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About

The Substantial Completion application is used to request and approve a certificate of substantial completion for a
subproject.

Workflow Diagram
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Process Overview

The GC with the active project will initiate the Substantial Completion request, completing the form with all necessary
dates and information. The GC submits the request requiring the DocuSign of the GC, PO, and SPO. At this time, the PO
will also create and submit the Substantial Transfer Package. This is where the documents required for substantial
completion will be uploaded.

Please see the Substantial Package — CAMP Training Guide for more information on how to create and submit the
substantial package. The SPO and CPO will navigate to the substantial package to review the documents required for
substantial completion.

The CPO needs to PIN sign the request and then the AEoR will need to determine if the Substantial Completion request
is valid. Revisions to the substantial completion files should be addressed through email. If deficiencies are required, the
AE can create the Deficiency List. The substantial completion request cannot be signed or completed until all deficiencies
have been resolved.

If deficiencies are not required or the deficiency list has been approved, the AE will PIN sign and send to the DM for
DocuSign. The CPO will be the final individual to DocuSign and receives a task inside of CAMP to identify the Substantial
Completion date.

Upon identification of the date and approval, a Substantial Completion memo and certificate will be distributed to
recipients.
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Step-by- Instructions
GC/CM Firm Creates Substantial Completion

1. Go to Project Finder > Select desired project

"F‘- Project Finder CO000T5848-L.5000% - ROZ0 Masoney Fa
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2. Go to Apps > All Apps> Select the Closeout App

“— Recent Q Bearch
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Select the Substantial Completion tab

Click New

Enter Date of Substantial Completion (certified by GC)

Click Save/Close to save a Draft. You have not submitted the Certificate at this point.

oukWw
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Fay External REQMT-CM3

SCA CM Firm 3

Cl Closeout C000015848-LS0005 - RO30 Masonry  Z° e

<« Closeout Item: Substantial Completion

B R =1
E Project Finder

Q,  Default c # [  SubstantialCompletion New (@ I X
s

HH Apps Date of Request Date of Substantial Completion AEoR Adam SCA In House AEoR

Deficiencies Commissioning Transfers FMSI

*

HH > SECTIONS
PROJECT INFORMATION

Q, search v DETAILS
DETAILS
DATES & WORKFLOW

ﬁ . Date of Request

as| 11/15/2022 8 SIGNATURES
COMMENTS
Messages . .
ate of Substantial Completio... B

REFERENCES

Field is required.

Cl # Closeout

v DATES & WORKFLOW

Workflow Status  New
Save / Close v
0 Item(s)

(|_) Getting Started

You last logged in Tuesday, November 15, 2022 at 10:55 AM Eastern Time (US & Canada) 1.9.36.76 - DEVDIAGNOSTICS | 4 kahua

Edit Substantial Completion Request
You can make changes before submitting by clicking Edit, then Save/Close when finished.

Cl Closeout C000015848-LS0005 - RO30 Masonry £ e fizy Externa REQMECK'S

Closeout Items G Deficienci Commissioning Transfers FMSI

& 2

B B < Nw SEN® m VIEW DELETE HISTORY GOURL ¥
E Project Finder . . . |

Q  pefaut v C b= Substantial Completion Preview |0 I1 X
EEE Apps Date of Request Date of Substantial Completion ~ PROJECT INFORMATION > SECTIONS |

11/15/2022 ° PROJECT INFORMATION | |
Q Search Expense Contract €000015848 - LSO005 - SCAGC 1 - i
R0O30 Masonry DETAILS

7. Click Submit for Approval

o e Y LT e s i PN
Sariaw Prgect Offcar  Wosh SC4 PLM-CW- 9

cl Chonacrnl Chindl Progect Officer  Donea S0k Pl L0
Afoll ddwer T0A I Houne AF ol

v Sasned

w DETAILS

Buiberat Tor Appresal

1]

DocuSign Approvals — GC, PO, SPO

1. Go to email account (external) > Select email titled Certificate of Substantial Completion
2. Click Review Document in email
3. You are redirected to DocusSign. Click here to learn more about DocuSign.
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CPO PIN Signs

