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Are	you	wrapping	up	a	contractor	project	and	need	a	reliable	closeout	procedure?	Completing	a	project	can	be	just	as	important	as	starting	one,	ensuring	all	tasks	are	finalized	and	expectations	met.	A	well-structured	closeout	letter	not	only	communicates	project	completion	but	also	serves	as	a	valuable	record	for	future	reference.	If	you're	ready	to
streamline	your	project	closeout	process,	read	on	to	discover	effective	templates	and	tips!	Image	cover:	Letter	Template	For	Contractor	Project	Closeout	Procedure	Completion	AcknowledgmentThe	completion	acknowledgment	for	contractor	project	closeout	procedure	signifies	the	formal	recognition	of	the	project's	fulfillment	according	to	the
established	specifications	and	contracts.	This	documentation	includes	essential	project	details	such	as	the	project	name,	which	could	involve	large	infrastructures	like	"Central	Park	Redevelopment"	in	New	York	City,	the	completion	date,	often	marked	as	October	15,	2023,	and	the	final	inspection	results	that	demonstrate	compliance	with	safety
standards	and	local	regulations.	Additionally,	it	highlights	the	importance	of	both	the	contractor's	performance	review	and	the	project's	financial	settlement,	ensuring	all	invoices,	totaling,	for	example,	$250,000,	have	been	reconciled	and	cleared	before	project	closure.	This	acknowledgment	serves	as	a	legal	record	and	a	foundation	for	future
collaborations,	marking	a	significant	milestone	in	the	completion	of	construction	endeavors.Final	Inspection	and	ApprovalThe	final	inspection	and	approval	stage	of	a	contractor	project	closeout	procedure	is	a	crucial	process	that	ensures	all	project	specifications,	standards,	and	client	expectations	are	met.	Typically	scheduled	after	the	completion	of
construction	(which	may	involve	commercial	or	residential	buildings,	roadworks,	or	industrial	facilities),	this	phase	includes	a	comprehensive	assessment	of	all	completed	work,	including	adherence	to	local	building	codes	and	regulations.	Inspectors,	which	may	comprise	project	managers,	subcontractors,	and	third-party	inspectors,	examine	aspects
such	as	structural	integrity,	electrical	systems,	plumbing	installations,	and	safety	protocols.	Moreover,	a	detailed	punch	list	is	created	to	address	any	deficiencies	or	incomplete	tasks,	which	must	be	rectified	before	receiving	final	approval.	The	successful	completion	of	this	stage	signifies	readiness	for	occupancy	and	operation,	culminating	in	the
formal	transfer	of	ownership	to	the	client	or	project	owner.Submission	of	DocumentationThe	contractor	project	closeout	procedure	involves	a	crucial	phase	of	documentation	submission	to	ensure	all	project	deliverables	are	accurately	accounted	for	and	meet	compliance	standards.	This	process	typically	requires	the	contractor	to	provide	various
essential	documents,	including	final	project	reports,	change	order	documentation,	warranty	information,	and	completion	certificates.	Each	submitted	item	undergoes	a	thorough	review	to	confirm	that	contractual	obligations	have	been	fulfilled.	Specific	attention	is	given	to	the	submission	of	as-built	drawings,	which	offer	updated	representations	of	the
project	reflecting	any	modifications	made	during	the	construction	phase.	Additionally,	adherence	to	local	building	codes	and	safety	regulations	is	verified	against	submitted	inspection	records.	Timely	and	accurate	documentation	fosters	a	smooth	transition	into	project	finalization,	promotes	effective	communication	among	stakeholders,	and
safeguards	all	invested	resources.Financial	Settlement	and	InvoicesIn	project	closeout	procedures,	financial	settlement	plays	a	critical	role	in	the	successful	completion	of	contractor	agreements.	Timely	submission	of	final	invoices,	including	detailed	breakdowns	of	labor	costs,	material	expenses,	and	any	adjustments	for	change	orders,	is	essential	for
ensuring	accurate	overall	project	accounting.	According	to	industry	standards,	invoices	should	be	submitted	within	30	days	following	project	completion,	reflecting	all	outstanding	payments	and	diminished	retainage	amounts.	Documentation,	such	as	compliance	certificates	and	lien	waivers,	must	accompany	invoices,	providing	necessary	verification
to	prevent	potential	disputes.	Moreover,	confirming	project	costs	against	the	original	budget	and	addressing	any	discrepancies	ensures	all	parties	maintain	transparent	financial	interactions,	paving	the	way	for	project	closure	and	fostering	a	positive	contractor-client	relationship	for	future	endeavors.Release	of	Claims	and	LiabilitiesThe	release	of
