CWIP Documentation Checklist


	Project Title:
	
	Location of Project:

	Contract Number:
	
	

	Name of Contractor:
	
	Project Manager:

	Name of A/E:
	
	

	Contract Award Date:
	
	In-house design
	· Yes
	· No

	Beneficial Occupancy Date:
	
	


The CWIP file should contain adequate supporting documentation for proper cost valuation of the asset.  The CWIP Activity Manager must obtain copies of, or have access to the source documents for those costs.  The required documentation for a CWIP activity from its inception to completion must be transferred to the Real Property or Personal Property files upon acceptance of the CWIP project.

The CWIP documents that must be provided to the Activity Manager should include, but is not limited to:

	Item No.
	
Description
	Action Taken/Comments

	1. 
	· Copies of construction or production contract and all modifications and related invoices
	

	2. 
	· Copies of travel vouchers for inspections or design review (only for projects involving NOAA staffed, in-house designs)
	

	3. 
	· Copies of architectural and engineering contract task orders and related invoices
	

	4. 
	· Bills of lading for transportation charges
	

	5. 
	· The CBS CWIP Report (CA500D) to document direct labor costs
	

	6. 
	· Copies of contracts for construction management services and related invoices
	

	7. 
	· Copies of billing for space charges for storage costs
	

	8. 
	· Copies of invoices for duplicating drawings and specifications for final design
	

	9. 
	· Copies of purchase orders, Receipt and Inspection Reports and related invoices for materials purchased for in-house construction
	

	10. 
	· CD-509 “Property Transaction Report” when Personal Property is available for use (date the property is placed into service)
	

	11. 
	· CWIP spreadsheet or planning document as a cost and documentation checklist
	

	12. 
	· Copies of “Incidental and Administrative” Summary Level Transfer sheets
	

	13. 
	· Copies of monthly CWIP reconciliations with accompanying CA500D Report pages
	

	14. 
	· Copies of NOAA Form 37-6, when NOAA has established Beneficial Occupancy Date (BOD)  of Real and Personal Property http://www.corporateservices.noaa.gov/~noaaforms/eforms/nf3706r1.pdf 
	

	
	
	

	
	· Project Manager – Ensure the CWIP Activity Manager receives copies of all contract award documents and modifications, copies of invoices, printing requests/invoices, travel authorization/ vouchers, etc. for the CWIP file
	


Note:
NA: Not Applicable (Write under column “Action Taken/Comments”, if item is not applicable)
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