Final Punch List Requirements

Date: [Insert Date]

To: [Subcontractor Name]

From: [Your Company Name]

Subject: Final Punch List Requirements
Dear [Subcontractor Name],

As we approach the completion of the [Project Name], we would like to outline the final punch
list requirements that must be addressed before project closeout. Please review the following
items:

e Complete all remaining punch list items as indicated in the previous meetings.
e Submit quality assurance documentation for all completed work.

« Ensure all installations meet the specified standards and codes.

e Provide warranties and manuals for all installed materials and equipment.

o Complete final cleaning of all work areas.

e Schedule a final inspection with our project manager.

Please acknowledge receipt of this letter and confirm your commitment to completing these
requirements by [insert due date]. Should you have any questions or need further clarification, do
not hesitate to contact me.

Thank you for your cooperation.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



