Project Closure Checklist
Operation & Financial Closure of a Project

uniteq Natiohs pevelopment rrogrammeramme
Regionai Service Centre Panama Cffice
City of Knowledge Building 128, Panama City Panama

'1.’Project Title: ADAPTATION

This list has to be initiated and processed by the Project Manager®

2. Atlas Project Number: 00062378

3. Award No; 00050458

RESPONSIBLE

ATLAS ACTION

TASK PERSON POINT YES [ NO NOTES
4, Prepare Final Project Review . . | Atlas Report: Quarteriy A star]darq for'mat should be used; prepared in the form of a gase study. Review the
report Project Manager’ Review Report B | B [following links;
_evl:_e\:v ~epo Final Project Review Report Deliverable Description
' . include in this meeting a final review of project financials, results, progress on capacity
development strategies, and Jessons.leamed. Topics during the review include:
» Activity deliverables quality
o Proi : * Overalf project performance
. Project Board . o
5. Conduct final review . p:OJeern:Z Officer Project Atlachment B O = Quistanding activities
bgre = Use of remaining budget, if any
' = Effective date of project closure
» Transitioning of responsibilities fo national counterparts
= Hand-gver of assels
Mandatory only when required by partnership protocols (e.0. GEF} and within the
context of UNDAF evaluafion.
6. Commission project evaluation Project Board B | [0 |Review the following finks:
Profect Evaluation TOR
Project Evaluation Report
NEX projects have to the audited at least cnce in the life of the project, and each year
: ‘ - B that it is considered appropriate by the CO (depending on level of delivery, difficulties
" 7. Initiate project Audit (if applicable) | Project Board O | B |[found during the year, etc.).
' For more information on project audit, please refer to Office of Audit and lnveshgatton
website.
The project is operationafly complete when the last UNDP-financed inpuls have been
provided and related activities completed. The Project Manager should nofify the
8. Nofify operaticnal completmn of the ) Project Board when this state has been reached.
Project Board
p"UJECt : ZOy . When a project is operationally complete, the parties must agree on the disposal of any
equipment that is siill the property of UNDP. Equipment purchased with UNDP funds
remain UNDP property until formally transferrad or otherwise disposal off,
9. Operationally close the project (and | p o p o - -} Project-Project Status G B | O | Based on the Project Board decisicn to close the project, project status in Aflas will be
d < | [ |sette “Operaticnally Closed”. No further financtal commitmant can be made,

Award if applicable)

Award Profile> Status C

RESPONSIBLE

ATLAS ACTION

final report from the implementing
Partner)

TASK PERSON POINT YES | NO NOTES

10. Transfer project deliverables and = Also complete;

documents At the completion of the {a) Completed equipment/asset list {inventory list), (refer eguipmentiAsset fisting)
proiect, the parties must agree on the Project Manager/ and:

dispesal of equipment that is still (b) Transfer or dispose of assets (refer Transfer of Asset Form: Annex [}
property of UNDP. Equipment Progratme Officer/ { None X 0O

purchased with UNDP funds remain | Head of tUnit * Project defiverables, documents, files, equipment and materials (if not already
UNDP property until formally fransfemed) should be fransferred to the nationa! beneficiaries or national
transferred or otherwise disposal of ) representatives at this time.
: AT R Aflas Transaction Check:

- * No outstanding advances-in either Iocal currency or USD
1. Ensure that all financial = Noopen POs
fransactions are in Atlas (Based on = no pending GLJEs
Programme Officer B O ne unapplied deposits

no AR direct journals in budget error or incomplete Status
the CDR for the previous quarter shows zero encumbrances
All Audit Gaps sheuld be closed with supporting documentation

e




Update the following;

closed

| 12. Update other ATLAS  QuallyLog
requirements {Based on final report | Programme Officer < . Risukefogog
from the Implementing Partner) » Lessons Learned Log
* Communication and Monitoring Plan
; = Signed by UNDP, confinming final project financial accounts and expenditures.
' Project Manager = Project should be financlally compieted not mere than 12 after operational
[3. Review and sign final COR Programme‘ Officer! | ATLAS report & completion or date of discontinuation.
Head of Uit * For More informaticn refer to the CDRPE document.
14. Conduct final project budget Granis>Award> Award Signed by UNDP and Implementing Partner, confirming final project Annual Work Plan
revision and sign final Annual Work | Project Manager | Profila/ Project/Project X according to the actual project activities. No adjustments can be made to a financially
Plan Budget completed project,
15, Negotiate with Danor on
refundirealiocation of cosi-sharing UINDP Issue rafunds to doner as the very last step before designating a project as
nalances at the fund-project-donor | Programme Officer/ | General = financially complete in ATLAS .If the donor requests a refund at any earlier point then
level (very last step prior to Head of Unit LedgerréournabCreate you need to the approval of the Chief, Account Division or Treasurer to issuing the
designating the project as financially Joumal Entries refund.
complete)
Closure of any project-based financial accounts or funds, Once confirmed, project
status in Atias will be set to "Financially Closed”. No further financial transactions can
16. Ensure project accounts are Proiact A ) , be made.
roject Assurance | Project>Project Stetus F | BJ For more information on project closure procedures and policies, see Closing a Project

