Internal LBNL WFO/CRADA Closeout Checklist


Award #:




Project ID:  



 Date Project to Close: 



	Deliverable/Checklist
	When Due
	Who is Responsible for Deliverable
	Steps to Get it Done

	Check Available Balance
	60 days prior to end of POP
	Division Analyst
	1. Review Award Management Report, 737, cost browser or other internal reports for remainder of project balance and outstanding commitments. Update the financial plan as applicable to prepare for closeout.

	Property Check
	60 days prior to end of POP
	Division Analyst
	1. Division Analysts reviews Award Management Report to identify who the property title belongs to if applicable (sponsor, UC, DOE, etc.). The Division Analyst discusses disposition with PI.

	Subcontracts
	60 days prior to end of POP


	Division Analyst

A/P

Procurement


	1. If there are liens, Division Analyst follows-up with the subcontractor to determine status of outstanding invoices.

2. Analyst to make arrangements with subcontractor to get final invoice within 30 days after POP.

3. Buyer to confirm with Division Analyst that the PO is physically complete.

4. After all invoices have been paid and posted to the ledger, and if a lien still appears, Division Analyst notifies buyer (cc A/P) to close subcontract and clear lien.

5. Buyer, with assistance from PRP Support, to close and clear lien within 45 days of end of POP. 

6. Buyer to confirm with Division Analyst that the PO is in the process of closeout and the lien(s) have been cleared within 45 days of end of POP.

	Review ledger for outstanding liens
	30-60 days prior to end of POP

30 days after POP?

	Division Analyst

A/P

Procurement Buyer
	1. Analyst to ensure that purchase liens are appropriate and benefit the project through completion of work scope. (For example, if there was a lien for a computer, in most cases, this item should not be necessary during the final months of the project.)

2. If there are Purchase liens, the Division Analyst works with the requester to verify receipt of product.

3. If items will be rec’d within POP, check ledger frequently to verify product or service has posted.

4. If posted to the ledger and a lien still appears, Division Analyst notifies buyer and A/P to close PO and clear lien.

5. A/P and buyer to close and clear lien within 30 days of end of POP. 

6. A/P and buyer to confirm with Division Analyst that the PO is closed and the lien(s) have been cleared within 30 days of end of POP.

	Travel Liens
	30-60 days prior to end of POP


	Division Analyst 

Travel Dept


	1. Review ledger for outstanding travel liens.

2. If there is a travel lien(s), the Division Analyst to contact the traveler to verify final expense report has been submitted to the Travel Dept.

3. Division Analyst to contact Travel that they are in receipt of the expense report and that the trip will get posted within the month received and lien will clear.  
4. Division Analyst confirms that the travel lien(s) have cleared at the month-end close.

	Check for Open Work Orders
	30-60 days prior to end of POP


	Division Analyst 

Facilities WRC
	1. Division Analyst checks for open work orders.

2. Division Analyst checks with PI to confirm work is complete.

3. If work is complete, Division Analyst notifies WRC to close work order or transfer to an appropriate project. 

	Publications
	30-60 days prior to end of POP
	Division Analyst

TEID
	1. Check for outstanding invoices for publications by reviewing files and communication with the PI or Admin. Assistant.

2. If there is an outstanding charge, contact TEID who will request a pro forma invoice from the vendor, which will be used to book charges to the ledger.

	Review ledger for monthly recurring charges
	30 days prior to end of POP


	Division Analyst 


	1. Review the ledger for monthly recurring charges (telephone, space, electricity, computer recharges, animal, etc.). 

2. Division Analyst to move recurring charges to related work scope or discontinue service after POP.


	Check Close Schedule for bi-weekly labor posting
	30 days prior to end of POP
	Division Analyst
	1. Division Analyst checks close schedule to verify that all weekly labor will get posted by the end of the POP.

2. If there is a week or two lagging, then the Division Analyst needs to keep the project open until all labor costs gets posted.

	P-Card commitments
	Near the End of POP (or month-end close)


	Division Analyst

P-Card
	1. Division Analyst to run IRIS P-Card report for outstanding P-card orders. 

2. Division Analyst to confirm with PI the date the item was received within POP.

3. If item has been received, Division Analyst to communicate with the P-Card buyer that the order will be reconciled/matched in Procard system that month.

4. If item has not been received, Division Analyst to continue to monitor receivable and posting to the ledger. 

	Payroll-termination checks
	End of POP 

(month-end close)
	Division Analyst

Payroll Dept.
	1. Division Analyst reviews ledger to determine if termination check was posted.

2. If not posted, follow-up with Payroll and to ensure costs are recorded.

	Run Award Management Report/737
	End of POP (month-end close)
	Division Analyst

AR
.  
	1. Division Analyst to run IRIS Award Management Report/737 to check for unbilled.

2. Division Analyst to reconcile total costs with the Cost Browser & Award Management Report.  Division Analyst to notify AR if there are unbilled costs that need to be billed.

	When project costs are final 
	After POP
	Division Analyst

AR
AR/Financial Analysis


	1. When the Division Analyst has determined that all costs have posted, the Division Analyst emails AR within 45 days from end of POP (or within Sponsor timeline) that all costs are in and next invoice can be stamped “FINAL”.
2. AR will perform their closeout analysis by:

· Running queries to capture and verify all costs for the project.

· Check for unbilled costs, liens & outstanding invoices (verify that all invoices have been paid).  If there are o/s invoices AR will take action to collect.  (See AR closeout).

3.   AR to send FINAL INVOICE to sponsor.

4.   If there is a deobligation or refund, AR will perform the Deobligation/Refund process in accordance with established steps. AR to confirm amount with Financial Analysis Group before taking action.

5.   If amount agreed, AR processes refund.

	Close Project
	After POP
	Division Analyst
	1. Division Analyst does a final verification that all costs, that are appropriate, have incurred within the period of performance and posted to the ledger. 

2. Division Analyst to close project in RAPID when appropriate. If Division Analyst does not close project, project will automatically close 90 days after POP.

3. Archive file if applicable.
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