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Chapter 10 - Contract Completion 
 
 
1-1000 General 
 
This Chapter contains guidelines that are followed on projects inspected and administered by the Department and 
their subcontracted consultants.  For projects that are administered by municipalities refer to the Municipality 
Manual and updates.  
 
 
1-1001 Opening to Traffic or Occupancy 
 
 The Inspector must record the date the project is opened to traffic or occupancy in the job records.  On Interstate 
projects, the Assistant District Engineer must notify the Construction Division Chief of the opening date. 
 
On occasion, the Department and or other interested agencies/parties may want to publicize the opening of a 
transportation facility to the public.  When it is anticipated that a transportation facility, or major portion thereof, 
will be opened to the public, the District should notify the Office of Construction Liaison Engineer at least 14 days 
prior to the anticipated opening.  Examples of events requiring notification include opening of: 
 

• New or reconstructed roadways 
• Additional travel lanes or new operational lanes 
• Completed structures 
• New or reopened highway ramps 
• Facilities reopened after emergency events 
• Opening parking, rail or other transportation facilities 

 
Notification should be as far in advance as possible preferably two weeks ahead of the tentative opening date, so 
that arrangements can be made with the Director of Communications, the FHWA and other interested agencies 
regarding ceremonies for the opening. 
 
 For roadways and bridges, all traffic-control devices must be in place prior to the scheduled opening date—all safety 
devices installed, all pavement markings in place, and all temporary and permanent signs erected.  For other 
transportation facilities the facility must be ready and approved for occupancy.  If for any reason this work cannot be 
completed prior to the scheduled opening, the District Office and the Office of Construction Liaison Engineer 
should be notified immediately and advised of the revised opening date. 
 
  
1-1002  Semifinal Inspection 
 
 When the project is nearing completion and all structures and other elements of the project have been constructed, 
the Project Engineer will notify the Transportation Supervising Engineer that the project is ready for a semifinal 
inspection. The Project Engineer will coordinate with the Transportation Supervising Engineer to determine the date 
of the semifinal inspection and notify the involved participants.  Representatives of the following offices usually 
participate in the semifinal project review.  The list must be adjusted depending on the type of project. 
 

• the Contractor, 
• District Construction, 
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• Traffic, 
• Highway and Bridge Design, 
• Environmental Planning 
• Surveys and Plans, 
• Roadside Development, 
• Maintenance,  
• Bridge Safety, 
• Bridge Maintenance, 
• Highway Operations, 
• Federal agency on federal-aid projects, 
• Town officials, if appropriate, 
• Utility companies, if applicable,  
• Other parties invited to the preconstruction meeting, and 
• Other involved parties, if applicable 

 
 All details of the work completed to date must be carefully reviewed by the semi-final inspection party to determine 
the remaining work that must be done by the Contractor to fulfill the obligations of the Contract as well as any 
extras or additions that may be required to satisfactorily complete the Project.   
 
 All findings of the semi-final inspection must be carefully documented. Questions relating to the status or 
acceptability of the completed work, the work required on the remaining items, and any additional work required 
should be positively resolved at this time.  A letter documenting the semi-final inspection report is sent to the 
Contractor.  
 
The Chief Inspector will record the dates that the remaining contract work and any corrective work noted on the 
semi-final inspection report were completed.  The Chief Inspector will also notify the Project Engineer when all 
items noted on the report have been satisfactorily addressed and the Project is ready for a final inspection. 
 
 
1-1003 Notice of Substantial Completion and Stopping Contract Time 
 
The project work is considered complete when all items of work under the Contract have been accomplished and all 
items noted in the semi-final inspection report have been satisfactorily addressed; however, under certain conditions 
the Project may be deemed substantially complete and the time charges under the Contract stopped in advance of the 
completion of all aspects of the work.  A project may be considered substantially complete when the improvements 
contemplated by the Contract are safe and convenient for use by the Department and the Public, and all of the 
following conditions have been met: 
 

• A semi-final inspection has been conducted documenting all the remaining work required on the Project. 
• All traffic lanes including shoulders and ramps are in their final alignment and the final wearing surface 

has been installed. 
• All operational and safety devices have been installed in accordance with the contract documents. 
• Only a minor amount of work remains to be completed on the project.  The value of the remaining work 

(contract work plus punchlist work) should be less than one percent (1%) of the total final contract 
price. 

