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Contractor snagging list and completion review
Use this tracker to allocate and review actual outstanding items against the agreed work. It is not an exhaustive building inspection checklist, a safety assessment, a completion certificate or proof of payment.
Project / work address: __________________________________________
Agreement / specification references: __________________________________________
Inspection or review date: __________________________________________
People reviewing / relevant roles: __________________________________________
List reference / revision: __________________________________________
Blank item tracker
	ID / location
	Observed item / evidence
	Agreed basis or question
	Owner / target
	Status
	Recheck / closure evidence

	[ID / precise area]
	[Actual observation and photo reference]
	[Relevant specification or matter to review]
	[Named person / reviewed date]
	[Open / In progress / Ready for recheck / Closed]
	[Reviewer / date / result / evidence]

	[ID / precise area]
	[Actual observation and photo reference]
	[Relevant specification or matter to review]
	[Named person / reviewed date]
	[Open / In progress / Ready for recheck / Closed]
	[Reviewer / date / result / evidence]

	[ID / precise area]
	[Actual observation and photo reference]
	[Relevant specification or matter to review]
	[Named person / reviewed date]
	[Open / In progress / Ready for recheck / Closed]
	[Reviewer / date / result / evidence]

	[ID / precise area]
	[Actual observation and photo reference]
	[Relevant specification or matter to review]
	[Named person / reviewed date]
	[Open / In progress / Ready for recheck / Closed]
	[Reviewer / date / result / evidence]

	[ID / precise area]
	[Actual observation and photo reference]
	[Relevant specification or matter to review]
	[Named person / reviewed date]
	[Open / In progress / Ready for recheck / Closed]
	[Reviewer / date / result / evidence]

	[ID / precise area]
	[Actual observation and photo reference]
	[Relevant specification or matter to review]
	[Named person / reviewed date]
	[Open / In progress / Ready for recheck / Closed]
	[Reviewer / date / result / evidence]


Before closing an item
☐ The item and location can be identified    Evidence / question: _____________________
☐ The relevant agreed basis has been checked    Evidence / question: _____________________
☐ The correction or required review is recorded    Evidence / question: _____________________
☐ The person rechecking has the relevant competence and information    Evidence / question: _____________________
☐ Actual evidence and outcome are retained    Evidence / question: _____________________
☐ Any remaining condition or related issue remains visible    Evidence / question: _____________________


Worked tracking example
Example entries illustrate record structure only. They do not establish technical acceptability or claim that a real project passed inspection.
	ID / location
	Observed item / evidence
	Basis to review
	Owner / target
	Status
	Recheck / closure evidence

	S01 / kitchen east cabinet
	Front alignment query; relevant image to attach
	Agreed drawing and specification; assess actual item
	Named joinery lead / date to confirm
	Ready for recheck
	No closure recorded; reviewer must inspect and retain result

	S02 / hallway corner
	Paint touch-up noted; actual location image needed
	Agreed decorating finish; confirm scope
	Named decorating lead / reviewed date
	Open
	Correction and subsequent check still to record


Handover and unresolved-item summary
Items still open and effect on agreed handover: __________________________________________
Access arrangement for any return visit: __________________________________________
Document / information still to provide: __________________________________________
Relevant next review and responsible person: __________________________________________
Separate payment or contractual question requiring review: __________________________________________
Keep closure of a listed item separate from the overall Job, contractual completion or payment decision. Follow the applicable agreement, technical and safety processes for the actual project. A status entry is not a substitute for the review it records.
Further reading: https://www.fmb.org.uk/resource/closing-off-projects-the-secrets-to-success.html
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