Substantial Completion Request Form
	Construction Rep:
	     
	Project #:
	     

	Project Name:
	     
	Institution:
	     

	Contractor/s:

(vendor name only)
	     
	Reduce Retainage To:  

(enter dollar amount)
	$      

	Inspection Date:


	     
	Substantial Completion Date: 

(if different from inspection date)
	     

	Have all close out items been turned in per Construction Rep Manual (O&M’s, etc.)?

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

	Type of Substantial Completion:

 FORMCHECKBOX 
  Partial

 FORMCHECKBOX 
  Final

	Exceptions:

     

	People Present at Inspection:  (name, representing)

     


Copies will be sent to all present at inspection, contractors, construction coordinator, construction rep, project manager, A/E, Institution Rep.

Please note: The substantial completion letter is e-mailed to all contacts listed on WisBuild so it is not necessary to enter addresses. 

*Please be sure to let me know when all close-out items have been received. This along with any other submittals (settlement certificate, wage rate affidavit) need to be entered on WisBuild before they can enter the final pay request for their retainage. 

