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ENGINEERING GUIDANCE  2010-06
SUBJECT:  Standard Handout for Final Reports 

PURPOSE:  This guidance is established to standardize the final reports for projects within the region.

CANCELLATION:  This engineering guidance replaces Engineering Guidance 01-03, dated June 2003.
DISCUSSION:  An updated regional standard handout for final reports and close-out documents is attached.  The final report and close-out documents are for planning, environmental, construction, land, and equipment projects.  A final report is required for every grant project.  Projects that are phased over several grants must each have a closeout package that identifies project costs allocated to each grant. A grant covering an earlier phase of a project may be financially closed provided that documentation appropriate to the project phase is included in the closeout and the full documentation will be done when the last grant covering the project completion is closed. 
For paving projects, a summary of the acceptance tests are to be included in the report and will be reviewed by the FAA.  Quality control tests and inspection results are not required to be included in the final report; however the sponsor is to maintain testing information with their project files for three years after construction project has been financially closed.
GUIDANCE:  The attached handout must be used for Airport Improvement Program (AIP) projects in the Northwest Mountain Region. Any suggested changes or comments should be forwarded to, Safety and Standards Branch, Paul Johnson at (425) 227-2622.
REFERENCES:  None.

	APPROVAL:
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  Bill Watson, Manager, ANM-620
  Northwest Mountain Region
  Safety and Standards Branch, Airports Division
	DATE:
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ENGINEERING GUIDANCE 2010-06      
Project Closeout Requirements

1. Project Closeout Requirements (for all types of grants)
The following is a summary of general requirements for all Airport Improvement Program (AIP) project closeout packages. Specific requirements for each type of grant are defined below.  An AIP checklist is also included and must be completed by the Sponsor or Consultant as part of the project closeout. 
a) One signed copy of Final Pay Request on SF 271 for all projects, including Federal Financial Report, SF-425 for letter of credit projects. Do not bind in the final report.

b) Final Payment Summary Worksheet for all projects. Summarize administration, planning, environmental, engineering, Sponsor force account design, construction, Sponsor force account construction, land, and equipment costs, as applicable. (Appendix 1) (Word or Excel forms maybe used) (not required for planning or environmental grants)
c) Summary of DBE utilization including names of DBE firms used, contract amounts, and percent attained as shown on DBE Participation Summary, if applicable. (Appendix 2)
d) Confirm that all Grant Special Conditions were met. 
e) Amendment request justifying a grant increase if allowable costs exceed the grant amount and the grant has not yet been amended to increase the maximum federal share, (planning and environmental grants may not be amended).

f) Final project report for planning, environmental, construction, land, or equipment (as outlined in items 2 through 7 below).
g) Submit required Sponsor Certifications (as outlined in items 2 through 8 below).
2. Final Planning Closeout Report

The following documentation, in addition to the applicable items in paragraph 1 above, must be submitted to closeout an AIP planning grant.

a) Statement that all work identified in the Grant and Scope of Services were completed.

b) Date when Forecasts were approved by FAA.

c) Date when the Master Plan was accepted by FAA.

d) Date when Airport Layout Plan was approved by the FAA. 

e) One copy of ALP drawings in pdf format.

f) Sponsor Certification for Selection of Consultants (Appendix 3)
3. Final Environmental Closeout Report

The following documentation, in addition to the applicable items in paragraph 1 above, must be submitted to closeout an AIP environmental grant.

a) Statement that all work identified in the Grant and Scope of Services were completed.

b) Date when environmental document was approved by FAA.

c) Sponsor Certification for Selection of Consultants (Appendix 3)
4. Final Construction Report (Grants more than $300,000 all phases combined)
The following documentation, in addition to the applicable items in paragraph 1, must be submitted to closeout an AIP construction grant over $300,000. (The $300,000 threshold shall include the total of all phases of the work for the same overall project – design, construction, etc.)
a) Project History, including:
1) Project Location.

2) Work items constructed.

3) Work bid but not constructed with reasons for deletion. 

4) Show the following dates: contract award, notice to proceed, scheduled and actual completion for each contract, final inspection and final acceptance.  Approved time extensions should also be listed and explained if applicable.

5) Brief narrative on methods and sequencing of construction, problem areas, unusual conditions, unique features, and actions taken to address any environmental mitigation measures.

6) List of prime and all subcontractors and work performed.

7) Explanation of any liquidated damages assessed.

b) Administrative

Include a list or narrative describing the costs of all administrative work (advertisement, independent fee estimate, outside legal fees, mailing costs, etc.), with an explanation of what was done, if not obvious.  See AC 150/5100-10B for definition of administrative items. Note that construction equipment acquisition costs are not to be included under administrative costs.
c) Engineering Design and Construction Management

1) Contract date, amount, and FAA approval date for the consultant design and construction management contracts and any amendments.

