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01 INTRODUCTION 

This Laboratory Turnover Guide is a companion guide to the CU Lab Design Guideline.  The 

Guide outlines the process for ensuring that all criteria have been met for the Lab Occupant 

and CUFO Operations to: 

1) assume the safe and effective use of the Lab for scientific research and teaching,  

2) have a full understanding of Base Building (Operations-owned) vs. Proprietary (Lab 

Occupant-owned) Equipment, and  

3) accept responsibility for maintenance and repair of Proprietary Equipment (Lab 

Occupant) and Base Building (Operations) Equipment.   

The turnover process is a collaborative effort led by CPM Project Managers (PMs) and involving 

a Lab Turnover Team consisting of the Lab Occupant, School / Department Coordinator, 

EH&S, Design and Compliance, Commissioning, Operations, and Architects and Engineers 

(A/Es). 

 

02 DEFINITIONS 

Base Building Equipment – Any equipment owned and maintained by Operations. 

Conditional Commissioning Acceptance - All commissioning tasks relating to the current 
season are complete. Between 'Substantial Completion' & 'Final Commissioning 
Acceptance', for Critical Environment Spaces, a period of fine-tuning is expected as the 
occupant starts to inhabit the space. 

Final Commissioning Acceptance - All commissioning activities are complete. 

Lab Turnover Team – The team assembled at approximately 75% completion of construction to 

guide the closeout process.  The team is led by the CPM PM, and includes the Lab Occupant, 

Department Representative, School / Department Coordinator, EH&S, Design and 

Compliance, Commissioning, Operations, and Architects and Engineers (A/Es). 

Proprietary Equipment – Lab-specific equipment owned and maintained by the Lab Occupant, 

whether services and maintenance are self-performed or contracted to a vendor. 

Substantial Completion - The stage in the progress of the work when the work or designated 

portion is sufficiently complete in accordance with the contract documents that the Lab 

Occupant can begin to set up the lab.  Research is not to occur until the Substantial 

Completion Letter is signed by the PM. 

Warranty Commencement Date - The date certified by the architect or engineer that the prime 

contract(s) has (have) been substantially completed in accordance with plans and 

specifications, or beneficially used by the owner, whichever first occurs.   



   
 

 

03 TURNOVER MILESTONES 

The Lab Turnover Process begins when construction is estimated to be 75% complete.  There 

are four milestones in the process: 

▪ 75% construction completion (Substantial Completion Prep begins) 

▪ Substantial Completion 

▪ Conditional Commissioning Acceptance 

▪ Final Commissioning Acceptance 

 

04 TURNOVER MEETING AGENDAS 

The PM initiates the Lab Turnover Process by convening a series of meetings with the Lab 

Turnover Team beginning at 75% construction completion with the Substantial Completion 

Prep meeting.  These meetings will track progress against the requirements for Substantial 

Completion to ensure that they can be met on the timeline intended for beneficial use of the 

lab.   

Meetings are to continue at an appropriate interval, typically starting as a monthly meeting, 

increasing to biweekly when Substantial Completion is imminent.  Meetings continue at a 

biweekly cadence until Conditional Commissioning Acceptance has been achieved.  Meetings 

are then paused until the off-season commissioning can be performed. 

When Final Commissioning Acceptance has been achieved, the FDNY Lab Permit is in place, 

and all Regulatory applications have been closed, the project is ready for financial closeout. 

The following Meeting Agendas serve as a checklist of requirements. Refer to the provided 

templates in the Appendix section. 

▪ Substantial Completion Prep Meeting 
▪ Substantial Completion Meeting 
▪ Conditional Commissioning Acceptance Meeting 
▪ Final Commissioning Acceptance Meeting 

05 EMERGENCY RESPONSE 

In the event of Proprietary Equipment (Lab Occupant owned and maintained) malfunction 

endangering life safety or damage to the lab or its surrounding environment, Operations can 

assist with emergency shutdown of proprietary equipment.  Once the equipment has been 

safely shut down, it is the responsibility of the Lab Occupant to contact the equipment vendor 

to facilitate repairs. 

Operations is not responsible for damage to equipment or experiments in progress. 

