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The foreman, project manager and superintendent all play a

part in carrying out the following key job close-out activities:

Punch List

As the project winds down, the foreman should develop a plan

for removing the equipment, tools and excess material from the

job site. He also needs to develop a “punch list” while the job
is still mobilized, and he should coordinate this list prepara-

tion with the superintendent and the project manager. The fore- The punch list items should be
man could also invite the general contractor’s superintendent

to walk the job together to develop the punch list. If this is not completed in one week, or with-
an option, the foreman should develop the punch list and then

review it with the general contractor’s superintendent. The GC’s in an agreed-upon time frame.
superintendent may have items to include on the punch list,

or he will have prepared his own list. Compare your list with

his and agree on a final version, and give a copy to the project

manager and his superintendent.

The punch list items should be completed in one week, or with-

in a time frame agreed upon with the GC’s superintendent.

Have the superintendent sign off on the completed punch list

to verify that all items were completed. Send a copy of the com-

pleted list to the project manager.

Notification of Job Completion

When the job is completed, the foreman should notify his

superintendent, who, in turn, will notify the project manager

so that he can finalize the contract amount, document a list of

extras on the job and complete the necessary paperwork so that

appropriate parties can be notified to carry out specific respon-

sibilities that are as follows:

 The warehouse manager/coordinator provides notification

when to pick up the material and equipment on the job site.

 The superintendent provides information about availability

of manpower for future jobs.

 The construction manager notifies accounting that the job

is completed and that there will not be any more labor costs.

 The construction manager and owner have final approval

for contract amount and verify that all material and other costs

have been charged to the job.

 Accounting ensures that final billing can be generated and

that your company can collect the money before your lien rights

run out.

Customer Post-Job Review

When the job is completed, the project managers should con-

duct a Post-Job Review with the customer (their project man-

ager and superintendent). This is an opportunity to get feed-

back about the “positives” and “needs improvement” areas.

Next month we’ll review the questions you should ask the cus-

tomer, and look at the lessons learned, and talk about how to

demobilize and close the job effectively.
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