Appendix K: Project Completion
K.3 — ADMINISTRATIVE RECORD CONTENTS

K.3.b Contracts Should Receive:

AJE Performance Evaluation — SF-1421

Advanced Procurement Plan

Acceptance and Rejection Memorandum

Accident Reports

All Incoming & Outgoing Construction
Related Correspondence, including
e-mails

Approved Safety Plan

Award Documents

Beneficial Occupancy Inspection

Bid Package

Bid Schedule

Blasting Safety Plan

Capability Criteria and Evaluation Plan

CD Package

Certificate of Fund Availability — Original

Completion Reports

Construction Management Firm
Mobilization Memorandum

Construction Management Performance
Evaluation

Construction Management Task Order

Construction Mgt. Firm Employee
Memorandum

Construction Performance Evaluation Form
Construction Progress Meeting Minutes
Contract Modification

Contracting Officer’s Directive Letter
Contractor Evaluation

Contractor Quality Control - Daily Diaries
Construction Closeout documents

COR Appointment Letter

Cost Estimate

Cure Notices

Daily Field Reports

Davis Bacon Wage Rate Request

Design Deficiencies

Director’s Approval — Copy

Final Inspection - Original

Final Payment Memorandum

Fund Certification and COR Letter

Indefinite Quantity Contract

Inspection and Acceptance Memorandum
Insurance Reports or Certification or Proofs
Interagency Agreements

Invoices

Irregularities in Bids

Labor Violations

Lack of Progress Letter

Latent and Patent Defects

Letter of Acceptance

Letter of Decision

Letter of Substantial Completion - Original
Meeting Minutes

Miller Act Response

Modifications

Monitoring Costs, Budget and Contract
Administration Memorandum &

Mylar Original Construction Drawings for
eventual routing and filing in TIC

Negotiations: include Request for Proposal,
Government Estimate, A/E Proposal,
Comparative Analysis, Technical Review,
Discussion of Hours & Costs Memo,
Solicitor’s Review, etc.

Notice to Proceed
Notification of Termination

Operational Preview Mtg. Minutes &
Comments

Operational Review

Original Advance Acquisition Plan
Original Pay Estimates

Partnering Meeting Minutes

Payments, including Pay Estimates,
Performance Evaluation, etc.

Payrolls

Performance and Payment Bonds Checklist
Planning Cost Estimates

Post Award: Not-to Exceed

Post Occupancy Evaluation

Pre-Award Documents

Pre-Construction Conference Meeting
Minutes

Pre-Negotiation Position

Price Memorandum

Price Negotiation Memorandum

Progress Payment Memorandum

Progress Schedules

Project Analysis

Project Estimates

Punch List

Punch List Completion - Original

Purchase Request

Quiality Control Plan

Rejection of Work Letter

Release of Claims

Release of Claims Memorandum: Reports

Request for Information

Request for Price Proposal

Request for Proposal

Requisitions

Scope of Services

Scoring and Ranking Sheets

Secretary of the Interior Approval —
Original

SF-1886 for Small Business

Shop Drawing Transmittals (At Project
Completion)

Site Visit Inspection Report

Solicitation Amendments

Source Solicitation Decisions

Submittals Letter

Surety Bond

Task Order documents

Task Order Closeout

Technical Evaluation Panel Memorandum
(TIC*)

Utility Correspondence & Related Contract
Actions

Value Engineering Change Proposal

Warranty of Construction



	K.3 – Administrative Record Contents
	K.3.b Contracts Should Receive:


