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Who is involved with Contract closeout?

Contract Closeout Personnel

* Agency Representative(s)* ~ (Resident Engineer, Resident Engineer - Consultant Projects,
Transportation Project Manager aka Local Agency Liaison, Area Manager, support personnel)

* Non-Agency Representative(s)* ~ (Consultant’s Project Manager, support personnel)

* Region Assurance Specialist ~ (RAS; quality and quantity documentation auditor)

* Contract Compliance Specialist ~ (semi-final documentation reviewer, recommends Final Acceptance)

* Contract Administration Engineer ~ (CAE; authorizes Final Acceptance according to 00110.20)

* Contract Payments Specialist ~ (reviews final payment, recommends CAE concurrence, transfers final
payment to Financial Services after CAE concurrence)

* Financial Services ~ (makes final payment to the Contractor)

*collectively and separately referred to as RE throughout this document for brevity
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Initiation of Contract Closeout

When should Contract closeout start?
The contract closeout process begins at Second Notification (2"¢ Note).

00110.20 Second Notification - Written acknowledgment by the Engineer of the end of Contract Time
according to 00180.50(g).

RAS-issued documentation:
Documentation Review Report (DRR) ~ up to the issuance of 2" Note, the RAS reviews the quality and
quantity (Q&Q) documentation of each Project quarterly (soft goal), producing a DRR noting any
documentation/process deficiencies

Action Plan (AP) ~ after 2" Note is issued, the RAS reviews the Q&Q documentation of each Project
monthly (approximately), producing in conjunction with the RE an AP noting any remaining
documentation/process deficiencies with each item being assigned to a specific party responsible for
resolution; once all Contractor-responsible items are resolved, the RAS issues a final DRR
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Contract Closeout - 3" Notification

What is the relationship between 3 Note and semi-final documentation?

The RE will issue Third Notification (3" Note) once the criteria defined in the specifications has been met.

00110.20 Third Notification - Written acknowledgment by the Engineer, subject to Final Acceptance,
that as of the date of the notification the Contractor has completed the Project according to the
Contract, including, without limitation, completion of all minor corrective work, Equipment and plant
removal, site clean-up, and submittal of all certifications, bills, forms and documents required under
the Contract.

The Final DRR and 3 Note essentially go hand in hand - The RE has confirmed all outstanding labor (L)
documentation has been received and all items listed under 2"d Note have been resolved, as well as
confirmation from the RAS that all outstanding Quantity and Quality discrepancies have been resolved.

Issuance of 3 Note is entirely independent of and should not wait until semi-final documentation (SFD)
review by the Contract Administration Unit (CAU) is complete.
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Semi-Final Documentation

When should preparation of the semi-final documentation submittal start?

Generally, preparation of the semi-final documentation starts once all Q&Q and L deficiencies are resolved,
although there are some documents that can be prepared earlier in the process. The best resources for the
RE in regard to preparation of semi-final documentation are:

* Form 734-2706a ~ Semi Final Documentation Submittal for Doc Express projects (aka the “semi-
final checklist” which is now combined with the Submittal of Final Project Documentation for
Acceptance letter, previously Form 734-5222)

* Chapter 37 of the Construction Manual

* RAS and Contract Compliance Specialist

Semi Final Documentation Submittal

This document includes both the Submittal of Final Project Documentation for Acceptance and
the Semi Final Checklist

r,_m ‘Semi-Final Documentation Submittal for Doc Express Projects
L.

(Doc Express Document Directory 2019)

B Submittal of FinalProject Documentation for Acceptance
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Semi Final Documentation Submittal (Checklist)
Semi Final Documents (1t page of checklist)

+»*Projects with no Establishment Period

»Only the Upper Section should be completed
= The lower section should be left blank or coded
as N/A.
»Documents that Affect Final Payment
= All boxes should be coded with an “S” or “X” as
applicable.
»Documents that do not Affect Final Payment

» OFW Completion Notice, ROW Monumentation
Completion Notice, & RE Narrative

» Must be received prior to the EA Closure Date

- (Doc Express Document Directory 2019)

r‘“'.’ﬂ'... Semi-Final Documentation Submittal for Doc Express Projects
o emmmaria
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Semi Final Documentation Submittal (Checklist)
Semi Final Documents (1t page of checklist)

*»*Projects with an Establishment Period
»Only the Lower Section should be completed
. Lr}% upper section should be left blank or coded as

»Documents that Affect Final Payment and are
required prior to or with the Checklist

= All boxes should be coded with an “S” or “X” as
applicable.

