
User Final Signoff Checklist
[brief explanation of what this was based on, what it’s for.  Doesn’t substitute for User Group approval]

· Decide how many meetings are necessary/ Attempting 1 might be is best
· Which drawings should be reviewed for the final signoff?/Make sure you have the most recent set electronically/Clarify this with design team At a minimum: floor plans, interior elevations, reflected ceiling plans, electric power plans, phone/data plans, plumbing plans if any occurs in user space.
· Who needs to attend?  Users only?  Or Users and support staff?   those who would complain later?
· Send drawings in advance to all who will attend, at least 2 weeks ahead. I’d recommend at least one week.
· Who facilitates?  Architects or CPRE?  Advantages to CPRE with Architects in attendance.  Or architects can facilitate the discussion and CPRE planner records on the drawings.
· What materials should you bring to the meeting?  Large printouts of plans and red pen(s) are most essential.  Also, camera, projector and laptop (if necessary, such as for reference drawings), white board, markers.
· How to review:  walk through the current set, with an emphasis on information that is new or changed.  Work out changes on tracing paper and transfer in red to sign-off set, or directly onto sign-off set.
· Signoff means everything shown on plans being reviewed.  Users can add notes or other qualifications.
· How to signoff:  Users will sign on the marked up drawing set.  Scan and distribute to users and design team.  Or, take picture and let design team do the scanning and send back to CPRE.  Preferable if scan is in color. Does our scanner do color?  Large format scanning available through AAA.
· Distribute electronic file of signed set to signers, or post on web.