claims	and	liabilities	is	a	crucial	step	in	the	contractor	project	closeout	procedure	for	construction	projects.	Typically	occurring	after	substantial	completion	at	a	specified	location,	this	process	involves	the	contractor	submitting	a	formal	document	(often	referred	to	as	a	Release	of	Claims)	that	signifies	the	termination	of	all	claims	against	the	project
owner.	This	document	guarantees	that	all	contractor	obligations,	including	outstanding	payments,	change	orders,	and	unaddressed	issues,	have	been	satisfactorily	resolved.	The	release	is	often	stipulated	in	project	contracts,	especially	within	the	context	of	compliance	with	local	building	regulations	and	state	laws.	It	protects	both	parties,	ensuring
that	the	project	owner	is	not	liable	for	any	unforeseen	claims	post-completion,	while	also	confirming	that	the	contractor	has	no	remaining	liabilities	related	to	that	particular	project.	Legal	counsel	often	reviews	these	documents	to	ensure	all	terms	align	with	contractual	obligations,	thereby	mitigating	potential	disputes	in	the	future.	Letter	Template
For	Contractor	Project	Closeout	Procedure	Samples	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:
.JPG.DOC.PDF	When	it	comes	to	closing	out	a	project	with	a	subcontractor,	having	a	well-structured	letter	template	can	simplify	the	process	and	ensure	that	all	necessary	documentation	is	in	order.	By	clearly	outlining	the	requirements	and	expectations	in	your	correspondence,	you	can	foster	a	cooperative	relationship	and	ensure	that	all	parties	are
aligned	for	a	smooth	transition.	This	ensures	compliance	with	project	guidelines	and	helps	mitigate	any	future	disputes.	Curious	about	how	to	craft	the	perfect	letter	template?	Read	on	for	more	insights!	Image	cover:	Letter	Template	For	Subcontractor	Project	Closeout	Documentation	Project	Overview	SummaryProject	closeout	documentation
provides	a	comprehensive	overview	of	the	completed	project,	including	critical	elements	such	as	location,	timeline,	budget,	and	key	stakeholders.	The	project	took	place	at	the	Downtown	Community	Center,	initiated	in	January	2023	and	completed	by	October	2023.	The	total	budget	allocated	for	this	$2.5	million	project	involved	construction,	design,
and	compliance	with	local	regulations.	Stakeholders	included	the	City	Council,	local	businesses,	and	community	members.	This	document	encapsulates	lessons	learned,	final	project	deliverables,	adherence	to	safety	standards,	and	environmental	considerations,	reflecting	the	successful	collaboration	with	subcontractors	and	team	members	throughout
the	process.Completion	CertificationCompletion	certification	is	a	critical	document	for	subcontractor	project	closeout,	signifying	the	successful	fulfillment	of	all	contract	requirements.	This	certification	confirms	that	the	subcontractor,	such	as	ABC	Construction	Co.,	has	completed	their	scope	of	work	on	the	Smith	Industrial	Project,	located	at	1234
Industrial	Lane,	Springfield,	within	the	agreed	timeline	of	April	1,	2023,	to	October	1,	2023.	All	work	complies	with	specifications	outlined	in	the	original	contract	dated	January	15,	2023.	Inspections	conducted	by	both	the	project	manager	and	the	quality	assurance	team	have	verified	adherence	to	safety	standards	and	quality	benchmarks.	Final
invoices	totaling	$50,000	have	been	submitted,	ensuring	all	financial	obligations	are	met.	This	document	serves	as	a	formal	declaration	that	the	project	meets	the	expected	deliverables,	paving	the	way	for	final	payments	and	releasing	warranties	associated	with	the	completed	work.Financial	Reconciliation	DetailsFinancial	reconciliation	in
subcontractor	project	closeout	documentation	requires	detailed	accounting	of	all	incurred	costs.	This	typically	includes	labor	expenses,	materials,	and	overhead	allocations	tied	to	the	specific	project,	including	unique	identifiers	like	purchase	order	numbers	or	project	codes.	Documentation	should	accurately	reflect	amounts	billed	by	the
subcontractor,	such	as	invoice	numbers	and	payment	dates,	ensuring	alignment	with	the	original	budget	established	during	contract	negotiations.	Additionally,	any	change	orders	must	be	itemized,	providing	clarity	on	additional	work	completed	and	costs	incurred	beyond	the	initial	agreement.	Final	financial	summaries	should	compare	total	budget