docurment and Pregramme and Project Completion, or refer to Closing a Projsctin the
POPP.,

1. Project Manager:
Name: Cayetano Casado

Comments:

Signature:

Date: -

2. Programme Officer:

Name: t%.ﬂbﬂ@vl c_/dz)aétw -

ﬁ?. t?yﬁmma Gt e fo

o Pitiett

Comments:

Comments: Date: 4— ,;4/'0(,{//0 20/
yi
3. Head of Unit:
Name: Matilde Mordt Signature:
Comments: 7 Date: 7,'2{,\&1;21 2001F
4.  Management Support Unit: r_/
Name: }}/ﬂw S ﬁf’ﬂd;’& Z Signature: “ﬁ .

Date: \ ’

‘| Comments:

Name: Richard Barathe — Regional Bureau for LAC UNDP

Date:

* In absence of project manager; the Programme Officer or the Head of Unit should initiate and process this checklist.
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UUNDP Project Closure Workbench Page 1 of 1

At la.-sﬁﬂame Welcome Meylene CHIARE CHEN, Your Atlas Finance Last Login Datetime : 22.Jun.2017 17:25:39 GMT

Home Worklist Add 1o Favorites, Sign out

Favorites  Main Menu Grants  Project Management  UNDP Praject Closure Workbench

Praject Closure Checklist Financial Closure Checklist Status History and Atlachmenis

Output Details Qutput Dates Output 5tatus

8usiness Ynit UNDP1 Start Date 01/06/2008 .
. Operationaily Closed
Project Number 00050458 End Date 3171272016
Qutput Number 00062378 Qutput Manager Effective Date
Outpug-Name ADAPTATION BRIGGS,Chris Fenwick 19/12/2016
Output Financials (Cash Funds) Output Financials {Allocation Funds}

Total Contribution Recognized $0.00 Approved Budget $899,493.75
Transfers to/from - Funds/Donor % 629,505.43 Advances Balance $0.00
Interest Earned $0.00  Total Expense $771,465.50
Advances Balance $0.00 Undepreciated Assets 50.00
Total Expense 5629,905.43 Open Purchase Orders $0.00
Undepreciated Assets 50.00 Balance $128,028.25
Open Purchase Orders $0.00
Fund Balance $0.00

eChecklist Instructions: (This Is Pilof eChecklist)
In orderto be able to close the project operationolly alf items ip the Below list need to be checked as {[YES). {f any of the items is not applicable for the project then it can be checked as
{YES]. A project is operationally completed when the last UNDP-financed inputs have been provided and related activities have beer compieted.

Operational Completion: -

A praject is operationally complete when the last UNDP-financed inputs have been provided ond the related aclivities have been completed. Through the project board, the
implementing partner promptly notifies the UNDP country office wher: this has been done. Should the Impiementing partrer not do so,the UNDP programime manager must determine
when the project is operationally cormplete.

When a project is operationally complete, the partles must agree on the disposal of any equipment that s still the property of UNDP.
Atins://popp.unde.org/SitePages /POPPSub