»Document that Affect Final Payment and are_
required at the end of the Establishment Period

= All boxes should be coded with an “S”, “X”, or T
»Documents that do not Affect Final Payment

= OFW Completion Notice, ROW Monumentation
Completion Notice, & RE Narrative

= Must be received prior to the EA Closure Date

T i (Doc Express Document Directory 2019)

rm..” Semi-Final Documentation Submittal for Doc Express Projects
o resaaarr

——

tation and before EA dlosure date
spplicable bised o the Project Woek
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r Semi-Final Documentation Submittal for Doc Express Projects
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(Doc Express Document Directory 2019)

Semi Final Documentation Submittal (Checklist)

Project Documentation / Document Distributions (2"¢ page of checklist)

*»*Project Documentation (Upper Section)

» All boxes should be coded with an “S”, “X”, or “N/A”

as applicable to the Project.
» Since this is project documentation that is required

when applicable to the project, there should not be

any “T” codes in any of these boxes.

*Documentation Distribution (Lower Section)

» All boxes should be coded with a “D” or “N/A” as

applicable to the Project

» Contract Closeout Contacts - List

= Located in Doc Express under the 00 - Standard

Documents Contract in the Forms Drawer
= Provides the most up to date contact information

available for document distribution (since positional
changes do occur from time to time).

T

Semi Final Documentation Submittal
Doc Express - Document Work Flow

USubmitted by RE Office to ZOOA
Agency Submittal Drawer

200A - Agency Submittal

UApproved by Project RE
v/ Captures RE signature

v Indicates to the RAS that the Semi Final
Documentation package is ready for
their Acceptance

UAccepted by RAS
v Captures the RAS’s signature it
v'Indicates to the CCS that the Project is e
ready for CAU Review and Final
Acceptance - .
UPublishing P —

v"CAU will publish for data entry and
tracking purposes

Submitted to Drawer:  Z0DA- Agency Submittal

‘‘‘‘‘
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Contract Closeout Process

As the Project nears completion, the semi-final process outlined below and on the next four pages should
be followed:

RE office keeps RAS updated as to the anticipated date of final 2" Note.

RE: Approve
2" Note in
Doc Express

RAS performs a Project documentation review in advance of the anticipated date of 2" Note to identify all missing
Q&Q documents to date so as many as possible can be resolved before 2" Note is issued; any of these missing
documents that are required from the Contractor will be included on the final 2" Note, helping reduce the time
spent procuring these documents between 2" and 3 Note.

RAS performs a Project documentation review - ideally by 30 days after 2" Note - issuingan AP.

Contractor-related AP items

ODOTinternal AP items

RE office:

issue 2nd Promptly after issuance, RE office and RAS review the AP together, working together to resolve outstandingitems
Note and and assigninga specific individual to each unresolved item who will be responsible for its resolution.

notify RAS

Oregon
Department
Contract Closeout Process
Contractor-related AP items. ODOT internal AP items
RE office and RAS continue to work on AP to RE office and RAS continue to work on AP to
resolve any remaining Contractor-related Q&Q, resolve any remaininginternal Q&Q items that
Steps repeat items that could not be resolved at previous could not be resolved at previous meeting. RE Steps repeat
approximately meeting. RE office continues to work on any office continues to work on any remaining approximately
every 30 daysas remaining Contractor-related Labor items. internal Labor items. every 30 daysas
long as there are long as there are
still outstandin still outstandin
S APg RE and RAS meet to ensure agreement that all RE and RAS meet to ensure agreement that all Femsonthe Apg
. Contractor AP items are adequately resolved. internal AP items are adequately resolved. ¢
_RE office notitiesRAswhen all Contractor RE office notifies RAS when all internal items.
i items on the mostrecent AP are complete. on the mostrecent AP are complete.
Final DRR

4/10/2024



RAS: issue
Final DRR

RE: Approve
Final DRRin
Doc Express

RAS: Accept
Final DRRin
Doc Express

RE office:
upload
estimate to
release
retainage

If Establishment Period (EP) in the Contract,
Final DRR will listany remaining EP
requirements. (3rd Note and Final Acceptance
will not occur until the EP is complete.)

