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CLOSEOUT SUBMITTALS



SECTION 017800 – CLOSEOUT SUBMITTALS
GENERAL
SUMMARY
Section includes:
As-Built Documents   
Record Documents.
Operations and Maintenance Data 
Related Sections:
01 7700 - Closeout Procedures:  For general closeout procedures.
Divisions 02 through 49 Sections for specific requirements for project record documents of the Work in those Sections.
AS-BUILT DOCUMENTS
Definition:  A revised set of the original contract drawings and specifications, maintained by the Contractor during construction to reflect actual locations of building components and any changes made in the field, i.e. design changes issued by change order, deferred submittal and shop drawing information, component relocations required for coordination and rerouting of distribution systems, etc., or minor changes reflected in RFI’s.Number of Copies:  Submit copies of record Drawings as follows:
As-Built Documents shall include the following:
Drawings: Architectural, Structural, Civil, Landscape, FLS, MEP, Fire Sprinkler, Fire Alarm, Building Automation, Security/Access, Nurse Call, ITG, and other specialty sub-contract work per project.
Specifications 
Addenda
Deferred Submittals
Shop Drawings as needed to describe the Work as constructed.
Change Orders and other issued clarifications such as RFI’s
Construction-Concealed utility and equipment locations that require future access for maintenance, operation and/or inspection: including, but not limited to, underground utilities and appurtenances, dampers, valves, controls, cleanouts and other equipment riser installation.  
The Contractor shall maintain a current master set of marked-up As-built documents (manual or electronic) at the Worksite that is made available to the Owner upon request.  The Contractor along with their Subcontractors, shall update these documents weekly, with mark-ups of actual installations that vary from the Work as originally shown.
Mark-ups must be legible and reproducible using good basic drafting practices.
All revisions shall be identified with a “cloud” around the revision that is dated and numbered to reflect the source of the change, i.e. Change Order, RFI, Bid Addenda item, etc.
Final As-Built Document Submittal: shall be prepared, coordinated, reviewed and transmitted by the Contractor as part of the Closeout Process in eBuilder.  All As-built documents related to each subcontractors Work should be included, whether or not changes or additional information were added.
File Format:
PDF Files:  Provide a single, full resolution, indexed and searchable pdf file for each discipline/set of documents, i.e. Architectural, Structural, Electrical, Mechanical, Plumbing, Fire Sprinkler, Fire Alarm, Siemens, Simplex, etc..  Place all pdf files in a folder labeled “PDF”
-and-
CAD Files: Provide CAD (.dwg) files for all sub-contracted trades, and purge all unused layers and bind all x-refs.  Verify that text size and layers match the original construction documents. Within a folder labeled “CAD”, group individual sheet files by discipline and place into separate labeled sub-folders, i.e. Architectural, Structural, Civil, Landscape, FLS , MEP, Fire Sprinkler, Fire Alarm, Building Automation, Security /Access, Nurse Call, ITG , etc..  
File Naming: File names for individual drawing sheets should match the sheet #, i.e. A2.0.  Identify individual index sheets and label with “Index” in the file name.  Group individual files into folders labeled by discipline.  Example: 27_Fire Alarm_Dyna_As-Built.
Spec Division & Scope   [27_Fire Alarm_Dyna_As-Built]
Spec Division & Scope   [27_Fire Alarm_Dyna_As-Built]
Type of Submittal: As-Built, Shop Drawing, O&M, Warranty, Record Doc.[ XX_Fire Alarm_Dyna_As-Built]
Timing:
At Substantial Completion, the Contractor  shall have electronically transferred a complete master set of all marked-up As-built documents to the Design Professional for review and use in creating the project Record Documents.
Upon receipt of the Contractor’s As-built documents, the Project Team shall have 5 business days to review the documents, and ensure that the submittal is complete and that the markups appear to represent the As-built conditions in the field.
