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

| Q. Closeout X

o Project Closeout and Handover (PCH)
This process provides guidance and requirements for effective Closeour and Handover of each
Project.
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PROCESS STEPS

START

Role(s): Project Manager

This process should begin early in the Project
lifecycle.

Complete the following:

e  Mark any items that are complete
e Mark any items that are N/A
e  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:

e Make any items that are Complete

e Mark any items that are N/A

e  Click Save Draft to save progress along the
way

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

e  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

Project Closeout and Handover

This process captures a final reselution on all elements of the Closeout process for the Project

* There are no required fields as this can begin at any point in the Project lifecycle

* Make any updates known at this time below

* Click Submit to place in the Project Manager's court for further updates

Testing and Commissioning Requirements
Approved Chemical Change or Addition Request Form:
Comprehensive Testing and Commissioning Plan:
Standard Operating Procedures (SOP):
Operation & Maintenance (O&M) Manuals:

Equipment Manufacturer's Certificate of Installation,
Testing and Instruction:

Wechanical Performance Demonstration (MPD) and
Operator Training:

Initial Plant Performance Tests {IPPT) {24-Hour Period):

Final Plant Performance Tests (FPPT) (2-Week Period):

Punchlist Prepared:

Substantial Completion Certificate:

Project Closeout Requirements

Asset Inventory Spreadsheet (AIS)

Spare Parts and Maintenance Materials:

Guarantees and Warranties Provided:

Contractor's As-Builts:

GIS As-Builts:

As-Built in Powerplan:
Record Drawings (AutoCAD and PDF version):

Project Specifications and Addenda:
Job Photos:

Approved Shop Drawings and RFls:

Permit Closeout (Inspection Certificates, etc.):

All data fields with a red asterisk (*) are required in order to proceed
* Make updates as known in the list below

Once everything is complete, select Submit and click Take Action

O complete O N/A
@] Complete‘f) N/A
O complete O /s

@] Complete":) N/A
@] Cnmplele\:‘ N/A

@] Complete\:‘ N/A

O complete O ny/a
O complete O N/A
O Complete\:‘ N/A

@] Cnmplele\f) N/A

O complete O N/A
O Complete‘:‘ N/A
Q Cnmplele‘f) N/A
O Cumplele@ N/A
O Complete‘:‘ N/A
Q Cnmplele‘f) N/A
O complete O N/A
O complete O N/
O complete O N/A
O Complete‘:‘ N/A
Q Cnmplele‘f) N/A

Click Save Draft in the upper right to save your progress as the Project proceeds
Prior to sending for sign-off, click Pest Project Evaluation to start that process and link together

@ The Closeout Checklist and Project Handover Document (Draft) will be generated and sent for sign-off

Post Project Evaulation:

Exceptions

Post Project Evaluation

Some Closeout Items may not be completed at turnover, but planned timing of these incomplete items should be specifically noted belaw.

Exception Justification: @

Testing and Commissioning Requirements

* Approved Chemical Change or Addition Request Form:
*( h

ive Testing and Commissioning Plan:
* Standard Operating Procedures (SOP):
* Operation & Maintenance (Q&M) Manuals:

Ocomplete O

* Equipment Manufacturer's Certificate of Installation, Testing
and Instruction:

* Mechanical Performance Demonstration (MPD) and Operator
Training:

* Initial Plant Performance Tests (IPPT) (24-Hour Periad):

* Final Plant Performance Tests (FPPT) (2-Week Period):

* Punchlist Prepared:

* Substantial Completion Certificate:

Project Closeout Requirements

* Asset Inventory Spreadsheet (AIS):

* Spare Parts and Maintenance Materials:

* Guarantees and Warranties Provided:

* Contractor's As-Builts:

* GIS As-Builts:

* As-Built in Powerplan:

* Record Drawings (AutoCAD and PDF version):
* project Specifications and Addenda:

Ocemplete O
OcompleteC

OComplete O

Ocomplete O
OComplete O

OcompleteO
Ocemplete O
Ocomplete O

OComplete O

Ocomplete O
Ocemplete D
Ocomplete O
Ocomplete O
Ocemplete O
Ocomplete O
Ocomplete O

Ocomplete O
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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.

e They will memorialize their sign-off in the

Process

e Ifthere areissues, they can select Revise
and click Take Action

e [f 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

Project Closeout and Handover

‘This process captures a final resolution on all elements of the Closeout process

* Manage the routing of the Closeaut in the manner that works best
* The completed Closeout is available to download and route as needed

* Once all signatures are secured, upload the executed version into the Handover Final field below

* Select Signatures Complete and click Take Action

Route Adobe Sign
through AWPMIS:

Handover Details
Asset Owner:
Handover Document:

Closeout Checklist:

Operations Manager:

* Handover Final:

The Process is complete; all applicable fields can be reviewed below in Read-Only format.

Record Documents

Closeout Checklist:

Exceptions

Exception Justification: @

Testing and Commissioning Requirements
Approved Chemical Change or Addition Request Form:
Comprehensive Testing and Commissioning Plan:
Standard Operating Procedures (SOF)
Operation & Maintenance (O&M) Manuals:

Equipment Manufacturer's Certificate of Installation, Testing and
Instruction;

Mechanical Performance Demonstration {MPD) and Operator
Training:

Initial Plant Performance Tests (IPPT) (24-Hour Period):

Final Plant Performance Tests (FPPT) (2-Week Period):
Punchlist Prepared:

Substantial Completion Certificate:

Project Closeout Requirements

Asset Inventory Spreadsheet (AIS):
Spare Parts and Maintenance Materials:

Guarantees and Warranties Provided:

Contractor's As-Builts:

GIS As-Builts:

As-Built in Powerplan:

Record Drawings (AutoCAD and PDF version):

Project Specifications and Addends:

Job Photos:

Approved Shop Drawings and RFs:

Permit Closeout (Inspection Certificates, etc)

Close out Temporary Easements:

Final Inspection:

Change Orders and other modifications to the Contract:
Lien Releases (Signed and Notarized]:

Final Completion Certificate:

Post Project Review:

Warranty Inspaction:

Browse e-Builder

Browse Computer
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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

My Home Dashboard Projects Processes Documents  Calendar Cost Reports Setup

% 0

Reports
AMERICAN WATER P
Filter
Recent Pages... - Folder: | [All Repart Folders
Report: I{:Ioseout Clear
My Personal Reports (1)

Edit | Delete | Export | History  Closeout and Handover - Complete e

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