1. Go to Tasks > Select the Substantial Completion Task > Select Accept

SCA PM-CM-CPO
SCA DEVQA dbox
& = adive ~ | SHARE B  HISTORY k=
E broject Finder Q = View Defauk - [ Substantial Completion Task @ X
FROM SUBJECT View Source Record >
s
App: Caleng Substantial Completion for project C000015¢ v PROJECT INFORMATION > SECTIONS
1 ltem(s) PROJECT INFORMATION
Q Search Expense Contract C000015848 - LS0005 - SCAGC 1 -
RO30 Masonry DETAILS |
Building ID RO30 |
DATES & WORKFLOW
Tasks Design Number D017865
LLw 108166 - EXTERIOR MASONRY SIGNATURES
§ Messages General Contractor Jordan External Contractor A COMMENTS
Project Officer Fay External REQMT-CM3 REFERENCES
Senior Project Officer MNoah SCA PM-CM-SPQO
d) Getting Started . .
Chief Project Officer  Donna SCA PM-CM-CPO
AEoR Adam SCA In House AEoR
~ DETAILS

u last logged in today at 2:24 PM Eastern Time (US & Canada)

1.9.36.76 - DEVDIAGNOSTICS

% kahua

2. Enter your PIN code and click Continue

Donna SCA PM-CM-CPO

&« = aoive ¥ SHARE ¥ | HISTORY ¥
E project Finder Q = View: Defuuht ~ B Substantial Completion Task [0 X |
FROM SUBJECT View Source Record >
Apps Calvin Kwong  Substantial Completion for project C000015¢ v PROJECT INFORMATION > SECTIONS ‘
1 e Please enter your signature pin. x bRMATION |
Q Search em(s) Expe |
Build
nter PIN: KFLOW
Tasks Desi¢
LLwW
§ Messages Gerj
Proje
r 4 Senic
Getting Start
(V) ing Starte: Chichumey
AEoR Adam SCA In House AEoR
v DETAILS

You last logged in today at 2:24 PM Eastern Time (US & Canada)

1.9.36.76 - DEVDIAGNOSTICS

%
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AEoR Recommends Substantial Completion
The request has been approved by the CPO. If deficiencies are required, the deficiency list must be created and
approved.

1. Go to Tasks > Select the Substantial Completion Task

€000080209 - X087 C80209 New4School,Reno to Exist £ e Adam SCate Houschect

&« = aive Vv | SHARE H  HISTORY =4
= View: Substantial Completion Task @ X
E Project Finder Q = View: Default ~ B B L
FROM SUBJECT View Source Record >
s
App Donna SCA CPO  Substantial Completion for v PROJECT INFORMATION > SECTIONS
1 item(s) PROJECT INFORMATION
Q Search Expense Contract C000015848 - LS0005 - SCA GC 1 - R0O30
Masonry DETAILS
Building ID R030
DATES & WORKFLOW
Tasks Design Number DO017865
LLw 108166 - EXTERIOR MASONRY SIGNATURES
ﬁ Messages General Contractor Jordan External Contractor A COMMENTS ‘
Project Officer Fay External REQMT-CM3 REFERENCES
Senior Project Officer  Noah SCA PM-CM-SPO ‘
[0) Getting Started ) )
Chief Project Officer  Donna SCA PM-CM-CPO
AEoR Adam SCA In House AEoR
v DETAILS

You last logged in today at 3:54 PM Eastern Time (US & Canada) 1.9.36.76 - DEVDIAGNOSTICS

2. Inthe References section, select ... > Select Add Approval Doc

€000080209 - X087 C80209 New4School,Reno to Exist 2 e Adam SCA In House AEoR

£ = aaive ¥ | SHARE H HISTORY B

— Substantial Completion « Task |00 X

= Vi Default

?:: Project Finder Q = few: Default @
View Source Record >

FROM SUBJECT
anm Ap Adam SCA In House AtoR - SCA Sandbox - 11/1//2022 4:38 PM
HH s
Lt s Fay External REQMT-CM3  Substantial Completion fc Return to PO > SECTIONS
> Adam SCA In House AEoR - SCA Sandbox - 11/17/2022 3:55 PM
1 tem(s) et reasbn PROJECT INFORMATION

Search
DETAILS

v REFERENCES DATES & WORKFLOW
* Tasks

SIGNATURES
= o= UPLOAD  ADD KAHUA DOC
Messages = ET COMMENTS

TION iCES

|

()  Getting Started ADD COMPOSITE
antial_Completion_Certificate_0001.en.en.eSign®

You last logged in today at 3:54 PM Eastern Time (US & Canada) 1.9.36.76 - DEVDIAGNOSTICS ] $§K kahua

3. Enter a Filename > Select the Include checkbox for the substantial completion certificate that was signed by the
GC, PO, and SPO (the description will end in .eSigned.pdf) > Click Ok
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C000080209 - X087 C80209 New4School,Reno to Exist

(S)

Adam SCA In House AEoR

ihox

E Project Finder q Filename
FROR Certificate of Substantial Completion
4 |
s Include On Send
ks FoyE NS
| Include Type Description Page Count Size Is Current ION
O\ Search
upporting Document [ Substantial_Completion_Certificate_0001.en.en.eS 0 0KB Yes ~ v
]
% Tasks
ﬁ Messages
d) Getting Started
Add More