Transmittal: Contractor to upload electronic As-Built files.
eBuilder: Upload electronic files as part of the Closeout Process in eBuilder.  Upload files directly into the following eBuilder Documents folder: 6-Commissioning & Closeout > As-Builts (GC Redlines) and associated subfolders. If there is no access to eBuilder, transmit electronic files on a disk or thumb drive directly to the Design Professional. 
Contractor to complete QC review of As-built submittal before sending to the Design Professional for review.  
Deviations from these requirements can only be made by the project team as part of a Pre-Closeout Meeting before the required submittal deadline.  Any changes should be documented in meeting minutes.
RECORD DOCUMENTS
Definition: Record Documents are the final electronic set of drawings, specifications and other construction documents, prepared by the Design Professionals or Design-Build Subcontractors, to reflect the as-constructed conditions of the Work based upon issued design changes, other minor changes in the work and the information furnished by the Contractor as reflected in the As-built drawings.
The Design Professionals shall maintain “Live” CAD or Revit files throughout construction that reflect changes issued during construction.  
The Contractor shall submit, to the Design Professional, all Subcontractor design-build and deferred submittal drawings, updated in CAD, as final Record Documents, following the procedure identified in this section.
The Architect will be responsible to assemble a complete set of updated electronic Record Documents, for the Owner which shall include the following:
Drawings: A complete set of drawings that have been updated to show the As-built conditions of the Work, i.e. (Architectural, Structural, Civil, Landscape, FLS, MEP, Fire Sprinkler, Fire Alarm, Building Automation, Security/Access, Nurse Call, ITG, and other specialty sub-contract work per project.
All Construction Document Drawings
Design/Build and Deferred Submittals: shall be incorporated into the Record Document Set.
Shop Drawings: as needed to describe the Work shall be incorporated into the Record Document Set.
Owner equipment vendor drawings.
Construction-Concealed utility and equipment locations that require future access for maintenance, operation and/or inspection: including, but not limited to, underground utilities and appurtenances, dampers, valves, controls, cleanouts and other equipment riser installation, shall be incorporated into the updated drawings.
All issued Addenda, Change Orders and other minor changes to the Work shall be incorporated into the updated drawings and specifications.
Specifications: updated to include all as-built conditions of the Work.
Code Appeals: issued to local, state or other licensing agencies.
Record Documents Submittal:
Sheet format:
All individual record sheets should be labeled in the lower right hand corner with “RECORD SET  day/month/year”.
All revisions identification, including clouds, delta, revision dates and numbers should be removed from the documents.
Design Professional for each sheet identified in the title block.
File Format:
PDF Files:  Provide a single full resolution, indexed and searchable pdf file for each discipline/set of documents, i.e. Architectural, Structural, Electrical, Mechanical, Plumbing, Fire Sprinkler, Fire Alarm, Siemens, Simplex, etc..  Place all pdf files in a folder labeled “PDF”
-and-
CAD Files: Provide CAD (.dwg) files for all sub-contracted trades identified below. Purge all unused layers and bind all x-refs.  Verify that text size and layers match the original construction documents. Within a folder labeled “CAD”, group individual sheet files by discipline and place into separate labeled sub-folders, i.e. Architectural, Structural, Electrical, Mechanical, Plumbing, Fire Sprinkler, Fire Alarm, Siemens, Simplex, etc..
BIM Files: Include Revit files, when included in the project scope of Work.
File Naming: File names for individual sheets should match the sheet #, i.e. A2.0.  Identify individual index sheets with “Index” in the file name.  Group individual files into folders labeled by discipline. 
Example: 27_Fire Alarm_Record Set
Spec Division & Scope   [27_Fire Alarm_Dyna_Record Set].
Who’s As-Built: Subcontractor: [27_Fire Alarm_Dyna_Record Set].
Type of Submittal: As-Built, Shop Drawing, O&M, Warranty, Record Doc.[ XX_Fire Alarm_Dyna_Record Set].