06 PLANNED SHUTDOWNS OF BASE BUILDING EQUIPMENT 

The lab occupant is responsible for taking any measures to protect Proprietary equipment or 

experiments in progress. (See USI protocols for shutdowns).  
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MILESTONE: 75% CONSTRUCTION COMPLETION  

(SUBSTANTIAL COMPLETION PREP) 

 

Project: 

Date: 

Attendees: 

CPM Project Representative School / Department Coordinator 

DAC Project Representative  Lab Occupant 

Cx Project Representative Architect 

EH&S Project Representative Engineers 

Maximo Administrator GC or CM 

Operations CUFO Client Services 

 

 

MEETING AGENDA 

 

Walkthrough Tour 

 

Project Manager 

• Identify warrantees  

• Create record document package table of contents   

• Establish criteria and target dates for 1) moving proprietary equipment into the 

lab, and 2) full operation of the lab 

 

Commissioning  

• Schedule Functional testing  

• Identify training needs  

• Review record document list 

• Review and confirm Asset Data Sheet for Base Building Equipment installed as 

part of the project 

 



   
 

 

Design & Compliance  

• Review regulatory Inspections required 

• Review record documentation required  

 

Environment, Health & Safety 

• Review and assign tasks from the Lab Permit Tasks Checklist  

• Schedule Safety Equipment training  

 

Operations 

• Review and update Utility and Custodial Data sheets  

• Review procedures and limitations to emergency response services available for 

Proprietary Equipment 

 

Maximo Administrator 

• Review and confirm Asset Data Sheet for Base Building Equipment installed as 

part of the project 

• Review Maximo Base Building PM Schedule with Lab Occupant to make them 

aware of building shutdowns 

 

Lab Occupant 

• Identify and prepare Proprietary Equipment Preventive Maintenance contracts / 

CUFO Ops SLA’s. 

• Establish monitoring schedule for proprietary maintenance activities (Outlook 

Calendar reminders are recommended) 

 

Architect and Engineers 

• Create Punch List and track resolutions / corrections, including Cx findings 

 

 

 

 



   
 

 

MILESTONE: SUBSTANTIAL COMPLETION 

 

Project: 

Date: 

 

Attendees: 

 

CPM Project Representative School / Department Coordinator 

DAC Project Representative  Lab Occupant 

Cx Project Representative Architect 

EH&S Project Representative Engineers 

Maximo Administrator GC or CM 

Operations CUFO Client Services 

 

MEETING AGENDA 

Project Manager 

• Warranty effective date(s) established  

• Record documents handed off to Cx  

• Equipment tagging in progress  

• Identify warranty contact information for proprietary equipment and ensure all 

vendors are entered in VMS 

 

Commissioning  

• Operations training in progress 

• Current season Cx in progress 

• Confirm Base Building Equipment and any misc. CUFO Ops-maintained 

equipment installed as part of the project has been entered into Maximo  

 

Design & Compliance 

• Regulatory agency inspections in progress 

• Application closeouts in progress 

• Record documentation requirements identified 

 



   
 

Environment, Health & Safety  

• Lab Permit submission to FDNY complete 

• Assignments from the Lab Permit Tasks Checklist in progress or complete 

 

Operations 

• Base Building Preventive Maintenance schedule confirmed in Maximo 

 

Lab Occupant  

• Proprietary Equipment Maintenance contracts / SLA’s and schedule in place 

 

Architect and Engineers 

• Punch List and Cx resolutions / corrections substantially complete 

 

  



   
 

 

MILESTONE:  CONDITIONAL COMMISSIONING ACCEPTANCE 

 

Project: 

Date:  

 

Attendees: 

CPM Project Representative School / Department Coordinator 

DAC Project Representative  Lab Occupant 

Cx Project Representative Architect 

EH&S Project Representative Engineers 

Maximo Administrator GC or CM 

CUFO Client Services  

 

 

MEETING AGENDA 
 

Project Manager 

• Record Documents handed off to Lab Occupant 

Commissioning  

• Current season accepted 

• Off-season pending – date set for reconvening the appropriate participants 

• Training complete (Ops and Lab Occupant) 

• Verification of Equipment tags 

 

Design & Compliance 

• Regulatory application closeouts complete 

• Record documents received 

 

Environment, Health and Safety 

• Lab Permit in place or pending 

 

Architect and Engineers 

• Punch List and Cx current season resolutions / corrections substantially 

complete  



   
 

 
MILESTONE:  FINAL COMMISSIONING ACCEPTANCE 

 

Project: 

 

Date: 

 

Attendees: 

CPM Project Representative School / Department Coordinator 

DAC Project Representative  Lab Occupant 

Cx Project Representative Architect 

EH&S Project Representative Engineers 

Maximo Administrator GC or CM 

CUFO Client Services  
 

 

MEETING AGENDA 
 

Commissioning  

• Off-season Cx accepted 

• Warranty issues resolved 

 

Lessons learned 

  



   
 

 

Link: Appendix11.10-OperationMaintenanceLabEquipment.pdf 

 

 

 

 

 

  

APPENDIX 11.10 
OPERATION AND MAINTANCE OF LAB EQUIPMENT AND SERVICES 

 

    

https://research.columbia.edu/sites/default/files/content/EHS/ProjectManagers/Appendix11.10-OperationMaintenanceLabEquipment.pdf


   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

LABORATORY EQUIPMENT 
PREVENTIVE MAINTENANCE 

RESPOSIBILITIES DIAGRAM 

 



   
 

 

  



   
 

SUBSTANTIAL COMPLETION LETTER 

[Date]                                                                                        

 

[Contractor] 

 

REFERENCE:   Columbia University  

[Project #]  

[Project name] 

 

[Contractor]:   

  

An inspection of the Project Work was conducted on [date].  Attendees were [names and 

roles]. 

