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Completing The Substantial Completion Process  
The Substantial Completion (SC) process captures specific information requires as part of UCF’s policies 
and is an important prerequisite needed to complete the Final Close-out and Completion (FCCO) process 
on projects that require it.  Most users in the FCCO workflow will only need to take action on the 
process once unless revisions are required.  Each page layout in the FCCO process contains detailed 
instructions, but users should contact the eB Admins with any questions or concerns at 
eBuilderAdmin@ucf.edu.  

The FCCO process requires actions from the following eB roles.  Each step is expected to be completed 
in the listed timeframe.  

• Contractor (submittal to be completed less than 14 business days after the date of A/E 
Certificate of Substantial Completion) 

• Project Administrator (1 business day) 
• Architect/Engineer (A/E) (less than 3 business days) 
• Planning, Design & Construction (PDC) Project Manager (less than 2 business days) 
• Asset Management Coordinator (less than 3 business days) 
• Project Close-out Specialist (1 business day) 
• PDC Director (less than 3 business days) 
• FO AVP (less than 3 business days) 

The SC workflow moves from person to person, collecting information and filing it in the appropriate eB 
project folder automatically. Users can send the process back to the contractor or other relevant user 
for corrections if necessary.  The full SC workflow is shown on page 2 and will be explained further in 
this document.  
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Starting The Process  
The Substantial Completion process is initiated from the Processes page of the project.   

1) Search for the project by typing the UCF project number into the search box on the e-Builder 
home page.  Click on the project when it appears in the box to go to the Project Details page. 

 
2) On the Project Details page, click on the Processes link on the left-hand sidebar menu to go to 

the Processes page. 

 

3) On the Processes page, click the Start Process button on the right-hand side of the page. 
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4) On the Start Process page, scroll down to and click on 09 – Substantial Completion (SC).  The 
Start page for the process will appear. 

 

Start Step  
This kick-off step is initiated by the General Contractor or, if necessary, the PDC Project Manager and 
includes the following sections in which the listed information is collected.  The process should only be 
submitted once all required documents have been properly named and packaged.  

 

General Project Information – this Yes/No question determine how the workflow will route.  An 
accurate response is crucial.  

General Project Information (see page 4)– UCF requires that all of the following are required to obtain 
Owner's Substantial Completion when the item was included as part of the scope of the project:  
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5) Certificate of Occupancy or Completion 
6) Permit Card with Inspections 
7) Certificate of Substantial Completion 
8) Construction Document Changes Submitted to BCO for Revision Review 
9) Letter from EOR Confirming Arc Flash Studies 
10) Arc Flash Studies 
11) Lightning Protection Certificate 

Please attach related corresponding documentation in the upload fields on the page for each item that 
is checked. Deselect any line item that does not pertain to the project and leave the corresponding 
upload fields empty. Any item with a checkbox requires a corresponding uploaded document(s) before 
submission of this process.  If a document submission for a specific data point includes more than one 
document or file, each of the files should be named as indicated, zipped together in a compressed zip 
file, and then uploaded.  If a box is checked, but no document is uploaded in the corresponding field, the 
process will be returned for revisions.  The naming convention for each file must also be followed or else 
the process will be returned for revisions.  
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Close-Out Meeting – UCF requires that all of the following are required to obtain Owner's Substantial 
Completion:  

• Close-out Meeting Agenda 
• Close-out Meeting Minutes 
• Close-out Meeting Attendance Sheet 

Please attach related corresponding close-out meeting agenda, minutes and attendance sheet in the 
upload fields on the page. The minutes should indicate that all close-out requirements have been 
identified, notice of actions required, and contractual resolution dates.  
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Commissioning Documentation – UCF requires that all of the following are required to obtain Owner's 
Substantial Completion when the item was included as part of the scope of the project:  

• Test and Balance Report with approval from EOR 
• Preliminary Commissioning Issues Log with Letters from EOR CXA and UES 
• CxAgent Confirms Commissioning Testing is 100% Complete in Lab-Type Spaces and 

Substantially Complete in Non-Lab Spaces 
• Building Envelope Report with Confirmation from Building Envelope Consultant 

Please attach related corresponding documentation in the upload fields on the page for each item that 
is checked. Please deselect any line item that does not pertain to your project and leave the 
corresponding upload fields empty. Any item with a checkbox requires a corresponding uploaded 
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document before submission of this process. If a box is checked, but no document is uploaded in the 
corresponding field, the process will be returned for revisions.  
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Close-Out Documents – UCF requires that all of the following are required to obtain Owner's Substantial 
Completion when the item was included as part of the scope of the project:  

• Contractor's As-builts 
• Contractor Warranty 
• Project Asset Table 
• Manufacturer Warranties and O&M 
• Subcontractor Warranties 
• Punch List 
• LEED 

Please attach related corresponding documentation in the upload fields on the page for each item that 
is checked. Please deselect any line item that does not pertain to your project and leave the 
corresponding upload fields empty. Any item with a checkbox requires a corresponding uploaded 
document before submission of this process. If a box is checked, but no document is uploaded in the 
corresponding field, the process will be returned for revisions.  
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Operations Review – UCF's requires that all of the following are required to obtain Owner's Substantial 
Completion when the item was included as part of the scope of the project:  

• UCF Locksmith Confirms Lock Core Changes are Complete 
• Confirmation that Utilities meters are Operational and Ready for Transfer 
• UES Concurrency Certificate 
• Owner's Training Schedule 
• Building Cleaning Confirmation 

Please attach related corresponding documentation in the upload fields on the page for each item that 
is checked. Please deselect any line item that does not pertain to your project and leave the 
corresponding upload fields empty. Any item with a checkbox requires a corresponding uploaded 
document before submission of this process. If a box is checked, but no document is uploaded in the 
corresponding field, the process will be returned for revisions.  

 

Insurance Documents – UCF's requires that all of the following are required to obtain Owner's 
Substantial Completion when the item was included as part of the scope of the project:  

• First Floor Elevation Survey 
• Contractor Confirms First Floor Elevations Installed as Designed 
• Insurance Form 

Please attach related corresponding documentation in the upload fields on the page for each item that 
is checked. Please deselect any line item that does not pertain to your project and leave the 
corresponding upload fields empty. Any item with a checkbox requires a corresponding uploaded 
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document before submission of this process. If a box is checked, but no document is uploaded in the 
corresponding field, the process will be returned for revisions.  

 

Substantial Completion Statements –The Contractor must confirm that all Owner's Substantial 
Completion terms of the Contract have been met by checking the box.  

It is possible to save the process as a draft and return to it later to finish adding information and 
uploading documents similarly to how one would save a Microsoft Word file to return to it later.  Click 
the Save Draft button to save your work.  

 

Resume work from the Processes page by clicking on the draft process (listed in brown italics).  

 

It is recommended to Save Draft periodically while working on the process to ensure that progress is not 
lost in the event of a power failure or Internet outage.  

Project Administrator Review  
The Project Administrator is required to confirm that the provided documents are packaged and named 
correctly.  The PA shall review the provided documents, complete the substantial completion statement 
at the bottom of the page, and approve.  Otherwise, the PA may choose "Revise to GC" with comment, 
specifying any concerns.  
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A/E Review  
The A/E is required to review and approve the submitted documents. The A/E review the provided 
documents, complete the substantial completion statement at the bottom of the page, and approve.  
Otherwise, the A/E may choose "Revise to GC" with comment, specifying any concerns.  
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Project Manager Review  
The UCF Project Manager must complete PM tasks, review documents provided by Contractor for 
accuracy and completeness, and then sign off at the bottom of the page.  

 

Asset Manager Review  
The Asset Manager must review the provided documents, complete the substantial completion 
statement below, and approve.  Otherwise, choose "Revise to GC" with comment, specifying any 
concerns.  
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PCOS Asset Management Exchange  
The Project Assistant must create a change request in the CMMS to share assets, O&M, and warranties 
with RA Asset Management. Once complete, confirm and enter the date the step was completed. 
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Director Review  
This step requires Director review and approval and applies to multiple departments. Review any of the 
provided documents of interest. To recommend this project for substantial completion choose  
"Approved" from the drop-down menu and then select "Take Action." Otherwise, choose "Revise to PM" 
with comment, specifying any concerns.   
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Substantial Completion Issuance  
After the process has completed review, e-Builder will send an e-mail to the initiator and the Project 
Manager with the Owners’ Substantial Completion letter attached.  
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