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Site Development Project 
Closeout Procedures
and 
Guidelines for Processing Contributory Assets


Project closeout typically involves the submittal of a signed and sealed project certification letter by the engineer of record accompanied by signed and sealed “As-Built” or “Record” drawings of the completed project.  Refer to “As-Built drawings” below for a more detailed description.  The Land Development staff review the documents and, if found acceptable, will close the site development permit and issue a Certificate of Completion for the project.  Additional documentation may be required, refer to attached checklist.

The closeout of projects involving contributory assets is described below.

Contributory Assets are those site related roadway, utilities, and stormwater infrastructure improvements required within the City’s Right of Way or improvements on private property that will be dedicated to the City.  This may also include easements dedicated to the City for the purposes of access and maintenance of infrastructure to be owned and maintained by the City.

The Contributory Asset documentation and acceptance is processed after the improvements have been completed and inspected by City Engineering Inspector(s).  If easements are required to be provide to the City, that process should be initiated as early as possible to prevent delays in closing out the project permit and issuance of a Certificate of Completion for the site improvements.

The closeout documents are to be submitted all at one time, as a complete package AFTER the improvements have been completed, inspected, and certified by the engineer of record.

The following documentation is required for projects with contributory assets, one (1) of each original signature PDF file document with the project number in the file name.

1. Engineer’s signed & sealed Civil project certification letter, click here for sample.

2. Engineer’s signed & sealed Landscape project certification letter, click here for sample.

3. Digitally signed & sealed Civil “As-Built drawings”.  The approved SDP drawings must be marked up, not revised, to reflect any changes in locations or elevations of the installed infrastructure.  The drawings are to be marked “Record Drawings” and submitted as part of the package even if no changes have occurred during construction.  

4. Digitally signed & sealed Landscape “As-Built drawings”.  The approved SDP drawings must be marked up, not revised, to reflect any changes in locations or elevations of the installed infrastructure.  The drawings are to be marked “Record Drawings” and submitted as part of the package even if no changes have occurred during construction.  

5. Contributory Asset breakdown sheets.  This is a line-item breakdown of items, including unit quantity, unit cost and total dollar amount for each item with grand totals.  Only physical assets are to be included in the list of contributory assets.  Items such as mobilization, MOT or contingency are not to be included.  The document can be signed by the contractor(s) who performed the work or the engineer of record.  The document is to be notarized.  A spreadsheet in the required format is available, click here.  Please check that your formula/calculations are correct before you submit.

· Lump Sum is not to be used for items typically and easily listed by units.
· Roadway and Drainage items are to be listed and totaled on a separate sheet.
· Sidewalk, curb and gutter needs to be listed by the linear foot.
· Utility items are to be listed and totaled on a separate sheet.

3. Final Release of Lien from the General Contractor and sub-contractor(s) who performed the work.

4. Bill of Sale must be signed by the property owner.  The individual signing for a company or Limited Liability Company or Managing Company must be listed as an officer/manager for the company, or agent as listed on Sunbiz.

5. Warranty Letter - General Contractor and Sub-Contractor(s) must submit on company letterhead.  The warranty letter must state all items warranted for one (1) year from date of acceptance by the City.

6. Access and maintenance easements, as may be required.

7. The applicant/owner is responsible for all recording fees.  The applicant will be notified of the amount of the recording fees as soon as possible after staff’s review of the documents.  The documents are not considered as finally accepted until the documents are recorded in the county records.

NOTE:  Staff will review the signatures on all documents to confirm that they are signed by individuals authorized to sign on behalf of the property owner, company, and or contractor(s).  The package is then reviewed by the City Attorney’s office prior to final acceptance and recording, if applicable.

Signatures are verified utilizing the Lee County Property Appraisers website, www.leepa.org to confirm ownership and individual to sign as owner.  If the property is owned by an individual, the owner must sign the Bill of Sale.  If the property is owned by a company/organization or managing company (LLC), www.sunbiz.org will be utilized to confirm who is authorized to sign on behalf of the entity.  If the company is registered out of state, additional documentation will be required and should be submitted with the package to avoid delays in processing.  The same applies to contractors signing Release of Liens, Contributory Assets, and Warranty letters.




For assistance, please contact Land Development at sdplans@capecoral.gov or (239) 
573-3194.































SITE DEVLOPMENT
PROJECT CLOSEOUT CHECKLIST

Documents Required for Typical Closeout:
· Engineers’ Certification of Substantial Completion
· SFWMD Completion Certification, if permitted by SFWMD
· Documentation for Turnover of City Maintained Improvements, in the R/W
· Certificate of Contributory Assets listed separately: 
· water/sewer/reuse
· roadway/drainage
· Final Release of Lien
· Bill of Sale
· Warranty Deed/Easements, when required 
· Record Drawings
· Easements and recording fees, as may have been required.
Utility Clearance documents, for utilities to be turned over to City only:
Potable Water/ Underground Fire Lines
· Record Drawings
· Backflow Test Certification, potable water	
· Bacti Results
· Engineer’s Certification to HRS
· Pressure Test Reports
· HRS Clearance Letter to Place In Service, potable water
Sanitary Sewer/ Reuse Mains
· Record Drawings
· 3 Day Lift Station Start-up Test/Report
· Operations Manuals for Pump Stations
· Warranty Information for Pump Station
· Pressure Test Reports for pressure mains
· TV Videos from gravity lines
· Engineer’s Certification to FDEP, sanitary sewer & reuse mains
· FDEP Clearance Letter to Place In Service, sanitary sewer
· FDEP Clearance Letter to Place In Service, reuse mains
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