CONSTRUCTION ADMINISTRATION SECTION REQUIRED DOCUMENTATION

STATE CONSTRUCTION OFFICE

Copies of letters of notifications of award of contract to contractors from the designer.

Letter from designer stating date and time for pre-construction conference.

Letter from designer stating starting and completion date of project.

Name of prime contractor’s superintendent and telephone number.

Copies of all required monthly progress reports, minutes of monthly conferences, and weekly inspection reports, including inspection reports from consultants involved in the project.  (Form 314 – Weekly Inspection Report & Form 315 – Monthly Construction Progress Report are available on State Construction Office Website* and North Carolina Construction Manual).  Copies of contractor’s monthly pay applications along with “Appendix E”, showing MBE information.

Copies of all required inspection reports of independent testing labs.

Copies of pre-final punch list from the designer (including consultant’s punch lists).

Approved list, including names and addresses, of subcontractors and material suppliers from designers.

Letter from designer stating date and time of formal final inspection.  Letter shall include any punch list items remaining, if any, along with copies of certificates of inspections of state agencies required by state law (Insurance Dept., Labor Dept., etc.).

Letter from designer of punch list items for each contractor tabulated at the formal final inspection, along with a date for completion of all items.

Letter from the designer informing this office when all punch list items have been completed and recommendations concerning assessment of liquidated damages.

Cover letter of materials and manuals of instructions from designer to owner.

Copy of prime contractors’ affidavit of payment of material suppliers and subcontractors.

Copy of prime contractor’s affidavit of release of liens.

Copy of prime contractors’ consent of surety to final payment.

Copies of all inspection and operating certificates required.

Designer’s Certificate of Compliance.

Designer’s Certificate of Completion.

Designer’s Certificate of Compliance for Construction in a Flood-Prone area.  (If applicable)

*The State Construction Office’s Website address is http://www.nc-sco.com

PROJECT COMPLETION DOCUMENTATION LIST
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	*
Certificate of Completion.

*
Certificate of Compliance.

*
Final Certificate of Payment.

*
Consent of Surety Company to Final Payment.

*
Warranties, Guarantees & Manuals of Operation Instructions.

*
Contractor’s Affidavit of Release of Liens.

*
Contractor’s Affidavit of Payment of Debts and Claims.

*
Builders Risk Insurance Cancellation Notice.
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	*
Final Report (per Chapter 600--NC Construction Manual)

*
Full size white bond paper copy of a complete set of corrected original drawings identified as “RECORD DOCUMENT” in the lower right corner of all sheets.  These drawings must bear the Designer’s professional seal. (along with CD/DVD Disc if drawn using CAD) (per Chapter 600--NC Construction Manual.)

Designer forwards to State Construction Office:

*
Certificate of Completion.

*
Certificate of Compliance.


Certificate of Compliance for Construction in a Flood-Prone Area (If applicable.)

*
Final Report

*
Prints of “As Built Drawings”.
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