


 

1. Save a copy of this form on the N: drive under folder “5.14 Closeout”. 

2. The PM should start this document prior to substantial completion. It is suggested that 
columns labeled as “target date”, “required for…”, and “responsible party” are filled out 
prior to construction completion of 90%.  

3. For any questions about the form or any necessary changes, please submit a request using 
the  “Standard Operating Procedure Form” button on the SOP forms page for WVU’s 
Facilities Management  



 
Facilitates Management – Construction Services     
West Virginia University 
979 Rawley Lane, P.O. Box 6572 Morgantown, WV 26506-6572 

 

PROJECT CLOSEOUT CHECKLIST 
 

Project Name:   

WVU Project Number:   

Project Manager:   

Project Engineer:   
   

 Complete Targeted Date Completed Date Required for… Responsible Party Notes 
Key Target Dates       

• Substantial Completion         
• Building Turnover to FM       
• Building Occupancy       

Prior to Substantial       

Building-Wide       

• Building Automation Systems Tied-In to FM       

• Elevator Dialer Installed & Activated       

• Fire Alarm Systems Dialer Tied-In       

• Notify WVU-Risk Management        

• Preliminary Punch List by Contractor       

• Utilities Transferred to Owner       

Commissioning       

• Electrical       

• HVAC       

• Other…        

• Test & Balancing Report       

Create Contractor’s Closeout List for Review        

• List by Divisions from Project Manual       

Substantial Completion        

Building-Wide       

• Building Final Cleaning       

o Contractor       

lrigucci
Sticky Note
Please fill out Exhibit B of the Administrative Closeout SOP.
Distribute to appropriate WVU personnel/departments.

lrigucci
Sticky Note
Request that the contractor produces a list of turnover items for closeout. This should show a list of divisions and what is owed, per the specs. An example will be available upon request.



o Owner       

 Certificate of Occupancy        

 Department of Health Inspection       

 Door Keying/Turnover Key Blanks       

 EH&S Inspections       

o Eye Wash Stations       

o Fume Hood Certification       

 Electronic Card Access 

Programming/Verification 

      

 Elevator Inspection       

 Inspection By Trades       

o Electrical       

o Fire Control       

o Mechanical       

o Plumbing       

 Interior Signage       

 Parking Turnover       

 Verify Operation of Telecommunications       

Fire Safety       

 Fire Alarm Test       

 Install Knox Box Keys/Cover       

   Sprinkler System Inspection/ Testing       

   State Fire Marshal Final Inspection       

Training       

 Schedule All Training       

 Electrical       

 Fire Alarm       

 HVAC       

 Mechanical       

 Sprinklers       

 Other…        

 Video All training       

O&M Manuals       

 Electrical       

 Elevator       

 Fire Alarms       

 HVAC       

lrigucci
Sticky Note
All keys have been turned over to the lock shop after all cylinders have been installed in the correct doors.

lrigucci
Sticky Note
Be sure WVU Parking Services is aware that the site parking is ready for surveillance.

lrigucci
Sticky Note
When this sections is complete, make sure that it has been decided whether the system will be live. Know how do contractors/WVU/fire department respond to an alarm.



 Plumbing       

 Other…        

 Equipment Data Sheets       

Owner Supplied Items       

 Audio Visual Package       

 Custodial Equipment       

 Exterior Benches       

 Exterior Signage       

 Exterior Trash & Recycling Receptacles       

 Information Stations       

 Interior Furniture       

 Interior Trash & Recycling Receptacles       

 Lecterns       

 Mailbox Units       

 Restroom Maintenance Supplies       

 Time Clocks       

Owner Orientation/Walk-Through       

 Building Users       

 FM Custodial       

 FM Electrical Shop       

 FM HVAC Shop       

 FM Plumbing Shop       

 FM Roads & Grounds       

 FM Zone Shop       

 Local Fire Department       

 WVU Fire Control       

 WVU ITS       

 WVU University Police (UPD)       

Final Completion       

Building-Wide       

 Attic Stock       

 CAD Drawing Files       

 Complete Closeout Documents in SOP       

 Final Commissioning Report       

 Punch List Complete       

Evaluations & Surveys       

 Contractor & Architect Evaluations       

lrigucci
Sticky Note
Use MG-0004 SOP as reference



 Lessons Learned       

 Sent Customer Survey       

Submit to Document Control       

 All Warranties       

o Contractor       

o Flooring       

o Glass       

o HVAC       

o Mechanical       

o Plumbing       

o Roof       

o    Other…       

 Hard Copy of O&Ms       

 Hard Copy Record Set of Drawings       

 LEED/Sustainability Documentation        

 Other…        

 

 


	CB17: Off
	CB18: Off
	CB19: Off
	CB20: Off
	CB21: Off
	CB22: Off
	CB23: Off
	CB24: Off
	CB25: Off
	CB26: Off
	CB27: Off
	CB28: Off
	CB29: Off
	CB30: Off
	CB31: Off
	CB32: Off
	CB33: Off
	CB34: Off
	CB35: Off
	CB36: Off
	CB37: Off
	CB38: Off
	CB39: Off
	CB40: Off
	CB41: Off
	CB42: Off
	CB43: Off
	CB44: Off
	CB45: Off
	CB46: Off
	CB47: Off
	CB48: Off
	CB49: Off
	CB50: Off
	CB51: Off
	CB52: Off
	CB53: Off
	CB54: Off
	CB55: Off
	CB56: Off
	CB57: Off
	CB58: Off
	CB59: Off
	CB60: Off
	CB61: Off
	CB62: Off
	CB63: Off
	CB64: Off
	CB65: Off
	CB66: Off
	CB67: Off
	CB68: Off
	CB69: Off
	CB70: Off
	CB71: Off
	CB72: Off
	CB73: Off
	CB74: Off
	CB75: Off
	CB76: Off
	CB77: Off
	CB78: Off
	CB79: Off
	CB80: Off
	CB81: Off
	CB82: Off
	TargetedDate17: 
	TargetedDate18: 
	TargetedDate19: 
	TargetedDate20: 
	TargetedDate21: 
	TargetedDate22: 
	TargetedDate23: 
	TargetedDate24: 
	TargetedDate25: 
	TargetedDate26: 
	TargetedDate27: 
	TargetedDate28: 
	TargetedDate29: 
	TargetedDate30: 
	TargetedDate31: 
	TargetedDate32: 
	TargetedDate33: 
	TargetedDate34: 
	TargetedDate35: 
	TargetedDate36: 
	TargetedDate37: 
	TargetedDate38: 
	TargetedDate39: 
	TargetedDate40: 
	TargetedDate41: 
	TargetedDate42: 
	TargetedDate43: 
	TargetedDate44: 
	TargetedDate45: 
	TargetedDate46: 
	TargetedDate47: 
	TargetedDate48: 
	TargetedDate49: 
	TargetedDate50: 
	TargetedDate51: 
	TargetedDate52: 
	TargetedDate53: 
	TargetedDate54: 
	TargetedDate55: 
	TargetedDate56: 
	TargetedDate57: 
	TargetedDate58: 
	TargetedDate59: 
	TargetedDate60: 
	TargetedDate61: 
	TargetedDate62: 
	TargetedDate63: 
	TargetedDate64: 
	TargetedDate65: 
	TargetedDate66: 
	TargetedDate67: 
	TargetedDate68: 
	TargetedDate69: 
	TargetedDate70: 
	TargetedDate71: 
	TargetedDate72: 
	TargetedDate73: 
	TargetedDate74: 
	TargetedDate75: 
	TargetedDate76: 
	TargetedDate77: 
	TargetedDate78: 
	TargetedDate79: 
	TargetedDate80: 
	TargetedDate81: 
	TargetedDate82: 
	TargetedDate83: 
	TargetedDate84: 
	TargetedDate85: 
	TargetedDate86: 
	TargetedDate87: 
	TargetedDate88: 
	TargetedDate89: 
	TargetedDate90: 
	TargetedDate91: 
	TargetedDate92: 
	TargetedDate93: 
	TargetedDate94: 
	TargetedDate95: 
	TargetedDate96: 
	CompletedDate17: 
	CompletedDate18: 
	CompletedDate19: 
	CompletedDate20: 
	CompletedDate21: 
	CompletedDate22: 
	CompletedDate23: 
	CompletedDate24: 
	CompletedDate25: 
	CompletedDate26: 
	CompletedDate27: 
	CompletedDate28: 
	CompletedDate29: 
	CompletedDate30: 
	CompletedDate31: 
	CompletedDate32: 
	CompletedDate33: 
	CompletedDate34: 
	CompletedDate35: 
	CompletedDate36: 
	CompletedDate37: 
	CompletedDate38: 
	CompletedDate39: 
	CompletedDate40: 
	CompletedDate41: 
	CompletedDate42: 
	CompletedDate43: 
	CompletedDate44: 
	CompletedDate45: 
	CompletedDate46: 
	CompletedDate47: 
	CompletedDate48: 
	CompletedDate49: 
	CompletedDate50: 
	CompletedDate51: 
	CompletedDate52: 
	CompletedDate53: 
	CompletedDate54: 
	CompletedDate55: 
	CompletedDate56: 
	CompletedDate57: 
	CompletedDate58: 
	CompletedDate59: 
	CompletedDate60: 
	CompletedDate61: 
	CompletedDate62: 
	CompletedDate63: 
	CompletedDate64: 
	CompletedDate65: 
	CompletedDate66: 