Example: Arch_PKA_Record Set
Timing:  The Architect and Project Team shall have 30 days from the date of Substantial Completion to electronically transfer the final set of Record Documents to the Owner.
Transmittal:  Architect to upload electronic Record Document files.
eBuilder:  Upload files directly into the following eBuilder Documents folder: 6-Commissioning & Closeout > Record Drawings and separate into appropriate sub-folders provided.
Architect to complete QC review of Record Document submittal before sending to the Owner.
Project Closeout Document Turnover Meeting:  Upon receipt of the Architect’s Record Documents, the Owner will setup a turnover meeting with the Project Team and Facilities to review the documents, and ensure that the submittal is complete and formatted accordingly.  
Record Drawings and Operations & Maintenance Manual documentation shall be reviewed and passed off at this meeting.
This meeting shall be attended by the Project Team and a Facilities representative.
Deviations from these requirements can only be made by the project team as part of a Pre-Closeout Meeting before the required submittal deadlines. Any changes should be documented in meeting minutes.
OPERATIONS AND MAINTENANCE(O&M) MANUALS
Definition:  Operations and Maintenance Manuals contain all of the information needed to operate, maintain and repair all systems, equipment, and product finishes provided as part of the Work of the project.  These manuals are coordinated and assembled by the Contractor, and then submitted to the Design Professional for review and subsequent use by the Owners Operations personnel.  
Manual Contents:
Index/Table of Contents
Project Directory
SubContractor/Supplier List
Schedule of Values
Permits / Certifications
Warranties / Bonds
Finishes Schedule
Operations and Maintenance (O&M)  Data
Reports
[bookmark: _GoBack]Operations and Maintenance (O&M) Data: Prepare and submit all information as described in each disciplines specification section and/or commissioning specifications, including but not limited to the list below.  Remove all non-project related information and data.
Product Data: Provide all product information including, manufacturer, product and component parts name or equipment make and model number (and other name plate data), size and dimensions, color, SDS sheets and other pertinent information.
Supplier’s name, address, email address, phone and reference order numbers.
Where additional instruction are required, beyond the manufacturer’s standard printed instructions, have instructions prepared by personnel experienced in the operation and maintenance of the specific product.
Product Finishes: For each product, applied material and Finish, provide the following:
Finish Schedule: include an updated Finishes Schedule that includes product names, numbers, manufacturers and locations.
Instructions for Care and Maintenance
Where additional instruction are required, beyond the manufacturer’s standard printed instructions, have instructions prepared by personnel experienced in the operation and maintenance of the specific product.
Equipment and Systems:
Provide Manufacturer’s printed operations and maintenance instructions.
Drawings and Diagrams of system assembly and configuration to illustrate relations of component parts of equipment and systems and show control and flow diagrams
Operating Procedures: provide Manufacturer’s recommended equipment operating procedures and schedules, including routine lubrication and servicing data (lubrication type required), start-up, break-in, shutdown procedures and any seasonal or emergency procedures.
Maintenance Requirements: including routine procedures and guide for preventative maintenance and troubleshooting checklists; disassembly, repair, and reassembly instructions; and alignment, adjusting, balancing and checking instructions.
Parts Lists: Provide complete parts lists with parts numbers indicating common replacement parts and anticipated useful life.  Include current prices and recommended quantities to be maintained in storage.
Sequence of Operation: Include sequence of operation by controls manufacturer.
Control Diagrams: provide control diagrams by controls manufacturer as installed.
Contractor’s Coordination Drawings: provide with color coded piping diagrams as installed.
Valve Charts: provide charts of valve tag numbers, with location and function of each valve, keyed to flow and control diagrams.
Panel Board Circuit Directories: Provide electrical service characteristics, controls, and communications; typed.
Other Specified Equipment:
Door Hardware: provide as-built door hardware schedule and submittal documentation.
Elevator Systems Documentation: provide wiring and equipment locations diagrams.
Refrigeration Controls: provide control schematics / sequence of operation documentation.