estimates	with	actual	expenditures,	highlighting	variances	and	justifying	the	reasons	behind	overages	or	savings.	This	comprehensive	approach	promotes	transparency,	facilitates	audit	processes,	and	fosters	trust	between	contractors	and	subcontractors	in	ongoing	business	relationships.Final	Inspection	and	Approval	ReportsFinal	inspection	and
approval	reports	serve	as	crucial	documentation	in	the	subcontractor	project	closeout	process,	ensuring	that	all	work	completed	meets	established	standards	and	specifications.	This	detailed	report	includes	rigorous	evaluations	of	various	project	aspects,	including	structural	integrity,	compliance	with	local	building	codes,	and	adherence	to	design
plans.	Each	section	of	the	report	may	refer	to	specific	units	of	work,	such	as	electrical	systems,	plumbing	installations,	and	HVAC	configurations,	which	have	undergone	thorough	assessment.	Approval	signatures	from	relevant	authorities	validate	that	all	criteria	have	been	met,	facilitating	a	smooth	transition	to	project	completion.	Additionally,	these
reports	often	incorporate	photographs	and	checklists	that	highlight	inspection	procedures	conducted	at	designated	locations,	ensuring	transparency	and	accountability	in	the	project	closeout	phase.Warranty	and	Liability	DocumentationWarranty	documentation	is	essential	in	subcontractor	project	closeout,	encompassing	specific	terms,	coverage
duration,	and	conditions.	Typically,	warranties	guarantee	the	quality	of	materials	and	workmanship,	often	extending	from	one	to	five	years	post-completion.	Liability	documentation	outlines	the	subcontractor's	responsibilities,	including	adherence	to	safety	regulations,	compliance	with	building	codes,	and	indemnification	clauses.	Furthermore,	it
includes	proof	of	insurance	coverage,	specifying	limits	such	as	general	liability	amounting	to	$1	million	per	occurrence.	Properly	executed	warranty	and	liability	documentation	ensures	protection	for	both	parties,	fostering	trust	and	accountability	in	project	completion	and	future	engagements.	Letter	Template	For	Subcontractor	Project	Closeout
Documentation	Samples	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Download	file:	.JPG.DOC.PDF	Pgm:	SCCLSOUT	SC
Project	Closeout	Letter;	standard	Treeview	path:	Subcontract	Management	>	Reports	>	Closeout	Letter	The	SC	Project	Closeout	Letter	allows	users	to	select	subcontracts	and	print	Closeout	letters	for	those	subcontracts.	After	selecting	the	subcontract	targets	and	pressing	[Print],	the	following	pop-up	will	appear	asking	users	to	confirm	the	closeout
letter	format,	and	run	the	report.	Sample	Closeout	Letter	(SCCLSOUT)	[CMO	Address	Letterhead]	[XXXXXXXXX]	[XXXXXXXXXXXXXXX]	[XXXXXXXXXXXXX]	[XXXXXXXXXXXXX]	[XXXXXXXXXX]	[XXXXXXXX]	DCMA-	[CMO	DoDAAC	from	user	profile	IDB	and	CMT]	[Contractor	Name	and	CAGE	Code]	[Address	line	1]	[Address	line	2]	[City,	State,	Zip-
Code]	Subject:	Request	for	Property	Disposition	Dear	[Contractor	POC	Name]:	Reference	is	made	to	the	following:	Contract	#	FAR	Clause	52.245-1	--	Government	Property	and	FAR	52.245-9	--	Use	and	Charges	Our	records	indicate	the	contract	listed	in	reference	a.	is	physically	complete	and	there	may	be	Government	Property	(GP)	remaining	on	the
contract.	Please	complete	the	following	steps	to	facilitate	timely	closure	of	the	contract.	If	no	property	remains,	go	to	step	e.	Perform	a	final	physical	inventory	of	GP	on	this	contract.	As	needed,	submit	Property	Loss	cases	using	the	Property	Loss	eTool	for	the	Property	Administrator	(PA)	to	process	for	relief	of	liability.	Notify	the	ACO	via	email	that
the	property	is	required	on	another	contract	while	simultaneously	reporting	the	property	in	the	Plant	Clearance	Automated	Reutilization	Screening	System	(PCARSS)	eTool.	PCARSS	can	create	the	DoD	standard	attachment	based	on	contractor	submission	of	data,	and	is	the	preferred	method.	The	ACO	will	be	automatically	notified	by	email	of	creation
of	the	attachment.	If	needed,	the	application	at	Department	of	Defense	Procurement	Toolbox	web	site	can	be	used	to	convert	a	variety	of	formats	to	fillable	PDF.	Report	the	remaining	property	items	in	a	separate	case	in	PCARSS	eTool	so	the	Plant	Clearance	Officer	(PLCO)	can	issue	Disposition	Instructions.	If	no	property	remains	or	after	all	property
has	been	transferred,	dispositioned,	and	Property	Loss	cases	closed,	report	to	the	assigned	PA	that	you	have	no	remaining	property	on	the	contract.	Should	you	have	any	questions,	contact	the	undersigned	at	[(XXX)	XXX-XXXX]	or	email	[XXXXXX.XXXXXX.civ@mail.mil].	Sincerely,	[Signature	block	for	ACO]	Construction	and	other	industrial	projects
