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American Water Quick Reference Guide 
 

PROJECT CLOSEOUT AND HANDOVER 
The Project Closeout and Handover is used to confirm and record activities as well as memorialize the locations of specific itesm 
to streamline future searches. 

WORKFLOW 

 
 

OVERVIEW 
1) Select the Project to begin the Project Closeout and Handover 

o The Project Name will appear in the drop-down next to Project Processes once you go to Step 2 
2) Go to Processes on the Project Menu (left hand side of the screen) 
3) Click Start Process in the upper right 

 
4) Start typing the process name or scroll through to select Closeout and click Start in the lower right 
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PROCESS STEPS 

START 
Role(s): Project Manager 

This process should begin early in the Project 
lifecycle.  

Complete the following: 

• Mark any items that are complete 

• Mark any items that are N/A 

• Click Submit to route for review  
 

The Process will remain open in the court of 
whomever is in the AW Update Closeout Role for 
the Project. 

 
  

AW UPDATE CLOSEOUT 
Role(s): Project Manager 

Complete the following: 

• Make any items that are Complete 

• Mark any items that are N/A 

• Click Save Draft to save progress along the 
way 

• Determine if the Closeout will be routed 
within AWMPIS or outside 

• Once all items are addressed and the 
Project is ready for handover, select Submit 
and click Take Action to generate the 
Closeout Checklist and Handover 
Document 

 
 

  

CLOSEOUT CHECKLIST 
No User Interaction 

AWPMIS will generate a PDF that captures the 
entire Closeout Checklist, storing it in the 
designated folder 
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HANDOVER DOCUMENT (DRAFT) 
No User Interaction 

AWPMIS will generate a PDF that captures the 
Project Handover Document (Draft), storing it in the 
designated folder. 

 

ADOBE SIGN WITHIN EB 
No User Interaction 

AWPMIS will evaluate if the Project Manager chose 
for the process to route within AWPMIS or outside. 

 

PM MANAGE ROUTING FOR SIGNATURES 
Role(s): Project Manager 

The Engineering Project Manager and Asset Owner 
will receive a copy of the Closeout Checklist and 
Handover Document via email. 

• They will memorialize their sign-off in the 
Process 

• If there are issues, they can select Revise 
and click Take Action 

• If everything is as expected, a Final 
Handover Document will be generated 
(recording the Date / Time of sign-off)  

 

  

FINAL HANDOVER DOCUMENT 
No User Interaction 

AWPMIS will generate a PDF that captures the 
Project Handover Document (Final), recording the 
Date / Time of Sign-off, attaching the Closeout 
Checklist and store it in the designated folder. 

 

  

FINISH 
All information in the Process is available in Read-
Only format 
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REPORTS 
Several foundational reports have been configured to support the Project Closeout and Handover.  To find the reports: 

1) Go to the Reports Tab 
2) Begin to type “Daily” into the filter box 
3) Select the desired report from the list to run 

. 

These reports are designed to present core information for reporting and understanding.  All AWPMIS users can create their own 
personal variations based on these reports.   

Additional information about AWPMIS Reports can be found on the landing page; click here or type “amwater.com/PMISTraining” to 
view the currently available QRG options. 

 

https://authoring-amwater-prod.awapps.com/corp/Partners-Suppliers/Suppliers/e-builder-training-trimble-unity-construct

