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, INC
5237 Mallard Estates Dr., Chico, CA 95973

License # 754604

May 4, 2012

TO:
ALL SUBCONTRACTORS AND SUPPLIERS
RE:
COS – NEW SCIENCE BUILDING





CLOSE OUT DOCUMENTS
This project is coming to a close and most of you are already done with your section, or nearing completion.  It is imperative that we have all of your close-out documentation required for your section mailed to our office as soon as possible. Be sure you have our correct mailing address. These should be sent in as soon as your section is complete. Please read your section of the manual carefully to make sure you comply with all requirements (i.e.: your warranties, the manufacturer’s warranties if required, LEED requirements, extra material requested, and operations and maintenance manuals as required; some sections also require as-builts).  Submit two (2) original copies of your warranties and three (3) complete sets of O & M’s with table of contents. There is a Guarantee Form in section 006536. Read the Supplemental Conditions in section 007300 – E3.5.2 through 3.5.8. Change the form to read “Guarantee and Warranty” and make out for one (1) year.
If your section requires extra material, and you drop it off at the School, be sure to have someone sign for the material and fax us a copy with the signature.  When you submit your final certified payroll on the project, be sure to mark it as FINAL.

The retention due on this project will be held until the Owner receives all of the documentation required, and the punch list is completed. Your final progress payment may also be held until your close-outs are received.

Your prompt response to this request will make a smooth closing and not delay any payments, along with receiving your retention check sooner.
IF YOU HAVE SUBMITTED YOUR CLOSE OUT DOCUMENTATION ALREADY, THANK YOU. IF NOT, PLEASE DO SO AS SOON AS POSSIBLE.
Thank you,

Gloria Richeson
Gloria Richeson, Office Manager










     Randy Hill Construction 
                        Phone: 530-892-1918    Fax: 530-899-1919
     Mobile 530-624-6815 