RE notifies RAS by signing Final DRR that the
Project Q&Q documentation is approved.

RAS signs Final DRR, accepting the Project
Q&Q documentation.

RE office checks Work Complete and Q&Q
boxesin CPS and RAS checks Doc Confirmed
boxesin CPS to release any outstanding
retainage. RE office can check Labor box later.

Agency Representative uploadsestimate.
(When applicable, the Non-Agency
Representative preparesthe estimate and
then notifiesthe Agency Representative that
the estimateis ready for upload.)
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Contract Closeout Process

RE office prepares the Project documentation
for semi-final documentation review per the
Master List, Chapter 37 of the Construction
Manualand combinationform 5222/2706.

RE office publishes any outstanding documents
responsible for publishingto finaldrawers—
“emptying” the submittal drawers, marks any
duplicate or erroneous documents for archive,
and ensures no documents remain in Revision
Requested or Rejected. Reach out to DCS for
assistancein regard to any unusual
situations/help with Doc Expressin regard to
the semi-final documentation.

RE office works with RAS via email to finalize
items in form 5222/2706 and notifies RE that
workis complete on the semi-final
documentation and the Project is ready for RE
approval of the Project documentation.

RE office: prepare
draftSubmittal of
Final Project
Documentation for
Acceptance / Semi
Final Submittal
(combinationform
5222/2706 -
letter/checklist)
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RE: Approve
3 Note in
Doc Express

RE office:
issue 3

Note and
notify RAS

RE office issues 3" Note. (Late payment
interest begins to accrue 30 days after the
date of 3" Note. Refer to 00195.90(b), second
paragraph.)

Once the EP is complete and 3™ Note is issued,
any remaining semi-final documents related to
the EP are submitted to Doc Express by the RE
office, reviewed by RAS as applicable,and
finalized in Doc Express. Once EP semi-final
documentationis complete, RAS
communicates to Document Compliance
Specialist (DCS) in CAU that the Project is ready
for final EP review and verification.

Depart,
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Contract Closeout Process

RE notifies RAS by signing form 5222/2706 that
RE has approved the Project documentation
and the Project is ready for RAS to verify the
semi-finaldocumentation.

RAS takes a final look at the Project, verifying
the semi-final documentation per form
5222/2706. RAS notifies CAU by signing form
5222/2706 that RAS has accepted the Project
documentationand the Project is ready for
CAU semi-final documentation review.

L 4

RE: Approve form
5222/2706 in Doc
Express

v

RAS: Accept form
5222/2706 in Doc

Express
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DCS performsfinal review and verification of the Project documentation. In rare cases, if required documentation
is missing, DCS communicates to RAS who will coordinate resolution with the RE office. Additionally, as
determined by the Contract Administration Engineer (CAE) or State Construction and Materials Engineer (SCME),
the RE office may be required to provide additional explanations or submit requests for exception. When all
required* Project documentation has been received, DCS recommends Project acceptance to CAE.

CAE authorizes Final Acceptance of the Project documentation by

*There are a few documents that may be received after Final
Acceptance and before the EA closure date. The EA closure date

Final signing/approving the Documentation Acceptance letter in Doc Express. is typically set for 3 months past the date of Final Payment.
Payment I Sometimes that is delayed by Right-of-Way or Force Order
issuedto DCS communicates Final Acceptance to RE office, RAS, and Contract Payments work; ki’: ?G ""‘fdc"""_"“P';’V’F"’:lc‘vfzs”i“f”-‘t{"f"'me" of
Contractor |4 | Specialist for preparation of final paymentto the Contractor. anysuchdexdisdadmonkortie ERdddicicose

extension needs to be requested for this work.

Note: Randomly orif final review and verification warrants more scrutiny, after Final Acceptance by CAE, DCSwill perform a QA review of part or all of the SFD for the purpose of providing
feedback to the RAS and RE office on irregularities and deficiencies discovered to ensure documentation practices are being performed adequately and uniformly statewide. DCS will bring to
the attention of the CAE and/or SCME concerns, typical errors, and general trends in regard to how well the RE offices are substantially complying with Contract specifications and

Construction Section processes and

es regarding nent, payment, and price adjustments.
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