• The incomplete work will not affect the safety or operations of the transportation facility. 
• The incomplete work will not affect the terms or conditions of any environmental permits. 
• The actions required to complete the remaining work will not significantly impact the Public or the 

operations of the facility. 
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If all the conditions described above have been met, the Project Engineer should notify the Supervising Engineer 
that the Project may be substantially complete.  The Supervising Engineer will then review the Project and the 
remaining work.  If the Supervising Engineer is in agreement with the Project Engineer’s assessment, then a CON-
100, Contact Status Form, will be prepared noting the date on which the Project was substantially completed.  Please 
refer to Figure 1-2.1 of Volume 1, Chapter 2 located on page 1-2.3 for a copy of the form.  The form must be 
prepared within 7 days after the date of substantial completion and forwarded to the Assistant District Engineer for 
signature.  The original CON-100 will be signed by the Assistant District Engineer and distributed to all concerned.  
The Contractor will also be notified by letter that the time charges on the project have stopped. 
 
 
1-1004 Final Inspection  
 
 The District will conduct the final or partial final inspection.  They will notify the Liaison Engineer in the Office of 
Construction of the date to afford them the opportunity to attend the final inspection. The person conducting the 
inspection will be at the Supervising Engineer level or higher.  Upon completion of the inspection, the District will 
furnish a copy of the inspection report to the Liaison Engineer.  If there are exceptions noted at the final inspection, 
then a subsequent inspection will be scheduled when the exceptions have been addressed.  The Chief Inspector will 
record the dates the remaining contract work or corrective work noted on the final inspection report were completed 
for inclusion in the Project records.  Also after the remaining or corrective work has been completed a supplemental 
final inspection must be performed and a report prepared.  At the Supervising Engineers discretion this supplemental 
may be preformed by the Project Engineer. 
 

 
 1-1004A Partial Final Inspection & Partial Relief of Responsibility: 
 
 On projects consisting of two or more individual, geographically separated sections of roadways, a final inspection 
of individual, fully completed sections will be arranged in response to a specific request by the Contractor. A 
Contractor’s request will only be considered when: 
 

• A significant portion of the work has been completed for which the Department can take unconditional 
ownership. 

• Traffic is in final alignment. 
• Subsequent work on the Project will not impact the completed section. 

 
If the Contractor’s request meets the above requirements, then a semi-final inspection as described in Section 1-1002 
will be scheduled for that portion of the work.  When all work identified in the semi-final inspection has been 
satisfactorily completed as determined by the Chief Inspector and Project Engineer, then a partial final inspection 
will be scheduled for the work in question.  Upon successful completion of the partial final inspection, the District 
Engineer will notify the Contractor that the specific portion of work is acceptable and that the Department accepts 
responsibility for the completed work.  The appropriate Department offices including the responsible maintenance 
officials (municipal or state), the Bridge Safety and Evaluation Unit, and the Office of Construction shall be copied 
on this relief of responsibility letter.  Such partial acceptance of the work does not affect any other requirements 
governing the completion and acceptance of the Contract as a whole. 
 
 
1-1005  Termination of Contractor's Responsibilities & Certificate of Acceptance of Work 
 
 The construction work is considered completed when the final inspection has been held, any additional work and the 
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final cleanup have been completed, and all equipment has been removed from within the project limits.    When 
these requirements have been met, the Transportation Supervising Engineer will have the prescribed Certificate of 
Acceptance, Form CON-500 prepared, and forward it to the District Engineer for signature.  The CON-500 is then 
sent to the Construction Division Chief for final approval.  Form CON-500 is shown in Figure 1-10.1 below.  The 
form must clearly identify all sections of roads or transportation facilities covered by the Contract, as well as all 
bridges or structures and the maintenance responsibility.  If the road is town-maintained, all agreements covering the 
work (type and date) must be recorded on the CON-500. The Office of Construction will forward the signed 
Certificate of Acceptance to the Contractor letter.  On projects owned or maintained by a municipality, a copy of the 
CON-500 should also be forwarded to the designated Municipal Official of the municipality. 
. 
 