(oil	and	gas,	mining	etc.)	are	extremely	hard	work.	Projects	can	span	for	many	years,	and	involve	thousands	of	moving	pieces	and	interdependent	parts.	These	projects	are	already	extremely	risky	for	all	parties,	involving	large	bets	which	can	be	quickly	derailed	by	unexpected	delays,	quality	issues	and	more.So	when	one	of	these	projects	come	to	an
end,	all	parties	involved	are	ready	to	seal	the	deal	and	issue	their	letter	of	completion	for	work.	A	letter	of	completion	of	work	is	issued	and	signed	by	project	parties	when	the	contractor	is	deemed	to	have	completed	all	of	the	construction	works	contained	in	the	contract.	The	main	reason	we	need	a	letter	of	completion	for	work	in	these	construction
and	industrial	projects	is	so	that	the	project	can	be	properly	handed	over,	and	so	that	liability	and	responsibility	is	handed	over	too.	Letters	of	completion	and	these	type	of	documents	serve	as	the	mechanism	with	which	parties	agree	that	that	phase	of	the	project	is	closed	out	-	which	is	critical	for	disputes,	contractor	performance	assessments	and
other	important	outcomes.One	of	the	difficulties	in	ending	and	'completing'	these	projects	is	that	there	are	multiple	stages	of	completion	including:Practical	completionDefects	liability	periodCompletion	of	worksPotential	latent	defectsWhile	we	won't	get	into	the	mechanics	of	latent	defects	here,	is	it	important	to	know	that	the	letter	of	completion	of
work	isn't	necessarily	the	'end'	of	the	project.Even	so,	signing	off	on	a	letter	of	completion	of	work	is	an	important	milestone,	and	managing	the	letter	of	completion	process	smoothly	and	professionally	can	have	a	big	impact	on	stakeholder	relations	and	how	well	and	legally	the	contract	and	project	is	closed	out.Because	of	this,	you'll	find	a	letter	of
completion	of	work	sample	below,	as	well	as	a	more	modern	approach	to	letters	of	completion.Both	methods	and	frameworks	can	be	used	to	improve	how	you	manage	the	completion	of	work	procedures.	Contract	closeout	is	a	critical	process	that	marks	the	end	of	a	project.	It	involves	concluding	all	the	outstanding	contractual	obligations	and
accounting	for	all	the	deliverables	before	the	contract	can	be	officially	terminated.	A	contract	closeout	letter	is	a	document	required	to	inform	the	contractor	of	the	contract	termination.	This	letter	should	clearly	outline	all	the	obligations	that	have	been	met	and	those	that	are	still	outstanding.	To	help	you	speed	up	the	process	of	the	contract	closeout,
this	article	provides	you	with	a	contract	closeout	letter	sample.[Your	Company	Letterhead][Date][Contractor	Name	and	Address]Dear	[Contractor	Name],Re:	Contract	Closeout	Letter	for	[Contract	Name	and	Number]We	are	writing	to	inform	you	that	our	records	indicate	that	the	contract	mentioned	above	has	been	completed	and	is	ready	for
closeout.	As	stipulated	in	the	terms	and	conditions	of	the	contract,	we	are	sending	this	letter	to	request	that	you	take	the	necessary	steps	to	facilitate	the	contract	closeout	process.We	are	pleased	to	note	that	you	have	fulfilled	all	contractual	obligations	as	per	our	agreement.	Therefore,	we	would	like	to	request	that	you	provide	us	with	the	necessary
documentation	related	to	the	project,	including	any	reports,	invoices,	and	receipts,	so	we	can	complete	our	records.As	part	of	the	contract	closeout	process,	we	encourage	you	to	provide	us	with	the	following	information:1.	A	final	invoice	covering	all	outstanding	amounts.2.	A	list	of	any	unresolved	disputes	or	claims.3.	Any	reports	or	documentation
required	by	the	contract.We	would	like	to	request	that	you	respond	to	this	letter	within	30	days	of	receipt,	providing	any	necessary	documentation.	Failure	to	comply	with	this	request	may	result	in	the	withholding	of	payment	or	other	legal	remedies,	as	necessary.We	would	like	to	express	our	appreciation	for	the	professional	manner	in	which	you
conducted	yourself	during	the	contract	period,	and	we	look	forward	to	the	opportunity	to	work	with	you	again	in	the	future.If	you	have	any	further	questions	or	concerns,	please	do	not	hesitate	to	contact	us.Sincerely,[Your	Name	and	Signature][Your	Title][Your	Company]	

Closeout	letter	sample.	Sample	contract	closeout	letter.	Cancel	contract	letter	template.	Contract	closeout	letter	template.	Sample	letter	to	cancel	contract.	Contract	closeout	letter.	What	is	contract	closeout.