[Operational Closure Checkiist
No. j1asK | YES| No |NOTES
Preparo Final Project Review 4 standard format should be used, Review the following links; Final Project Raview Report (FOPP) and
1 Report and as Annex, @ lessons- LI 1 d the following ouidelines
ieamed report. essons learned as per the following qui X
Usging the final Project Review Reporl, the Lessons Learned Repert and other documentalion as appropriate,
the projoct board sheuld assess in this meeting the performance and success of the project, and its
centribution to related cutcomas. Topics during the review include:
" . . +  Achievernents of last year targsts;
Conduct Final Project Review by . :  atal y "
[l permancs o1 Sty of et
P lessons leamed report to includa .. . Outstandin n ac?'vil‘:s ty develop '
a brief record of decisions and - . Alll‘O ae IPgs hlavt; been fully received,
conclusions related to follow-up 1y pen X Y "
actians. + Lessons leamed; .
»  Use of remaining budgst, if any,
» Effective date of project closure;
* Transilioning of responsibilities to naticral counterparts;
* Hand-over of assets.
B {f raquired by parinership arrangements or if so declded by UNDP, commission project evaluation, prepars a
3 Commission project evaluation ¥4 1 management response to evaluation and discuss and share findings and recommendations for leaming.
Review ihe following finks: E ion Resource Centre TOR fo i lien Repert Format
Initiats praject Audit (f NEX projects have to the audited at least once in the life of the project, and each yaar that it is considered
4 annli cagl e; o & =appropriate by the CO {depending on level of delivary, difficutties found during the year, etc.). For more
on . information on project audit, please refer to Office of Audit and |nvestigalions website.
Notify the Project Beard / The project is operalionally complete when the last LINDP-financad inputs have been provided and related
5 Pragramme Manager cn the o ok activities completed. The Project Manager should notify the Project Soard, who in {um should notify the
operational completion of the - = Progremme manager about the operational completion of the project. Otherwise, programme manager
project. decides when the project is aperationally completad.
: f = Based on the Project Board dacision 1o close the project, project status in Atlas wili be set to “Operationally
5 Operationally close the Output. i ¥ Glosed”. No furlher financlal commitment can be made.
Management Commaents (if any): Find First VB 4 o1 B8 Laet
Author meylana,chiar-chen DateTime Stamp 16/06116 4:58p.m.
This project has no Project Board, please refer to PRODOC, Mo audit has been made to this project since this was not a requirement at ihe time the project was
created. Juna 16, 2016, Meylene Chiari.







UNDP Project Closure Workbench

Atlagm

Favorites  Main Menu Grants. Froject Management

Project Closura Chacklist Flnanelal Ctosure Chaskllat Status History and

Welcome Meylene CHIARI CHERN, Your Atlas Finance Last Login Datetime ; 22.Jun,2017 17:25:39 GMT

LNGP Project Qosure Workbench

eChechdist Instructions: (This Is Pilof eChecklist)

In arder to be able ta close the project financially alf items In the list need to ba checked us (YES], If ony of the items Is not appifcoble for the profect thar it cen be checked as (YES).
This list provides detoils bosed on standard gqueres bosed on the output 10 so it might not reflect same of the exceptions. Therefore; It should be used as o gulde for the clasure but
mopusl verification os per the FOPE Is required by the £0 to ensure aff the exceptions have been considered ond resolved.

Finapzlal Gio: 3

Frasy

Ensure that afl financial fransactions are in Atas General Ledger
(Based on final raport fram tha Implementing Partner)

|Ne outstanding NEX advances-in aither local curancy or USE ]
! 16005} "

i

iNo other eutstanding advances-in oither lacal curency or USD
ifAccount 14001, 14056, 14057, 14501, 18008, 16010, 18015, K%
47008, 17008)

No eutstanding Project Delivery Reports (PDRs);
o open Purchaso Orders (FOs)

1
INe Recelpt Accruals;

No Outstending Commitments; B
ENE cutstanding prepald voLchers (Account 16065} P
Mo pending vouchers, 4
AI! pre-ﬁnaju:[ng activites hava besen racovared andfor I3

No pending GMS or Direet Project Charging (Formerly 1S5), {IF
Off-the-top GMS was used, extra-budgetary incame takea must b1
be reconcilled to actual expensaldalivery, A pro-rata retum of -
GME basad an the balance of unspent funds must be done);

|No panding GLIES;
No uhapplled deposits or other unrecorded revenue; [

S outstanding Actounts Receivable to ba rocaived from donors 2
iper signad agrasments;

No outstanding Contiibution Receivabla to be collected from ]
donor {GL Account 14015 Balance including FX Ravaluatien} i

No AR direct joumals in budget emor rincomplats status; 1

All aasats are kansfemed or otherwise disposed of; Assat s
Transfer leflersidocuments are In place. {GL 18mx Accounts) (W
{Click Link for ISR Report) N

| All un-ussd Inventory items hold at the end of the projoct has @
|been dispasad oft ar transferred to ather projects -
Ensure all ransactions for salefransfaridonation/disposal ete. af
assobs have been processed and GMS charged. ‘

Al tems held s inventory should be distributsd or transferrad to
recipiant dr retumed to donor 26 specified In the donor
agreament.

|All Projct Patty Gash (11015 {oid), 16105tmew)) and Projct
|Cash Advance Accounts (Acc. 16106, 16107, 16108 and 16007} ¥
lare clearad;

o

Project Bank Accountis fully meoncilsd and clesad, [

All Staff Receivabies in USD Only (Acc. 14005, 14020, 14022,
14023, 14025, 14030, 14035, 14040, 14042, 14045, 140486, [
14050, 14055, 14085} are cleared;

|48 accruad employea banafits are fully accountsd. &

o other pending liabilites in USD Dniy; (GL 2000 AGounts - 12
FExcluding 21605}

The CDR for the previous quarter shows Zero hitura axpenses
{eommmitments).