2) Approved amount and FAA approval date for the use of Sponsor force account design and construction management services, if applicable. Show actual costs broken down for each person and state what work was accomplished.
d) Construction, Sponsor Force Account Construction and Sponsor Procurement of Materials and Services
1) Summary of all change orders and supplemental agreements. Include cost, change order dates, and FAA approval dates, if applicable.
2) Summary of final quantities. Include design quantities and justification if final quantities significantly vary (+/-10%) from design.

3) Final inspection report.  Include a list of any punch list items and schedules of corrective actions giving method, responsible party, and date of correction.

4) One copy of the as-built drawings in PDF format.

5) Summary of test results.  Asphalt (P-401) & Concrete (P-501) PWL calculation tables shall be included in report using the output from the pay adjustment calculations, using the FAA paving payment software. Acceptance testing for P-403 (Appendix 17). Acceptance testing summary for P-152, 154, 155, 208, 209, and 304.  (Appendix 10 &11).

6) Revised Construction Management Plan testing frequencies for paving work that exceed $250,000 to show actual testing frequencies. (Appendix 12)
7) Summary of the Sponsor force account construction work performed (if applicable).  Include type of work, hours and costs for labor and equipment. 
8) Summary of any items acquired by Sponsor directly (materials or services)

e) Submit as-built ALP for FAA review and approval resulting from the project, if applicable.

f) Submit marked up Airport Master Record (Form 5010) and note any changes, if applicable.
g) Pavement Strength Survey (Form 5320-1) updated, if applicable.
h) Sponsor Certification for Selection of Consultants (Appendix 3)
i) Sponsor Certification for Project Plans and Specifications (Appendix 4)
j) Sponsor Certification for Equipment / Construction Contracts (Appendix 5)
k) Sponsor Certification for Construction Project Final Acceptance (Appendix 6)
l) Consultant Certification for Project Testing (paving over $250,000) (Appendix 8)
m) Sponsor Certification of Testing Laboratories (paving over $250,000) (Appendix 9)
5. Final Construction Report (Grants $300,000 and less)

The following abbreviated documentation, in addition to the applicable items in paragraph 1, must be submitted to closeout an AIP construction grants $300,000 and less. 
a) Project History, including:

1) Project Location.

2) Pre and post construction photographs, if no FAA inspection was done.
3) Work items constructed.

4) List of prime and all subcontractors and work performed..

b) Administrative

Include a list or narrative describing the costs of all administrative work (advertisement, independent fee estimate, outside legal fees, mailing costs, etc.), with an explanation of what was done, if not obvious.  See AC 150/5100-10B for definition of administrative items. Note that construction equipment acquisition costs are not to be included under administrative costs.
c) Engineering Design and Construction Management.
1) Contract date and amount for the consultant design and construction management contracts and any amendments.

2) Approved amount and FAA approval date for the use of Sponsor force account design and construction management services, if applicable. Show actual costs broken down for each person and state what work was accomplished.

d) Construction

1) Summary of all change orders and supplemental agreements. Include cost, change order dates, and FAA approval dates, if applicable.

2) Summary of final quantities. Include design quantities and justification if final quantities significantly vary (+/-10%) from design.

3) Final inspection report or post construction photographs.
4) One copy of the as-built drawings in PDF format.

5) Summary of the Sponsor force account construction work performed (if applicable).  Include type of work, hours and costs for labor, materials and equipment. 

e) Submit as-built ALP for FAA review and approval resulting from the project, if applicable.

f) Submit marked up Airport Master Record (Form 5010) and note any changes, if applicable.

g) Sponsor Certification for Selection of Consultants (Appendix 3)
h) Sponsor Certification for Project Plans and Specifications (Appendix 4)
i) Sponsor Certification for Equipment / Construction Contracts (Appendix 5)
j) Sponsor Certification for Construction Project Final Acceptance (Appendix 6)
6. Final Land Closeout Report

The following documentation, in addition to the applicable items in paragraph 1, above, must be submitted to closeout an AIP land grant: 

a) Two signed copies of the revised Exhibit "A" Property Map.

b) "Land Acquisition Cost Breakdown” worksheet. (Appendix 13)
c) A summary of the major project details, negotiations, and unusual conditions (e.g., if purchase price was not equal to the offered amount, explain). Also include a statement on the findings of the Phase 1 Environmental Due Diligence Audit. See sample Final Land Acquisition Report. (Appendix 16)
d) Summary of the amounts for service contracts (land acquisition services, appraisals, review appraisals, negotiations, legal, etc.) and FAA approval date for all contracts over $10,000.
e) Sponsor Certification of Title. (Appendix 15) (see also AC 150/5100-17, Appendix 4, entitled “Guidelines for Sponsor Certification of Title” )
f) Sponsor Certification for Selection of Consultants (Appendix 3)
g) Sponsor Certification for Real Property Acquisition (Appendix 7)
7. Final Equipment Closeout Report
The following documentation, in addition to the applicable items in paragraph 1, above, must be submitted to closeout an AIP equipment grant: 

a) A summary of amounts and FAA approval dates for all contracts and change orders.
b) Show the following dates:  contract award, notice to proceed, scheduled and actual delivery, final inspection and final acceptance.

