C-2500 

Turnover, Acceptance and 

Contract Close Out



1.0   Purpose 

This procedure outlines the steps required to close out contracts, including construction, A/E and CQM (as applicable).  In addition, it includes completing and closing out a project file and the associated database and accounting system.

2.0   Applicability

This procedure applies to all  Office of Research Facilities (ORF) construction, A/E, and CQM contracts.  

This procedure applies to the Project Officer and the PO’s Supervisor.
3.0   Responsibilities

 Project Officer is responsible for ensuring that all contractor requirements have been met and that all final payments with release of claims are approved.

 The Project Officer is responsible for ensuring that the project closeout is timely and meets customer requirements. The Project Officer should also ensure that:

· All the deliverables are complete and have been delivered as per NIH design policies and procedures.

· The status of any off specification report or request for change or exception plan have been fully documented.

· All project issues have been dealt with and cleared.

· Forms and acceptance letters are signed and sealed.

· Post construction/completion review has been arranged.

4.0   Procedure

4.1       Construction Contracts 

4.1.1    The Project Officer confirms proper number of copies of operation and maintenance manuals, warranties, and red line/as built drawings (as applicable) have been submitted and approved.  The Project Officer confirms that all compliance testing, performance testing, and training are satisfactorily completed.

4.1.2    The  Project Officer confirms the NIH Fire Prevention Section CQC final inspection checklist is completed and approved.

4.1.3    The Project Officer confirms that all material requiring storage, specifically spare parts are delivered in properly packaged containers, stored in a suitable environment, and any maintenance requirements are conveyed to appropriate organization.

4.1.4    The Project Officer notifies the CO that all work has been completed in accordance with the contract requirements and recommends final payment and release of claims.  

4.1.5    The  Project Officer shall complete the facility acceptance.  
4.1.6 The Project Officer evaluates the contractor request for equitable adjustment.  The Project Officer working with the CO and, as applicable, with the legal counsel, resolve contractors' claims, if any.   

4.1.7
The Project Officer reviews the contractor's final payment request and compares it against the payment log and the final contract value.  The PO must ensure that all work is accepted and all submittals are provided and approved before approving the final payment.

4.1.8    The  Project Officer completes the electronic performance evaluation form for construction contractors when initiated by CCB.

4.1.09    The  Project Officer distributes documents and submittals.

4.1.10
The  Project Officer reviews the project file to ensure that the appropriate elements of the file checklist are included and Administrative Closeout,.
4.1.11
The CO prepares contract closeout paperwork that the PO signs.   A Real Property Inventory form will be submitted to the appropriate division (if new space is created or major changes are made to existing space).
4.1.12
The  Project Officer verifies that the project file is complete and forwards the file to the Business Support Branch.  The Business Support Branch. determines whether FFS charges are pending and, if necessary, obtains funds from the work request fiscal manager or customer AO. The Project Officer resolves any funding issues with the customer AO.

4.1.13
The Business Support Branch closes out the project in SSFAS 

4.1.14
The Business Support Branch archives the project file per FAR Section 4.805.

4.2       A/E and CQM Contracts 

4.2.1    The Project Officer confirms all required A/E and CQM services provided under their contract have been completed.  Specifically for A/E services where as-built drawings are required, assure proper number of copies of as built drawings have been submitted and approved.  

4.2.2    The Project Officer notifies the CO that all work has been completed in accordance with the contract requirements and recommends final payment and release of claims.  

4.2.3    The Project Officer evaluates the contractor request for equitable adjustment.  The Project Officer working with the CO and, as applicable, with the legal counsel, resolve contractors' claims, if any.   

4.2.4    The Project Officer reviews the contractor's final payment request and compares it against the payment log and the final contract value.  The Project Officer must ensure that all work is accepted and all submittals are provided and approved before approving the final payment.

4.2.5    The  Project Officer completes performance evaluation form for Architect - Engineers (SF 1421) and submits to CCB.

4.2.6    The Project Officer distributes documents / submittals in accordance with, distribution of Deliverables/Documents.

4.2.7    The  Project Officer reviews the project file to ensure that the appropriate elements of the file checklist are completed.

4.2.8
The  Project Officer verifies that the project file is complete and forwards the file to the Business Support Branch.     The Business Support Branch. determines whether FFS charges are pending and, if necessary, obtains funds from the work request fiscal manager or customer AO. The  Project Officer  resolves any funding issues with the customer AO.

4.2.09
The Business Support Branch closes out the project in SSFAS. 

4.2.10
The    Business Support Branch archives the project file per FAR Section 4.805.

5.0  Related Procedures

C-2300, Electronic Process of Project Deliverables

C-2600, Electronic As-built and conformed Specifications and Shop Drawings 

            
            

6.0   Relevant Documents

Contract specifications and drawings
7.0   Records 

All records are not required for all projects, provide applicable Record documents; 

Work Request Closeout and Transfer of Project Files Transmittal
Copies of PO letters of Acceptance and Final Invoices with PO’s Signature on all contracts under Work Request

Updated Project Budget in the ORF Electronic Project Information System

Real Property Inventory Form

Transmittal of Final Project Deliverables

List of IC customers

Customer Evaluation Survey Form

Project Files