You last logged in today at 3:54 PM Eastern Time (US & Canada)

- DEVDIAGNOSTICS kahua

&¥
¢

4. Select Accept > Enter your PIN code > Click Continue

€000080209 - X087 C80209 New4School,Reno to Exist Adam SCA In House AEoR
& = W%e ~ | SHARE W | HISTORY H
?:: ot i Q = View: Default = B Substantial Completion Task [0 X
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Getting Start
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Save Accept m Deficiencies Required

You last logged in today at PM Eastern Time (US & Canada)
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AEoR Specifies Deficiencies Required
A deficiencies list must be created and approved to continue with the substantial completion.

1. Go to Tasks > Select the Substantial Completion Task
Option 1: AEoR Creates Deficiencies List

1. Click Deficiencies Required

£000080209 - X087 C80209 New4School,Reno to Exist /' SCA D HIveE AR
&« = hive ¥ | SHARE ¥  HISTORY &
- Substantial Completion Task [0 X
=  View: Default
E Project Finder O' evs Betau @
FROM SUBJECT View Source Record >
.
H S
- Aop: Donna SCA CPO  Substantial Completion for v PROJECT INFORMATION > SECTIONS ‘
1 tem(s) PROJECT INFORMATION
Q Search Expense Contract €C000015848 - LS000S - SCA GC 1-R030
Masonry DETAILS
Building ID RO30
DATES & WORKFLOW
g Tasks Design Number D017865
LW 108166 - EXTERIOR MASONRY SIGNATURES
ﬁ Messages General Contractor Jordan External Contractor A COMMENTS
Project Officer Fay External REQMT-CM3 REFERENCES

Senior Project Officer Noah SCA PM-CM-SPO
Chief Project Officer  Donna SCA PM-CM-CPQ
AEoR Adam SCA In House AEoR

L') Getting Started

v DETAILS

You last logged in today at 3:54 PM Eastern Time (US & Canada) 1.9.36.76 - DEVDIAGNOSTICS £ kahua

2. Click Continue

E] Tasks €000080209 - X087 C80209 New4School,Reno to Exist & Adam SGA In House AEoR
& = adive Vv | SHARE H HISTORY B
E P Q= ViewDefault - B Substantial Completion Task |0 X
FROM SUBJECT View Source Record >
.
- Apps Donna SCA PM-CM-CPO  Substantial Completion for v PROJECT INFORMATION > SECTIONS ‘
x RMATION
Q,  search 1 ftem(s) Ex3
Buil Please confirm the subproject may need Deficiences, and the workflow of I
Substantial Completion cannot proceed befere the deficiencies are satisfied.  FLOW
Tasks Des
LLW
ﬁ Messages Gen
Proj
| Sen
Getting Started
o 9 Chitrrrey
AEoR Adam SCA In House AFoR
v DETAILS

You last logged in today at 3:54 PM Eastern Time (US & Canada) 36.76 - DEVDIAGNOSTICS

The Substantial Completion will now go to the AE DM and the CPO for DocuSign Approvals.
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Option 2: AEoR Returns Substantial Completion to PO
Instead of creating the deficiencies list at this time, the AEoR could choose to return the Substantial Completion
back to the PO for more information.

1. Go to Tasks > Select the Substantial Completion Task > Click Return

SCA In House AEoR
box

C000080209 - X087 C80209 New4School,Reno to Exist #*

&« = peive ¥ SHARE H  HISTORY k=4
= e Substantial Completion Task [0 X
E Project Finder Q= View: Default ~ @ P! [
FROM SUBJECT View Source Record >
usn Ap
FH s
e s Donna SCA CPO  Substantial Completion for v PROJECT INFORMATION > SECTIONS
1 ltem(s) PROJECT INFORMATION
Q Search Expense Contract C000015848 - LS000S5 - SCA GC 1 - R0O30
Masonry DETAILS
Building ID R0O30
DATES & WORKFLOW
Tasks Design Number DO17865
LW 108166 - EXTERIOR MASONRY SIGNATURES
§ Messages General Contractor Jordan External Contractor A COMMENTS
Project Officer Fay External REQMT-CM3 REFERENCES
Senior Project Officer Noah SCA PM-CM-SPO
[0) Getting Started . .
Chief Project Officer ~ Donna SCA PM-CM-CPO
AEoR Adam SCA In House AEoR
v DETAILS
“ Accept Return Deficiencies Required

You last logged in today at 3:54 PM Eastern Time (US & Canada) 1.9.36.76 - DEVDIAGNOSTICS % kahua