c) A copy of the final equipment costs.
d) "Inventory of Non-Expendable Personal Property." (Appendix 14).

e) Photographs of equipment purchased (2 copies – one for project file and one for site file).
f) Sponsor Certification for Selection of Consultants (Appendix 3)
g) Sponsor Certification for Project Plans and Specifications (Appendix 4)
h) Sponsor Certification for Equipment / Construction Contracts (Appendix 5)
8. Financial Closeout of Phased Project
The following are the requirements for financially closing an earlier phase of an Airport Improvement Program (AIP) project, where the project is included in more than one grant. An earlier phase of a project may be financially closed at the discretion of the FAA Project Manager provided that documentation appropriate to the project phase is included in the closeout and that full documentation will later be done when the last grant covering the project completion is closed. Phased grants may require a Grant Amendment, as requested by the Sponsor, to change the project description to reflect the actual work completed for the phase. A financially closed grant may not be amended in the future and the grant amount should be fully reimbursed.
a) One signed copy of Final Pay Request on SF 271 for all projects, including Federal Financial Report, SF-425 for letter of credit projects.

b) Complete a Final Payment Summary Worksheet for all projects. Summarize administration, planning, environmental, engineering, Sponsor force account design, construction, Sponsor force account construction, land, and equipment costs, as applicable. (Appendix 1) (Word or Excel forms maybe used) (form not required for planning or environmental grants, but costs must be documented)
c) Submit required Sponsor Certifications, which apply to the project phase. For most this would include the Sponsor Certification for Selection of Consultants (Appendix 3) and if the design has been completed, also include the Sponsor Certification for Project Plans and Specifications (Appendix 4)

d) Project book has all required documents referenced in Index, which apply to the project phase.
AIP Project Closeout Checklist
(for Sponsor or Consultant to complete)

Airport ___________________________    AIP # ____________________

Project______________________________________________________

(Indicate Yes if item is included in documentation or N/A if not applicable.)
	Sponsor or Consultant Checklist Items
	Yes
	N/A

	
	
	

	1.   Project Closeout  Requirements (for all types of grants)
	
	

	a) Final Pay Request SF-271, for all reports, plus SF-425 for letter of credit projects. 
	
	

	b) Final Payment Summary Worksheet, if applicable
	
	

	c) Summary of DBE Utilization, if applicable
	
	

	d) Grant Special Conditions were met 
	
	

	e) Amendment request, if applicable
	
	

	f ) Final Project Report as applicable (planning, environmental, construction, land, or equipment)
	
	

	g) Required Sponsor Certifications, as applicable
	
	

	
	
	

	2.  Final Planning Closeout Report
	
	

	a) Statement that all work in the Grant and Scope of Services were completed
	
	

	b) Date when aviation Forecasts were approved by the FAA
	
	

	c) Date when Master Plan was accepted by the FAA
	
	

	d) Date when Airport Layout Plan was approved by the FAA
	
	

	e) One copy of ALP drawings in pdf format
	
	

	f) Sponsor Certification for Selection of Consultants
	
	

	
	
	

	3. Final Environmental Closeout Report
	
	

	a) Statement that all work in the Grant and Scope of Services were completed
	
	

	b) Date when environmental document was approved by FAA.
	
	

	c) Sponsor Certification for Selection of Consultants
	
	

	
	
	

	4.  Final Construction Report (Grants more than $300,000)
	
	

	a) Project History
	
	

	      1) Project Location
	
	

	      2) Work items constructed
	
	

	      3) Work deleted and reasons for deleting
	
	

	      4) Table of contract dates
	
	

	      5) Narrative on methods and sequencing of construction
	
	

	      6) List of prime and subcontractors and work performed
	
	

	      7) Explanation of liquidated damages
	
	

	b) Administrative Costs
	
	

	c) Engineering Design and Construction Management
	
	

	      1) Consultant Services summary
	
	

	      2) Sponsor Force Account Services summary
	
	

	d) Construction
	
	

	      1) Summary of Change Orders
	
	

	      2) Summary of final quantities
	
	

	      3) Final Inspection Report, with punch list status
	
	

	      4) One copy of the as-built drawings in PDF format.
	
	

	      5) Summary of test results
	
	

	      6) Revised construction management plan showing actual testing frequency
	
	

	      7) Summary of Sponsor force account construction work, if applicable 
	
	

	      8) Summary of any items acquired by Sponsors directly (materials, etc.)
	