Final LPAC f Steering commiltes minutes are available,

iAn auvdit observations are closad with supportng documantaton.

:The final COR is signed by UNDP and the implementing
Partrier. Final report submitted by responsibls parties.

If cost sharing project, tha unexpended bakance has been
egfesd 1o the general ledger. (The Balances excludes Opan
Purchase Qrders reflactad in the Output Financials) AND

Q Contribution Recaivabls 1o be coltectod

From donor) if any.
Consultations with Deners an the disposition of unexpended
icost-charing balances, whare raquired by contr/butien

;agreament, have taken place and ara decumentad in writing.

Al refunds to donars have been transferred to Account 21030
{Pondiag Refund to Oeners) and the projoct Balance s Zers.  #
{Cnly In Base Cumency)

INotfiad Traasury Contributinns Unitif the doner agraament _
Irequires intarast o be refunded to the danor if specified inthe '
Jiagraemant,

iMotifiad the GSSGC to vlose any assaciated contractin the W
Econtracts madula_ e
All daner reparts, as establishad in the Cost Sharifg agreement,
were submitted and acknowledged receipt by the donor
|reprasantative.

Ensure projact accounts ara closad.

e

P

Atlas Transactlon Chack
Atlas Balance
Account .
Transaction Currency Base Cuirency {USD)

Cutstanding Advances 0.00 $0.00

ing. Q.00 $0.00
PDR: hitp;//unex.undp.org

0.00 50.00

Recelpt Aceruals 0.00 So.00
Pleasa ansure commitments sutslde Atlas are resolvad {Non-PO C te) - rting d ifany should he uplaadad to Atlas
{Attachmsnts Tab)
Prepaid Vouchers 0.00 $0.00

Mo Pending Vouchers - Please run the query link to verify and check any pending vouchers.

Supporting dacumants if any shauld b upibadad to Attas {Attachments Tab}

% 0.00 % 0.00

.00 50.00

0.00 $0.00

Contract Pending Events .06 50,00
Contrbutlon Amount Not 0.00 40.00

No Pending AR direct journals - Please run the query link to verify and chack any pending AR direct jeurnals.
Assets $0.00 50.00

Supporting documents if any should be uploaded to Atlas (Attachments Tab)

Supporting decuments if any should be uploadad to Atlas {Atachments Tab)

Supporting documents if any should be uploaded o Atlas {Atachments Tab)

200 $0.00

Projoct staff should coardinate with Implsmenting partrer o close Projact Bank account.

Staff Receivables 0.00 $0.00
Emploves Benefits 0.00 $0.00
0.00 $0.00

2z L ies
Gony of CDR should bs uploaded to Atias (Atlachments Tab)

Minutes should be uploaded to Atas (Attachments Tab)
Supporting documants if any should be upleaded to Atles {Attachments Tab)

Supparting documents should be uploaded to Atlas (Attachments Tab)

General Ledger Cash Balance L
Fund Donar Amoaunt LSD
30000 10870 50.00

UNEP Issua refunds to danar as the vary last step bafore dasignating a project as financially complets in ATLAS If the donar mquests a
refund at any eadler point then you nesd to the approval of tha Chief, Account Division or Treasurer to issulng the refund. Plaasa refer to
Refunds ta Oongrs in tha POPP,

Pending Refund to Donor 50.00 $0.00
Supporting decuments if any should be uploadad to Atlas (Attachments Tab)
Supporting dacuments if any should be uploadad to Atias (Attachments Tab)

Supparting documants if any should ba uplaadad ta Atas {Attachmants Tab)

Closure of any project-based financlal sccounts or funds. Onoe confirmed, project status in Attas will bp sat to "Financially Closed”. No further

financial ransactions can bs madea.

For more Information an praject closure procedurss and palicies, pleasa refer ta &
Projests ard Fi Closure of Trus! Fundsin the FOPP.

2 Project and Finangiaf Closure of Development

Management Comments (if any}:

g Fust i1 ore B past |

Author . DateTime Stamp

B
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