	CompletedDate67: 
	CompletedDate68: 
	CompletedDate69: 
	CompletedDate70: 
	CompletedDate71: 
	CompletedDate72: 
	CompletedDate73: 
	CompletedDate74: 
	CompletedDate75: 
	CompletedDate76: 
	CompletedDate77: 
	CompletedDate78: 
	CompletedDate79: 
	CompletedDate80: 
	CompletedDate81: 
	CompletedDate82: 
	CompletedDate83: 
	CompletedDate84: 
	CompletedDate85: 
	CompletedDate86: 
	CompletedDate87: 
	CompletedDate88: 
	CompletedDate89: 
	CompletedDate90: 
	CompletedDate91: 
	CompletedDate92: 
	CompletedDate93: 
	CompletedDate94: 
	CompletedDate95: 
	CompletedDate96: 
	Required17: Occupancy
	Required18: Occupancy
	Required19: 
	Required20: Turn Over
	Required21: 
	Required22: 
	Required23: 
	Required24: Turn Over
	Required25: 
	Required26: 
	Required27: 
	Required28: 
	Required29: 
	Required30: 
	Required31: 
	Required32: 
	Required33: 
	Required34: 
	Required35: 
	Required36: 
	Required37: 
	Required38: Turn Over
	Required39: Turn Over
	Required40: Turn Over
	Required41: Turn Over
	Required42: Turn Over
	Required43: Turn Over
	Required44: Turn Over
	Required45: Turn Over
	Required46: Turn Over
	Required47: Turn Over
	Required48: Turn Over
	Required49: Turn Over
	Required50: Turn Over
	Required51: Turn Over
	Required52: Turn Over
	Required53: Occupancy
	Required54: Occupancy
	Required55: Occupancy
	Required56: Occupancy
	Required57: Occupancy
	Required58: Occupancy
	Required59: Occupancy
	Required60: Occupancy
	Required61: Occupancy
	Required62: Occupancy
	Required63: Occupancy
	Required64: Occupancy
	Required65: Turn Over
	Required66: Turn Over
	Required67: Turn Over
	Required68: Turn Over
	Required69: Turn Over
	Required70: Turn Over
	Required71: Turn Over
	Required72: Turn Over
	Required73: Turn Over
	Required74: Turn Over
	Required75: Turn Over
	Required76: 
	Required77: 
	Required78: 
	Required79: 
	Required80: 
	Required81: 
	Required82: 
	Required83: 
	Required84: 
	Required85: 
	Required86: 
	Required87: 
	Required88: 
	Required89: 
	Required90: 
	Required91: 
	Required92: 
	Required93: 
	Required94: 
	Required95: 
	Required96: 
	Responsibility17: 
	Responsibility18: 
	Responsibility19: 
	Responsibility20: 
	Responsibility21: 
	Responsibility22: 
	Responsibility23: 
	Responsibility24: 
	Responsibility25: 
	Responsibility26: 
	Responsibility27: 
	Responsibility28: 
	Responsibility29: 
	Responsibility30: 
	Responsibility31: 
	Responsibility32: 
	Responsibility33: 
	Responsibility34: 
	Responsibility35: 
	Responsibility36: 
	Responsibility37: 
	Responsibility38: 
	Responsibility39: 
	Responsibility40: 
	Responsibility41: 
	Responsibility42: 
	Responsibility43: 
	Responsibility44: 
	Responsibility45: 
	Responsibility46: 
	Responsibility47: 
	Responsibility48: 
	Responsibility49: 
	Responsibility50: 
	Responsibility51: 
	Responsibility52: 
	Responsibility53: 
	Responsibility54: 
	Responsibility55: 
	Responsibility56: 
	Responsibility57: 
	Responsibility58: 
	Responsibility59: 
	Responsibility60: 
	Responsibility61: 
	Responsibility62: 
	Responsibility63: 
	Responsibility64: 
	Responsibility65: 
	Responsibility66: 
	Responsibility67: 
	Responsibility68: 