	

	
	Yes
	N/A

	e)  Submit as-built ALP resulting from the project, if applicable
	
	

	 f) Submit marked up Airport Master Record and note any changes, if applicable.
	
	

	g) Pavement Strength Survey (Form 5320-1) updated, if applicable
	
	

	h) Sponsor Certification for Selection of Consultants
	
	

	i) Sponsor Certification for Project Plans and Specifications
	
	

	j) Sponsor Certification for Equipment/Construction Contracts
	
	

	k) Sponsor Certification for Construction Project Final Acceptance
	
	

	l) Consultant Certification for Project Testing  (paving over $250,000)
	
	

	m) Sponsor Certification of Testing Laboratories (paving over $250,000)
	
	

	
	
	

	5.  Final Construction Report (Grants  $300,000 and less)
	
	

	a) Project History
	
	

	      1) Project Location
	
	

	      2) Pre and post construction photographs, if no FAA inspection was done
	
	

	      3) Work items constructed
	
	

	      4)  List of Prime and Subcontractors and work performed
	
	

	b) Administrative Costs
	
	

	c) Engineering Design and Construction Management
	
	

	      1) Consultant Services summary
	
	

	      2) Sponsor Force Account Services summary
	
	

	d) Construction
	
	

	      1) Summary of Change Orders
	
	

	      2) Summary of final quantities
	
	

	      3) Final Inspection Report or post construction photographs
	
	

	      4) One copy of the as-built drawings in PDF format
	
	

	      5) Summary of Sponsor force account construction work, if applicable
	
	

	e)  Submit as-built ALP resulting from the project, if applicable
	
	

	f) Submit marked up Airport Master Record and note any changes, if applicable.
	
	

	g) Sponsor Certification for Selection of Consultants
	
	

	h) Sponsor Certification for Project Plans and Specifications
	
	

	i) Sponsor Certification for Equipment/Construction Contracts
	
	

	j) Sponsor Certification for Construction Project Final Acceptance
	
	

	
	
	

	6.  Final Land Closeout Report
	
	

	a) Revised Exhibit “A” Property Map (2 signed copies)
	
	

	b) Land Acquisition Cost Breakdown worksheet
	
	

	c) Summary of major project details, negotiations, and unusual conditions
	
	

	d) Summary of amounts for service contracts (appraisals, acquisition, etc.)
	
	

	e) Sponsor Certification of Title
	
	

	f) Sponsor Certification for Selection of Consultants
	
	

	g) Sponsor Certification for Real Property Acquisition
	
	

	
	
	

	7.  Final Equipment Closeout Report
	
	

	a) Summary of contract approvals
	
	

	b) Show the following dates: (contract award, NTP, delivery, acceptance, etc.)
	
	

	c) Copy of final equipment costs
	
	

	d) Inventory of Non-Expendable Personal Property
	
	

	e) Photographs of equipment purchased (two copies)
	
	

	f) Sponsor Certification for Selection of Consultants
	
	

	g) Sponsor Certification for Project Plans and Specifications
	
	

	h) Sponsor Certification for Equipment/Construction Contracts
	
	


(Indicate Yes if item is included in documentation or N/A if not applicable.)
	FAA Project Manager Action Items Checklist 
	Yes
	N/A

	
	
	

	a) Final Closeout Report meets requirements and checklist items addressed
	
	

	b) As-built ALP sets signed and sent to sponsor with letter, Safety & Standards for Part 139 airports, and to ADO files  
	
	

	c) Airport Master Record (5010) revisions sent to AAS-330.
	
	

	d) Inventory of Non-Expendable Equipment form and photo put  in project and airport site files, if applicable
	
	

	e) DBE summary sent to Civil Rights office, if applicable
	
	

	f) Project book has all required documents referenced in Index 
	
	

	g) Pavement Strength Survey (5320-1) put in office pavement file, if applicable
	
	

	h) Grant Special Conditions were met
	
	

	i) Final project financial report submitted for approval
	
	


Forms and Certifications

Appendix 

1. Final Payment Summary Worksheet 

2. DBE Participation Summary
3. Sponsor Certification for Selection of Consultants
4. Sponsor Certification for Project Plans and Specifications
5. Sponsor Certification for Equipment/Construction Contract
6. Sponsor Certification for Construction Project Final Acceptance
7. Sponsor Certification for Real Property Acquisition
8. Consultant Certification for Project Testing

9. Sponsor Certification of Testing Laboratories
10. Acceptance Testing Summary for P-152, 154, 155, 208 & 209
11. Acceptance Testing Summary for P-304 
12. Construction Management Plan Revision for actual testing
13. Land Acquisition Cost Breakdown
14. Inventory of Non-Expendable Personal Property
15. Sponsor Certification of Title
16. Sample Final Land Acquisition Report
17. Acceptance Testing for P-403
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