Motor data and VFD documentation and final settings programmed into the VFD’s
Fan and Pump Curves
HVAC Filter Schedule
Environmental Controls Systems: include hardware and software manuals.
Operation and Maintenance (O&M) Manual Submittal:
The Contractor shall prepare and assemble the operations and maintenance data into an instructional electronic manual for the Owner’s Operations Personnel. Information should be prepared by personnel experienced in maintenance and operation of described products, equipment and systems.
Folder Structure: Provide electronic files of O&M data/documents in eBuilder, using the folders and sub-folders provided to organize the information.
Sub-Folder Structure: Provide the following information in the sub-folders listed below.
Index/Table of Contents: In a single file, list every item in the O&M manual organized by folders and sub-folders. List out each files name and list it’s contents.
Project Directory: In a single file, include the Project Name, Project Number, Building and Floor. Provide company name, contact name, addresses, emails and phone numbers of project participants: Architect, Consultants, Contractor, Subcontractors, Subconsultants and major equipment suppliers, with names of responsible parties for each.
SubContractor/Supplier List: In a single file, provide a complete list of the project’s SubContractors and Suppliers, each with the Company Name, Specification Section Name and Number, Project Contact Name, Phone Number and Email.
Schedule of Values: In a single file, include a copy of the schedule of values for the project.
e.  Permits / Certifications: In a single file, include copies of all permits and certifications obtained for the project.
Warranties: All warranties need to identify the date of Substantial Completion, the Specification Section and Scope of what is being warrantied and shall be dated and signed.
Finishes Schedule: In a single file, include updated finish schedule.
O&M Data:
Provide separate files for each separate product, equipment component and system. Label each file with complete specification # and topic (Example: 262400_Panel Boards_Dyna_O&M). Each file should start with a page including a description of the product, equipment or system information provided in that section.
Data shall be arranged in the same sequence as, and identified by the specifications CSI section number, name and specific topic. Where systems involve more than one specification section, provide separate file for each different system.
Reports:  i.e. Testing and Balancing Reports
File Format:
PDF Files:  Provide a single full resolution, indexed and searchable pdf file for each of the  file documents requested.
Other File Types?  CAD, BIM
File Naming:
Sub-Folder File Naming: [Project Directory_O&M]
O& M Data File Naming:
Example: 262400_Panel Boards_Dyna_O&M
Spec # & Scope   [262400_Panel Boards_Dyna_O&M]
Who’s As-Built: Subcontractor: [262400_Panel Boards_Dyna_O&M]
Type of Submittal: [262400_Panel Boards_Dyna_O&M]
Submittal:
Timing:  
“Preliminary” Operations and Maintenance (O&M) Manual: At Substantial Completion, the Contractor shall have electronically upload to eBuilder the “Preliminary” Operations and Maintenance Manual for review by the Design Professional and the Project Team.  
Complete Operations & Maintenance Manual: The Design Professional and Project Team shall then have 30 days from the date of Substantial Completions to review, approve and electronically upload to eBuilder the complete O&M Manual for use by the Owner.
Transmittal:  Contractor to upload electronic files directly into the following eBuilder Documents folder: 6-Commissioning & Closeout > O&M Manual and Warranties and separate into appropriate sub-folders provided.
If any material is not ready for final turnover, provide a tab in the O&M Manual with a note stating the date when it will be delivered and contact name and number of the person on the Contractor team responsible for delivery.
Project Closeout Document Turnover Meeting:  Upon receipt of the completed Operations & Maintenance Manual, the Owner will setup a turnover meeting with the Project Team and Facilities to review the documents, and ensure that the submittal is complete and formatted accordingly.  
Record Drawings and Operations & Maintenance Manual documentation shall be reviewed and passed off at this meeting.
This meeting shall be attended by the Project Team and a Facilities representative.
Deviations from these requirements can only be made by the project team as part of a Pre-Closeout Meeting before the required submittal deadlines. Any changes should be documented in meeting minutes.
END OF SECTION
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