	Responsibility69: 
	Responsibility70: 
	Responsibility71: 
	Responsibility72: 
	Responsibility73: 
	Responsibility74: 
	Responsibility75: 
	Responsibility76: 
	Responsibility77: 
	Responsibility78: 
	Responsibility79: 
	Responsibility80: 
	Responsibility81: 
	Responsibility82: 
	Responsibility83: 
	Responsibility84: 
	Responsibility85: 
	Responsibility86: 
	Responsibility87: 
	Responsibility88: 
	Responsibility89: 
	Responsibility90: 
	Responsibility91: 
	Responsibility92: 
	Responsibility93: 
	Responsibility94: 
	Responsibility95: 
	Responsibility96: 
	Note17: 
	Note18: 
	Note19: 
	Note20: 
	Note21: 
	Note22: 
	Note23: 
	Note24: 
	Note25: 
	Note26: 
	Note27: 
	Note28: 
	Note29: 
	Note30: 
	Note31: 
	Note32: 
	Note33: 
	Note34: 
	Note35: 
	Note36: 
	Note37: 
	Note38: 
	Note39: 
	Note40: 
	Note41: 
	Note42: 
	Note43: 
	Note44: 
	Note45: 
	Note46: 
	Note47: 
	Note48: 
	Note49: 
	Note50: 
	Note51: 
	Note52: 
	Note53: 
	Note54: 
	Note55: 
	Note56: 
	Note57: 
	Note58: 
	Note59: 
	Note60: 
	Note61: 
	Note62: 
	Note63: 
	Note64: 
	Note65: 
	Note66: 
	Note67: 
	Note68: 
	Note69: 
	Note70: 
	Note71: 
	Note72: 
	Note73: 
	Note74: 
	Note75: 
	Note76: 
	Note77: 
	Note78: 
	Note79: 
	Note80: 
	Note81: 
	Note82: 
	Note83: 
	Note84: 
	Note85: 
	Note86: 
	Note87: 
	Note88: 
	Note89: 
	Note90: 
	Note91: 
	Note92: 
	Note93: 
	Note94: 
	Note95: 
	Note96: 
	Other44: 
	Other51: 
	Other92: 
	CB1: Off
	TargetedDate1: 
	CompletedDate1: 
	Required1: Substantial Completion
	Responsibility1: 
	Note1: 
	CB2: Off
	TargetedDate2: 
	CompletedDate2: 
	Required2: Turn Over
	Responsibility2: 
	Note2: 
	CB3: Off
	TargetedDate3: 
	CompletedDate3: 
	Required3: Occupancy
	Responsibility3: 
	Note3: 
	CB4: Off
	TargetedDate4: 
	CompletedDate4: 
	Required4: 
	Responsibility4: 
	Note4: 
	CB5: Off
	TargetedDate5: 
	CompletedDate5: 
	Required5: 
	Responsibility5: 
	Note5: 
	CB6: Off
	TargetedDate6: 
	CompletedDate6: 
	Required6: 
	Responsibility6: 
	Note6: 
	Other12: 
	CB7: Off
	TargetedDate7: 
	CompletedDate7: 
	Project Name: 
	WVU Project Number: 
	Project Manager: 
	Project Engineer: 
	Required7: 
	Responsibility7: 
	Note7: 
	CB8: Off
	TargetedDate8: 
	CompletedDate8: 
	Required8: 
	Responsibility8: 
	Note8: 
	CB9: Off
	TargetedDate9: 
	CompletedDate9: 
	Required9: 
	Responsibility9: 
	Note9: 
	CB10: Off
	TargetedDate10: 
	CompletedDate10: 
	Required10: 
	Responsibility10: 
	Note10: 
	CB11: Off
	TargetedDate11: 
	CompletedDate11: 
	Required11: 
	Responsibility11: 
	Note11: 
	CB12: Off
	TargetedDate12: 
	CompletedDate12: 
	Required12: 
	Responsibility12: 
	Note12: 
	CB13: Off
	TargetedDate13: 
	CompletedDate13: 
	Required13: 
	Responsibility13: 
	Note13: 
	CB14: Off
	TargetedDate14: 
	CompletedDate14: 
	Required14: 
	Responsibility14: 
	Note14: 
	CB15: Off
	TargetedDate15: 
	CompletedDate15: 
	Required15: Turn Over
	Responsibility15: 
	Note15: 
	CB16: Off
	TargetedDate16: 
	CompletedDate16: 
	Required16: Turn Over
	Responsibility16: 
	Note16: 
	CB83: Off
	CB84: Off
	CB85: Off
	CB86: Off
	CB87: Off
	CB88: Off
	CB89: Off
	CB90: Off
	CB91: Off
	CB92: Off
	CB93: Off
	CB94: Off
	CB95: Off
	CB96: Off


