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1. PURPOSE:

To identify the procedure for preparing and processing transfer documents to the Using Agency on Military Construction Projects. These procedures will also be followed on Non-Military Construction Projects as applicable.

2. APPLICABILITY:

Applicable to all District Office elements and Field Offices.

3. REFERENCES:

SAMDR 415-1-9



ER-5-7-1

ER 415-345-13 



AR 420-17

ER-345-38




SAMDR 415-345-1

ER 37-345-10



CESAM-RM-FM SOP (FINAL COST)

AR 415-28

4. RESPONSIBILITIES:

Project Management Division (PM) will be responsible for providing Area Office with a draft DD Form 1354.  Area Office will be responsible for preparing all appropriate documents required to transfer construction to the Using Agency.  Resource Management Office (RM-F) will analyze final cost data for completeness as submitted by PM.  Resource Management Office forwards final project costs data to Quality Assurance Branch (CD-Q).  Project Management (PM-M) will lead a team effort to resolve any discrepancies in funding when notified by RM-F.  CD-Q will have the responsibility to forward any final project cost data to the Area Office.  Each office (i.e., PM-M, RM-F, and CD-Q) will ensure that the Construction Contract Close-out Database is properly maintained on a monthly basis so that it accurately reflects the status of the District’s Construction Projects that are not financially closed and turned over to the using agency.

5. PROCEDURES:

A. Projects that require a DD Form 1354, “Transfer and Acceptance of

Military Real Property.”

(1) Project Management Division (PM) will send the draft DD 1354 to

the Area Office within 60 days of contract award.  On Design-Build projects, the Area/Resident Office is responsible for obtaining the draft DD 1354 Form with the 95% design submittal.

(2) The Area Office will prepare an Interim DD Form 1354 based on the

draft, and the best available (Design and CWE) cost at the time of preparation.

(3) Interim DD Form 1354 shall be sent to the Using Agency for

signature at Joint/Final Inspection.  The customer should sign and return the document within 10 workdays.   Beneficial occupancy should not be allowed until receipt of the signed DD Form 1354.

(4) The Area Office will update the RMS Database with Beneficial 

Occupancy Date – Actual, Interim 1354 Completed – Actual, Construction Completion Date – Actual (Acceptance Date), and other appropriate closeout dates. Do not remove any contract from RMS unless given specific guidance from CD-M.

(5) Upon receipt of signed Interim DD Form 1354 from the Using

Agency, the Area Office will send a copy through CD-Q to PM-M and file

the original. 

(6) PM-M, will, within 30 days, attach the work item certification and forward the Interim DD Form 1354 and certification to RM-F.

(7) RM-F will start determining final project cost upon receipt of Interim DD Form 1354 and certification from PM. PM will lead a team effort to resolve any discrepancies in funding.

(8) RM-F will finalize project cost within 30 days of receiving all applicable documents from PM, and two sets of final cost data will be sent through CD-Q to the Area Office..  

(9) When the final costs data is received at the field office, from CD-Q,

the field office should contact the Using Agency and ask which method the Agency wishes; “Prorated” or “Line Item Addition”.  The final DD Form 1354 should include the following statement:  “The above construction line items include $xxx,xxx.xx in design cost which have been prorated to the construction line items.”  The supervision and administration and other costs will be added to the DD Form 1354 as line items only.  If the Using Agency chooses “Line item addition” only, the supervision and administration, design and other costs will be added to the DD Form 1354 as an addition to the value of the facility and will be added as line items at the end of the final DD Form 1354


(10) The Area Office will furnish the Final DD Form 1354 to the Using Agency within 30 days of receipt of final project costs.  It is not necessary for the Area Office to obtain a signed copy of the Final DD Form 1354; however, a receipt acknowledged signature by the Using Agency (or transfer letter or memo) is required and must be kept on file.  A signed copy of the receipt acknowledged letter/memo and the Final DD Form 1354 (unsigned) must be sent through CD-Q to PM-M/RM-F.  If necessary, send Final DD Form 1354 by Federal Express to the using agency for Receipt Acknowledgement. Send a copy of the Federal Express delivery document along with the final DD Form 1354 CD-Q for processing.

(11) The Area Office will update the RMS Database with Transfer Document Date Actual (Final 1354 Date), Construction Completion Date – Actual (Acceptance Date), Construction Complete Physical – Actual, Construction Complete Fiscal – Actual, and other appropriate closeout dates.  All dates must be entered at this point and a contract should not be removed from RMS without them or unless given specific guidance from CD-M.

B.  Projects that DO NOT require a DD Form 1354:

(1) The Area Office will prepare a letter/memo to Using Agency transferring construction to the Using Agency.  A receipt acknowledged signature by Using Agency is required on COE copy of letter/memo and should be placed in file.

(2) A signed copy of the receipt acknowledged letter/memo should be sent through CD-Q to PM-M/RM-F.

(3) The Area Office will update the RMS Database with Transfer Document Date – Actual (Final 1354 Date), Construction Completion Date – Actual (Acceptance Date), Construction Complete Physical – Actual, Construction Complete Fiscal – Actual, and other appropriate closeout dates.  Where dates are not applicable, enter 11/11/1911. Do not remove any contract from RMS unless given specific guidance from CD-M.


(4) RM-F will start determining final project cost upon receipt of the letter/memo from Area Office. PM will lead a team effort to resolve any discrepancies in funding.

(5) RM-F will finalize project cost within 30 days of payment of Final Payment Estimate, and send through CD-Q to Area Office.  

(6) Area Office will file final project costs with transfer documents.

(7) Do not remove any contract from RMS unless given specific guidance from CD-M.

(8) Military contracts, which are Demolition only, Purchase Orders, and Delivery

Orders, which add no value to the property, do not require a DD Form 1354; however, a letter of acceptance from the user is required.

(9) When a DD Form 1354 is NOT required, the Area Office will send a “Final Completion Statement” memo through CD-Q to PM-M/RM-F to initiate the financial closeout process.  Final Completion Statement memo is the same that is used for the Final Pay Estimate process. 

C.  Database


(1) PM, RM, and CD will jointly use an electronic database to track the status of all Construction projects that are not financially closed and turned over to the using agency.  The database will be updated by PM-M, RM-F, and CD-Q on a monthly basis and will identify reasons for delays in financial closeout.  Each CD field office will review the database on a monthly basis and provide updated status information to CD-Q for projects under their purview/supervision.


(2) As indicated in ER 415-345-13, the goal is to financially closeout all CONUS construction projects within six months of contract acceptance and all OCONUS projects within 12 months.  Financial completion of a project occurs when all obligations have been liquidated, all accounts receivable have been collected, and excess funds have been returned – i.e. costs and current working estimate (CWE) are equal.
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