 
 Figure 1-10.1  Certificate of Acceptance of Work (Form CON-500) 
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1-1006 Form FHWA-47—Statement of Materials and Labor Used 
 
Section VI of the Required Provisions of Federal-Aid Contracts, issued by the Federal Highway Administration, 
requires on federal-aid Contracts on the National Highway System a complete record to be kept of the total costs of 
all materials purchased and incorporated in the work. The required information is compiled on Form FHWA-47 
when the project is in English units and FHWA-47M when the project is in metric units.  It is not required on 
projects costing less than $1,000,000.  
 
The requirements for submission of Form FHWA-47 are provided in the special provisions for each Contract. Refer 
to the Figures 1-10.3a - d for samples of Form FHWA-47 and FHWA-47M.  The FHWA-47 and FHWA-47M are 
available on the internet at http://www.fhwa.dot.gov/programadmin/contracts/fhwa47.pdf and 
http://www.fhwa.dot.gov/programadmin/contracts/fhwa47m.pdf, respectively.  
 
On completion of the Contract, the Contractor completes and submits Form FHWA-47, through the District 
supervising the work, to the Office of Construction (original and two copies). The items must be checked as to 
quantity and average unit costs. The original and one copy are sent to the Division Engineer's Office, Federal 
Highway Administration.  A record of the date of receipt from the District, date forwarded to the Federal Highway 
Administration, date accepted by the Construction Division Chief, date accepted by the Federal Highway 
Administration, and any other extraordinary information or circumstances must be made.   Final payment to the 
Contractor should not be made until Form FHWA-47 has been accepted by the Construction Division Chief.  
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Figure 1-10.3a  Form FHWA-47 
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Figure 1-10.3b  Form FHWA-47 instructions 
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Figure 1-10.3c  Form FHWA-47M 
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Figure 1-10.3d  Form FHWA-47M Instructions 



Construction Manual   

   
  Volume 1 
1-10.10  ver. 1.2 (April 2006)     Contract Completion 

 
 
 
 
 
 

 
1-1007  District and Headquarters Final Review 
 
The District is responsible for ensuring that all final estimates are reviewed to ensure that all source documentation 
has been compiled in accordance with the Construction Manual and other pertinent directives and that all pay 
quantities have been measured and paid for in accordance with the Standard Specifications or special provisions of 
the Contract.  The District will conduct sufficient review of the project records to ensure that these requirements 
have been complied with.   
 
Once the District review of the project records is complete the records will be forwarded to the Office of 
Construction for a final review.  Guidelines for performing a final review of the project records are contained in 
Volume 1, Chapter 11. 
 
 
1-1008  Checks to Final a Project 
 
The following are some important points in finalizing a project. 
 

• Records of daily cost-plus work must be checked to the satisfaction of the examiner. Particular attention 
must be directed to the labor and equipment rates, taking of discounts when available, insurance rates, and 
taxes on labor. The receipted bills must be checked and correspond with the Daily Reports of Cost Plus. 
When found satisfactory, the Daily Reports of Cost Plus and receipted bills are stapled together with date 
and initialed in the upper left-hand corner. 

 
• A Final Material Certification must be requested from Research and Materials as soon as final quantities 

have been established.  To accomplish this, the District will forward to the Director of Research and 
Materials, copies of the Federal Voucher Report and all nuclear density compaction reports.  

 
• The final federal voucher must be checked in its entirety with the original Contract and all Construction 

Orders to ensure that the final quantities are correct and in order. When checked, the final estimate is 
initialed by the checker just above the “Examined and Checked” box. 

 
• The statement of working days, as submitted in detail on the Construction Report, must be carefully 

checked with existing office records. 
 

• The Construction Report is checked for accuracy, completeness and signatures. All lengths of projects are 
given in horizontal measurements. If found correct, the Construction Report is initialed in the upper left-
hand corner. 
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• Under “Work Done By Others” in the Construction Report, show the division doing the work with a brief 
description, service order numbers, and stores requisition numbers. Examples are: 

 
   “Maintenance forces,” 
   “Materials Furnished by State—SR-G 18632, SR-G 35678,” and 
   “Transfer of Materials—TV-18610, TV-26783.” 