2. Enter the return reason and click Continue

€000080209 - X087 C80209 New4School,Reno to Exist 2 e Adam SCatBouseheck

hoy

&« = acve ¥ | SHARE H  HISTORY '

= Substantial Completion Task [ X

=  View: Default =
?:: Project Finder Q = few: Default E
View Source Record >

FROM SUBJECT
s
App: Donna SCA PM-CM-CPO  Substantial Completion for Vv PROJECT INFORMATION > SECTIONS
1 em(s) Please provide a reason. X ey
Q Search Expense
Buildin ason
VORKFLOW
Tasks Design b
LW Field is required. 1ES
ﬁ Messages General TS
Project ( |
| Senior P r
Getting Started
© e Chief Prey
AEoR Adam SCA In House AEoR
v DETAILS

You last logged in today at 3:54 PM Eastern Time (US & Canada) 76 - DEVDIAGNOSTIC!
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PO Resubmits to AEoR — PO

1. Go to Tasks > Select the Substantial Completion Task > In the References section, select Upload to add a
file. If you need to delete a file, select the file in the References list and click Remove.

‘ay External REQMT-CM3
A

R030 Masonry  #

M Firm 3

&« Astive ¥  SHARE B | HISTORY k=4
= e . Substantial Completion Task [0 X
E Project Finder QT Ve e
FROM SUBJECT View Source Record >
Apps |4  Donna SCA PM-CM-CPO - SCA Sandbox Chief Pi
Adam SCA In Hi R Substantial Completion for pre > SECTIONS
[} Fay External REQMT-CM3- SCACM Firm 3 Project
Q 1 ltem(s) PROJECT INFORMATION
Search
|4 Donna SCA PM-CM-CPO - SCA Sandbox Chief Pt DETAILS ‘
DATES & WORKFLOW
Tasks
~ COMMENTS SIGNATURES
§ Messages COMMENTS

v REFERENCES
REFERENCES

(!) Getting Started 3
PLOAD | ADD KAHUA DOC e

(J TYPE DESCRIPTION CONTRIBUTOR DATE SIZE

You last logged in today at 3:56 PM Eastern Time (US & Cana K DEVDIAGNOSTICS i kahua

2. Click Submit

External REQMT-CM3
OM Firm 3

RO30 Masonry &

— List
&« = actve ¥ SHARE ¥  HISTORY
= on Substantial Completion + Task
:[;: e Q = View: Default ~ B B O x
FROM SUBJECT View Source Record > ‘
A Return to PO
s
. Adam SCA In House AEoR  Substantial Completion for prc Adam SCA In House AEOR - SCA Sandbox - > SECTIONS ‘
11/17/2022 3:55 PM
O 1 ltem(s) R i PROJECT INFORMATION ‘
DETAILS
~ REFERENCES DATES & WORKFLOW
+ Tasks
SIGNATURES
§ Messages = = UPLOAD  ADD KAHUA DOC COMMENTS
O TyPe DESCRIPTION CONTRIBL REFERENCES
0] Getting Started ~ Supporting Document

[0 supporting Document [ Summary.pdf Fay Exten

loday at 3:56 PM Eastern Time (US & Canada) 1.9.36.76 - DEVDIAGNOSTICS
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DocuSign Approvals — AE DM, CPO

1. Go to email account (external) > Select email titled Certificate of Substantial Completion
2. Click Review Document in email
3. You are redirected to DocuSign. Click here to learn more about DocuSign.

CPO Accepts the Substantial Completion

1. Go to Tasks
2. Select the Substantial Completion Task
3. Details section: Enter the Date of Substantial Completion
4. Click Submit
SCA DEVQA e Donna SCA PM-CM-CPO
SCA Sandbox
« = .‘ol;:-live v SHARE h=4 HISTORY p=3
?:: Project Finder Q= View: Default ~ i Substantial Completion Task @ X
FROM SUBJECT View Source Record >
EEE Apps Adame Substantial Completion for project C000015 » SECTIONS
v DETAILS

INF
Search Noah SCA..  Substantial Package 0002 PROJECT INFORMATION

Date of Request 11/15/2022 DETAILS
I
2 ftem(s) Date of Substantial Completion certified by GG 11/17/2022

DATES & WORKFLOW
Tasks

Date of Substantial Completion (3 SIGNATURES

Field is required COMMENTS

Messages

~ DATES & WORKFLOW REFERENCES

0] Getting Started
Workflow Status  Pending CPO Review
Assigned To Donna SCA PM-CM-CPO - SCA Sandbox

v SIGNAT["

You last logged in today at 3:31 PM Eastern Time (US & Canada) 1.9.36.76 - DEVDIAGNOSTICS @ f_;f kahua
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