 

Columbia University and [Consultant] confirm that you have attained Substantial Completion 

as of [date]. Substantial Completion is the stage in the progress of the work when the work or 

designated portion is sufficiently complete in accordance with the contract documents that 

the owner can occupy or use the work for its intended purpose.  The Lab Occupant may 

begin to set up the lab at this time.   

 

Substantial Completion is the also the date of commencement of applicable warranties, 

except as stated below: 

 

1. 

2. 

3. 

4. 

5. 

 

The following outstanding items remain to be completed or corrected by dates indicated: 

 

1. Seasonal commissioning [date] 
2.  
3.  
4.  
5.  

 

Please also note that the Owner has the right to decline approval of the final payment if 

specific work has not been completed. 

 

Sincerely, 

 

 

[Project Manager] 

Columbia University Facilities - Capital Project Management 



   
 

 

  



   
 

 

  



   
 



   
 

  



   
 

 

  



   
 

 

COMMISSIONING CHECKLIST 

 
 

 



   
 

 

  



   
 

 

  



   
 

  



   
 

 

Link: GEN REQ SECTION 01 77 03F - MEP ASSET DATA SHEET.pdf 

 

 

 

 

 

  

  
SECTION 01 77 03F 

MEP ASSET DATA SHEET 

 

    

https://designconstruct.cufo.columbia.edu/sites/default/files/content/Design%20Requirements/GEN%20REQ%20SECTION%2001%2077%2003F%20-%20MEP%20ASSET%20DATA%20SHEET.pdf


   
 

 

Link: SPECIAL SECTION_00_00_04F_-_UITLITY_USAGE_DATA_SHEET.pdf 

 

 

 

 

 

  

  
SECTION 00 00 04F 

UTILITY USAGE DATA SHEET 

 

    

https://designconstruct.cufo.columbia.edu/sites/default/files/content/Design%20Requirements/SPECIAL%20SECTION_00_00_04F_-_UITLITY_USAGE_DATA_SHEET.pdf


   
 

 

Link: SPECIAL SECTION 00_00_02F_-_CUSTODIAL_SERVICES_DATA_SHEET.pdf 

 

 

 

 

 

  

  
SECTION 00 00 02F 

CUSTODIAL SERVICES DATA SHEET 

 

    

https://designconstruct.cufo.columbia.edu/sites/default/files/content/Design%20Requirements/SPECIAL%20SECTION%2000_00_02F_-_CUSTODIAL_SERVICES_DATA_SHEET.pdf


   
 

 

Link: Appendix11.2-LaboratoryEquipmentList.pdf 

 

 

 

 

 

  

APPENDIX 11.2 
LABORATORY EQUIPMENT LIST 

 

    

https://research.columbia.edu/sites/default/files/content/EHS/ProjectManagers/Appendix11.2-LaboratoryEquipmentList.pdf


   
 

 

SharePoint: Regulatory Application Tracker Template.xlsx 

 

 

 

 

 

  

 
CPM PROJECT 

REGULATORY TRACKER  

 

    

https://facilities.sharepoint.com/:x:/r/sites/cufo-cp-dc/Regulatory%20Applications/1%20-%20FORMS%20AND%20REPORTS/X%20-%20Agency%20Templates/Template%20-%20Regulatory%20Application%20Tracker%20Template.xlsx?d=wc28a0b4805744ac4a698137613b12986&csf=1&web=1&e=tH42Nb


   
 

 

Link: Appendix11.8-Laboratory Permit Checklist.pdf 

 

 

 

 

 

  

APPENDIX 11.8 
LABORATORY PERMIT CHECKLIST 

 

    

https://research.columbia.edu/sites/default/files/content/EHS/ProjectManagers/Appendix11.8-LaboratoryPermitChecklist.pdf


   
 

 

Link: EHS_ProjectCloseoutChecklist.pdf 

  

 
EH&S PROJECT CLOSEOUT CHECKLIST 

 

 

https://research.columbia.edu/sites/default/files/content/EHS/ProjectManagers/EHS_ProjectCloseoutChecklist.pdf


   
 

 

 

 

 

 