 
If the work is performed by subcontractors of utility companies, list the companies and describe the work. 

 
• Confidential information of value to the Contracts Section in prequalification should be excluded from the 

Construction Report and should be made available in a separate confidential memorandum.  
 
• The Index of Construction Orders must be checked with the Orders on file.  

 
• A Cost Overrun Report must be completed, when necessary, and transmitted to the Office of Construction. 

 
 
1-1009 Final Estimates 
 
 The District processes the final estimate to release retainage and any other withholdings, if the releases are 
authorized.  The releases can be made on the semifinal estimate.  In most cases, final estimates are zero estimates—
they include no payments to Contractors.  Once the final payment estimate has been processed, the project is ready 
to be processed for acceptance. 

 
 If the final estimate involves a payment to the Contractor, the final estimate must be processed by the District within 
six weeks after the District establishes the acceptance date.  This allows two weeks for processing payments to the 
Contractor.  Final estimates submitted after the six-week period must contain a full explanation of the delay.   
 
   
1-1010 Acceptance of Contract 
 
 The Contract may be accepted when the work on the project is completed, the construction signs are removed, and 
all supporting information, reports and forms are submitted and accepted within established Department procedures.  
 
The following items should be initiated or completed before acceptance of the project is considered: 
 

• All contract work has been completed and a Certificate of Acceptance of Work (CON-500) has been 
issued. 

 
• Headquarters final review (completed); 
 
• Final Change Order (processed); 
 
• Final Estimate (initiated); 

 
• All reports and forms required on federal-aid projects (completed);  

 
• The correct submission of all documents required under the terms of the Contract; 
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• warranty requirements met (i.e. all terms and conditions of the warranty must be satisfied)  If the project 
includes an extended warranty that would delay acceptance of the project, the District should notify the 
Office of Construction; and,  

 
 

The Certificate of Acceptance of Project, Form CON-501, and transmittal letter to the Contractor is prepared in the 
District Office within 30 days of the Contractor completing all of the contractual requirements.  All copies are sent 
to the Office of Construction for signature by the Construction Division Chief.  Normally, the final package 
documents should be complete by this time; if not, the District still must send the transmittal memorandum for the 
final packet.  This memorandum must identify the missing items and provide an explanation and probable date the 
items will be forwarded.  The Office of Construction will complete the Form CON-501 and send it to the Contractor 
via letter.  The acceptance date is recorded in the Office of Construction’s “Contract Record Database.” 
 
 Figure 1-10.4  Certificate of Acceptance of Project (Form CON-501) 
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 1-1011 Final Papers 
 
To final a project a finals package must be put together and forwarded to the Office of Construction.  Figure 1-10.5 
shows the transmittal memorandum that is used to forward these documents. 
 

Figure 1-10.5   Final Transmittal Memorandum 
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 The final submittal requirements for each category of project are shown in Figure 1-10.6.  The table lists the number 
of copies of each document required for the different category types that are commonly encountered.  For Projects 
that do not fit into any of the listed categories or fall into multiple categories contact the Office of Construction to 
determine the required paper work. 
 

Figure 1-10.6  Table for No. of Attachments for Final Transmittal Memorandum 
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Figure 1-10.7a  Construction Report 
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Figure 1-10.7b  Construction Report (continued) 
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Figure 1-10.8  Financial Summary Checklist 

 Financial Summary Checklist 
 Contract No. _____________ 
 
Project No.______________ 
 
FAP No.________________ 
 
 Part. Non-Part. Total 
Federal Voucher Report $_____________ $_____________ $_____________ 
 
Final Construction Order $_____________ $_____________ $_____________ 
 
Final Estimate $_____________ $_____________ $_____________ 
 
Const. Unit Summary Total   $_____________ 
 
 
 
Project No.______________ 
 
FAP No.________________ 
 
 Part. Non-Part. Total 
Federal Voucher Report $_____________ $_____________ $_____________ 
 
Final Construction Order $_____________ $_____________ $_____________ 
 
Final Estimate $_____________ $_____________ $_____________ 
 
Const. Unit Summary Total   $_____________ 
 
 
Combined Project Total (if applicable)  $_____________ 
 
 
The purpose of this checklist is to be sure all Final Document Totals agree with each other and with the 
Construction Unit Summary. 
 
