Contract # & Name ________EN22TFH003__________________________
 FINAL YEAR:   Y  /  N     or    OTR   YR ___ of ___

	CONTRACT COMPLETION ROUTE TAG

	Contract Co-ordinator (QR)
Mark Serediuk
	 FORMCHECKBOX 
  Completes Contract Compl Cert NRS687 and Contr Eval Form NRS688 and forwards to Business Administrator.
 FORMCHECKBOX 
  Contact LRM Admin (GIS) to have Contractor Access Removed (Final Year only) (BAd ask if this has been done)
Planting.Contractor.Rating@gov.bc.ca  All Planting Contracts ONLY: submit “BCTS Planting Contractor Rating System Evaluation” to   (check to see if this has been done or BAd to send – Check BOUNDARY)

	Business Administrator 
(BAd) initials

Steph
Completion

Date:

June 1, 2021
Holdback
41st  Day
**EN Security
61st  Day
August 1, 2021
Use 41 & 61 DAY CALCULATOR in Contract How To folder
	***NOTE – ALL “Major Works” Engineering Road Construction Contracts require: Fill in contract details on 263 and send to Contractor for completion (cc to Contract Coordinator)
  NRS 263  Statutory Declaration Receive Signed and Notarised  from Contractor

      (Service Line 42503 only)

    ** Security Release ONLY after 60 days have passed 
    Closure (retired) of the FLTC #_______________ - Retired Date:________________________

	
	FOR ALL CONTRACTS:

 FORMCHECKBOX 
  Email the NRS688 to CSNR.ContractSupport@gov.bc.ca  (with a “CC” to the Contractor) following the email naming convention:   Contractor Name, Contract #, Evaluation  (Debri Resources Ltd SP19TFD017 Evaluation)
  Verify that the invoices in CSS (under “payments” for the fiscal year being closed) match to iProcurement 

  Print both the CSS screen & the invoice details screen in iProcurement.  REQ#_____________________

	
	For all contracts with a Performance Security:

  Verify the amount held as security in CSS & ledger match.

	
	For Contracts with Securities that are being rolled over to the next fiscal year:

  Ensure that the current fiscal year ledger indicates that the security is being rolled over (and that the fiscal year in which it was deposited is noted as well) and if additional security was requested, that it is clearly indicated in the ledgers and CSS. 

 FORMCHECKBOX 
  If Holdbacks have been taken, proceed to Holdback Release below

  If No Holdbacks have been taken and no security is being released, provide all printouts to Business Analyst.


	
	For Contracts with Securities to be Released: (they can be released at the same time as HB if not EN) 

For Cash/Checks/Money Orders Securities (3121):

Oracle Report BCGL030  Run  Coding 0AT, 71TFA to 71TFJ, SL 43801 to 43999, STOB 3121, 7100000 to 71ZZZZZ, to confirm that the security is still held. Run it for the Fiscal Year in which the security would have been deposited. If additional securities for OTRs run for each Fiscal year in which deposits would have been made. (Reports as per Resources bottom of page 2)
Security Release Accounts  Complete “” Memo,

  Save the memo in the Financial Folder with “UNSENT” in the title. (DO NOT SEND)

 FORMCHECKBOX 
  Run WCB Clearance Letter, save in Folder
For Safe Keeping Agreement /Letters of Credit Securities/Labour/Material/Perf Bonds:

Safe Keeping Agreemen  Retrieve the security from safe and complete letter to Financial Institution (t / Letter of Credit) and save to the financial folder with “UNSENT” in the title (DO NOT SEND).

  Put Security back in the safe. 

	
	FOR ALL CONTRACTS:  
  If  Holdbacks  have been taken, proceed to Holdback Release below

  If no Holdbacks taken, provide printouts from above to Business Analyst.

