work 
SW-08e Standard of Work for Project Management-Post Construction & Closeout
Standard for:


Best Practices for managing the post construction & closeout phase of a RECS project. This is work after “Substantial Completion”.
Purpose:

Standardize project management practices, tasks and processes around RECS’s mission to provide excellent customer service, quality, total / life cycle ownership; and compliance with statutes covering state funded projects.

Background:

Construction contracts are executed by Materials Management Division (MMD) in coordination with Real Estate and Construction Services.
References or related documents:

RECS-CT-01 Contracting Policy
RECS-CT-XX Vendor Reporting Policy
Standard:  


	Step
	TASK
	RELATED DOCS
	RESPONIBLE PARTY

	
	POST CONSTRUCTION AND CLOSEOUT TASKS

(After Substantial Completion)
	
	

	1
	Provide post-occupancy management, including completion of punch list, commissioning, warranty and customer satisfaction.
	Project Management Plan
	RECS PM

	2
	Ensure final punch list completion. Make sure that the contractor has a pro-active quality assurance plan to correct deficiencies at the end of each stage of construction to minimize the punch-list at completion. (Example: The drywall taper needs to make sure that they are meeting the quality standards prior to the beginning of the painting procedure to ensure that there are not substantial punch-list issues at completion).
	Punch-list  & Contract Requirements
	RECS PM

	3
	Facilitate user agency/customer move-in/occupancy needs. It is best practice to make sure that the final punch-list is completed and signed off by the customer prior to Owner occupancy. The O & M manuals and all systems training needs to be done prior to move in also. 
	Project Management Plan
	RECS PM

	4
	Monitor submittals of final project closeout documents (e.g., operations and maintenance manuals, record/as-built documents, code required tests, occupancy permits). Best practice is to mandate the contractor start this process early to prevent delays at project completion. The O & M manuals should be received at the beginning of the project with the other submittals.
	Closeout Procedures
	RECS PM

	5
	Coordinate review of punch list completion with customer and consultant architect/engineer of record to ensure satisfaction with project.
	Punch-list  & Contract Requirements
	RECS PM

	6
	Coordinate with architect/engineer of record and contractor(s) to conduct a 10-month warranty walkthrough with contractor prior to one year warranty expiration.  Identify and document work that is needed. Follow up with the contractor to ensure that the work identified is completed to the customer’s satisfaction.
	Contract
	RECS PM

	7
	Prior to the start of construction the as-built documentation expectations should be communicated to the contractors. During construction make sure that the contractors are keeping accurate as- built documentation. A review of this as-built documentation should be done periodically to make sure it is acceptable prior to systems getting covered by other trade’s work. Obtain all as-built record documents (electronic and hard copies) from architect/engineer of record.
	Closeout Requirement s as specified
	RECS PM

	8
	Close out the project.  Prepare and archive all project records.


	Closeout requirements as specified.

RECS Policy on Archiving
	RECS PM

	9
	Consult with and advise management on unresolved issues that could result in litigation, and provide testimony for court proceedings as the owner’s representative. 
	RECS requirement
	RECS PM

	10
	Update and provide final project report on cost, scope, and schedule.


	Project Management Software
	RECS PM

	11
	Conduct post project lessons learned meeting to discuss what went right and wrong on each project. Document meeting with minutes and report to responsible manager.
	Lessons Learned Example 
	RECS PM


Process for revising standard:


Submit electronic document of this standard with tracked and redline changes.
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