This form is to be used for State funded projects as well as Federal funded projects. 
 
If the project is 100% State funded, disregard the FAP No. item and the Federal Voucher Report item. 
 
ALL figures should agree. 
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Figure 1-10.9 Project Cost Overrun Report 
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Figure 1-10.10a  Pavement Evaluation Form 
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Figure 1-10.10b  Pavement Evaluation Form (continued) 
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1-1012  Submission of Final Documents to other offices and Agencies 
 
For all projects with FHWA funding, the Federal Billing Unit and FHWA Connecticut Division need to be notified 
when all final paperwork supporting documents have been completed; and for all projects with FAA funding, the 
Bureau of Aviation and Ports needs to be notified.  Shortly after the CON-501 is signed by the Construction 
Division Chief and all supporting documents have been received by the Office of Construction, the Fiscal 
Administrative Officer prepares correspondence transmitting the documents.   Figure 10.11 and Figure 10.12 are 
samples of the memorandum sent to the Federal Billing Unit and letter sent to the FHWA Division Administrator 
when FHWA funding is involved.  A memorandum similar to the one shown in figure 10.11 is sent the Bureau of 
Aviation and Ports when FAA funding is involved. 
 

Figure 1-10.11  Sample Memorandum to Federal Billing Unit 
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Figure 1-10.12  Sample Letter to FHWA Division Administrator 

 
 
 
 
 
 
 

 (860) 594-2660 
 
 
Division Administrator 
Federal Highway Administration-Connecticut Division 
628-2 Hebron Avenue, Suite 303 
Glastonbury, Connecticut  06033-5007 
 
Dear Mr. _________: 

 
        Subject:  Submission of Final Documents 

 
Attached for your information are the following supporting documents: 
 
            CON-501 
  Construction        Certificate of  
State No. FAP No. Report           FHWA 47 Acceptance of Project 
 
          
 
          
 
          
 
          
 
          
 
Please acknowledge receipt of the above by signing and returning the attached copy of this letter. 
 

 
 Very truly yours, 
 
 
 
  
 Construction Division Chief 
 Bureau of Engineering and  
 Highway Operations 
 

 
    
FHWA Division Administrator Date 
 
 
  / 
cc:   (name), FHWA 
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1-1013  Consultant-Inspected Project 
 
After the construction work is completed on a consultant-inspected project, the consultant is required to complete all 
inspection-related paperwork before the consultant's personnel are released from the project. The District should 
ensure that sufficient staff is maintained by the consultant at the site to complete the paperwork within a reasonable 
time—generally, 30 to 60 days after completion of the work. 
 
 If, upon completion of all paperwork, it is not possible to process the final Construction Order or final estimate 
because of outstanding corrective work and administrative submittals from the Contractor, the District may deem it 
in the State's interest to terminate the consultant and complete the remaining processing with State forces.  When 
this is the case, the project records should be examined by the District, and the consultant should make any 
necessary corrections before being released from the project.  Consultant staff do not have to stand by on a project 
while the audit is prepared, but they must be available when requested to correct any errors or omissions. 
 
 Consultants must complete all project-related paperwork before they are released from their responsibilities under 
the consultant agreement. 
 
 
1-1014 Storage of Revised Plans and Notebooks 

As soon as the project is complete, the Chief Inspector must put together a complete set of white paper tracings with 
all as-built information compiled during the project and have prepared a complete set of as-built Mylar drawings for 
the project. The revised plans and cross-section tracings are then sent to the Map File Room.  Refer to Section 1-326 
‘Final Revisions of Plans and Cross Sections (As-Builts)’ for revision requirements.  For Consultant inspected 
projects, the Consultant is responsible for preparing the as-built Mylars.  
 
The Inspectors' notebooks and all supporting project records are stored in an approved, safe and secure area at the 
District Office until arrangements can be made for storage at the Department of Transportation Records Center or 
archive storage at the District Office. 