	
	For Holdback Release (3120):
 FORMCHECKBOX 
  Run Oracle Report BCGL030 Coding 0AT, 71TFA to 71TFJ, SL 42406 to 42579, STOB 3120, 7100000 to 71ZZZZZZ   (Reports as per Resources bottom of page 2)
 FORMCHECKBOX 
 Verify with 3120 report, iProcurement & CSS that the holdbacks match

 FORMCHECKBOX 
  Run a calculator tape with the total of the holdback and total of the GST on holdbacks and attach to this form

 FORMCHECKBOX 
  Complete holdback release Memo Save it in the Financial Folder with “UNSENT” in the title. (DO NOT SEND)
 FORMCHECKBOX 
  Run WCB Clearance Letter, save in folder
 FORMCHECKBOX 
  Provide the printouts from above to the Business Analyst for verifications 

	BAd to complete a,b,c/ 

Business Analyst to verify all
	a. Holdbacks 3120 – ($amt)     ________________________________________

b. GST on Holdbacks ($amt) __________________________________
c.
Securities 3121 - ($amt)    __________________________________Type __________ (Rollover)_______
d.
Liens or forfeitures – (dollar & date)      ________________________________
e.    Checks against CAS encumbrance and FFS reports________________________

	BAd
	Once it comes back from Business Analyst:

For Performance Security Release: 
Cash/Checks/Money Order

  Update the Security Release Accounts Memo with today’s date, remove “unsent” from title

Accounts DKA  Send via email to  along with the signed NRS687 and WCB Clearance, “CC” the Business Analyst

  Save a copy of the sent email to the Contract Completion Folder

Safe Keeping Agreement /Letters of Credit Securities/Labour/Material/Perf Bonds:
  Retrieve Security from Safe

  Update letter to Financial Institution with today’s date, remove “unsent” from title

  Print Letter, and have Business Manager sign the letters

  Send the letter along with the original SKA/LoC to the financial institution

  Update letter title to reflect the sent date

For ALL Security Releases:

  Update CSS (check “Released” box & update “release date” (and change status to “Not Active” Lynda does)
  Update Contract Ledger with Release date and add “FILE CLOSED” in Comments

	
	For Holdback Releases:

  Update the Holdback Release Memo with today’s date, remove “unsent” from title

Accounts DKA  Send via email to  along with the signed NRS687 and WCB Clearance, “CC” the Business Analyst

  Save a copy of the sent email to the Contract Completion Folder

  Update Contract Ledger with Release date and add “FILE CLOSED” in Comments

	
	
FINAL YEAR:   Y / N      OTR   YR ____ of____

	
	  If the contract is being closed (final year), send a request for all of the files from the field offices to be returned to you and to ensure that the electronic folders are populated with all of the contract information.
   Put in Business Analyst’s reconciliation file for correct Fiscal Year and Field Unit.


	Business Analyst
	a. Holdbacks – Reconciled 3120  __________________________
b. GST Holdbacks – Reconciled  __________________________
c.   Securities – Reconciled -3121  __________________________

d.  CLOSE CAS reports, CSS, Encumbrance ledger, Invoice file – closeouts ___________________________

	BAd 
	If the contract is being renewed for another Fiscal Year: 

  Confirm that all the necessary documentation is on file

  Return the file to the filing room.

If the contract is being closed (final year, no more OTRs, last of the Multiyear)

  Confirm with the field office that all contract files have been received and all electronic documents have been saved in the electronic folder

  Update the Contract Ledger with “FILE CLOSED” in the comments

  Remove the signout sheets for the hardcopy files from the file room and insert in the appropriate hardcopy file

  Confirm that all electronic folders are in TRIM

  TRIM electronic files

  Print the TRIM page and attached to the folders with date of closure (use Dec and the year closing) and name

  Put the hardcopy folders in the BCTS closed file bin on the first floor



	Resources:
How to… Run A Security 3121 Oracle Report in iProcurement
How to… Run A Security 3121 Oracle Report for Previous Fiscal Years in iProcurement
How to… Run A Holdback 3120 Oracle Report in iProcurement
How to… Run A Holdback 3120 Oracle Report for Previous Fiscal Years in iProcurement (to be completed)
K:\TSO\Contracts\Contracts_Draft\Contract Directives - CSNR Fast Facts_ Expenditure Management Controls - 2019 WCB Info


1
1
14/06/2021 Updated by Shelley

