Project Closure Checklist
Operation & Financial Closure of a Project

UIitea Nanons Ueveicpment Frogrammeramme
Ragional Service Centre Panamé Office
City of Knowledge Building 128, Panama City Panama

Thms list has to be mma\ed and prucessed by the Project Managar

|2 Atlas PrOJect Number: 73929

3. Award No 58170

TASK RE?,Z%'S‘%ELE ATL‘;,%&CTT'ON YES | NO NOTES
. . N d; i . Review {h
4, Prepare Finat Project Review prcjol Manager Atlas Report uarterly g | O a ;;:r;:garlciin;c;r.malshould be used; prepared in the form of a case study. Review the
feport Review Report Final Project Review Report Delivesable Descriplion
Include in thig meeting a final review of project financiats, results, progress on capacity
development strategies, and lggsons leamed. Toples during the review include:
= Actvity deliverables quality
" « Overall project performance
Project Board ] -
§. Conduct final review P:Ojeer;ZrOl‘ficer Project Attachment BE | 1 | = Oulstanding activities
R = Use of remaining budged, if any
* Effeclive date of project ¢losure
= Transiticning of responsibilities to national counterpars
+ Hand-gver of assets
Mandatory only when required by partnesship protocols (e.g. GEF) and within the
context of UNDAF evaluation.
8. Commission project evaiuation Project Board B | [0 [Review the following links:
Project Evaluation TOR
Project Evalyation Repert
NEX prajects have to the audited at least once in the life of the project, and each year
that it is considered appropriate by the CO {depending on level of delivery, difficulties
7. Initizte project Audit (if applicable} { Project Board B2 | O] [found during the year, sfc.).
For more information on project audit, please refer to Cifice of Audit and Investigations
websile,
The project is operationally complete when the last UNDP-financed inputs have been
provided and related activities completed. The Project Manager shauld nofify the
8. Notify operational completion of the el B Project Board when this state has been reached.
project Project Board B0 When a project is operaticnally complete, the parties must agree on the disposal of any
equipment that is still the properly of UNDP. Equipment purchased with UNDP funds
remain UNDP property until formally fransferred or otherwise disposal off.
9. Operationally close the project (and | o o p e Project-Project Status C | €4 | [ | Based an the Project Board decision to close the project, groject status in Allas will be
Award if applicable) ! ane paward Profile> Status S (| O et "Operationally Closed". No further financial commitment can be made.
T T T SEGTION %, FINANGIAL GLOBURE o oo
ACTION
TASK R L | AT YES | NO NOTES
10, Transfer project deliverables and » Also complete; _
dacuments Al the completion of the {a) Completed equipmentiasset list {inventory list), {refer equipmentiAsset fisting}
project, the parties must agree on the . and:
disposal of equipment that is still Project Managgrf ; B0 {b} Transfer or dispose of assets {refer Transfer of Asset Form; Annex |}
property of UNDP. Equipment Programme Offices! | None
purchased with UNDP funds remain | Head of Unit ' Project defiverables, docurnents, files, equipment and materials (if not already
LINDP groperty until forreally transferred) should be transfesred 1o the national beneficiaries or national
translerred or ofherwise disposal of ) representatives a this time.
Atlas Transaction Check:
» No outstanding advances-in either local currency or USD
1 [. Ensure that all financial = No opeg POSLJE
transactions are in Allas (Based on . = o pending s
final repor from the Implementing Programme Officer ¥ O « no unapplied deposits
Pariner) * 1o AR direct journals in budget error gr incomplete Status
= the CDR for the previous quarier shows zer0 encumbrances
= Al Audit Gaps should be closed with supporfing documentation
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Project Closure Checklist
Operation & Financial Closure of a Project

uUnIeq NatIONS Levelopment Frogrammeramme
Regional Service Centre Panama Office
City of Knowledge Building 128, Panama City Panama

Update the following;

12. Update ather ATLAS - Qualty Log
requirements (Basefi on final report | Programme Officer = v Risk Logog
from the Implementing Partnar) + Lessons Leamed Log
» Communication and Monitoring Plan
P iragr S by IO, onnig ot i 1 SRS
13. Review and sign final COR Programme Officer/ | ATLAS report & completion or date of discontinuation.
Head of Unit * For More information refer to the CORPD1 document.

14. Conduct final project budget Grants>Award> Award Signed by UNDP and Implementing Pariner, canfiming final project Annual Work Plan
revision and sign final Annual Work | Project Manager | Profile! Project/Project 4 according o the actual project activities. No adjustments can be made o a financially
Flan Budget complated project.
15, Negotiate with Donor on
refundiresilocation of cost-sharing UNDP lssue refunds to donor as the very tast step bsfore designaling a project a8
balances at he fund-project-donor | Programme Officert Eeneral y > finemcially complete in ATLAS 1 the danor requests a refund at any earlier paini then
Ievel (very last step prior 1o Head of Unit Jedger>Jnudmai Create | & you need to the approval of the Chief, Account Division of Treasurer lo issuing the
designating the project as financially curnal Entries refund,
complete}

Closure of any project-based financial accounts or funds. Once confirmed, project

status in Afias will be set to “Financially Closed". No further financial ransactions can
16. Ensure project nts . made.
closed project accoun's are Project Assurgnce | Project>Project Status F &= he made

For more information on praject closure procedures and policies, see Closing a Project
documant and Pragramme and Praject Completion, or refer to Closing a Project in the
POPP.

* In absence of project manager, the Programmme Officer or the Head of Unit should iniliate and process this checklist.

1. Project Manager:
Namae: Signature:
Comments: Date:
2. Programme Officer:
Name: Signature:
Comments: Date:
3. Head of Unit:
Name: Signature:
Comments: Date:
4. Management Support Unit:
Name: Signature:
Comments: Date:
5. Deputy Regional Director RELAC:
Namae: Signature: //{m % W/A(&(pé’ -
Comments: Date: / I / ) /j{//
77
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Project Completion Checklist
Unit: RBLAC/HO03
Award ID: UNDP1 #58170
Project ID/ Output No: HAITI QUAKE-CONST PREFABHOUSES #73929

t confirm that all of the foilowing matters have been considered and resolved:

v No outstan—aing NEX advances — in either local currency or USD
v No outstanding PDRs
v Mo open Purchase Orders
v No Receipt Accruals
v No outstanding commitments
v No pending prepayments and other non PQ advances
N/A All_pre-fiﬁé.ﬁcAi‘rvié_zi_ctivities have been recavered and/or reimbursed
v No pending_—GMS or Direct Projects Charging (formerly 155). (If Off-the-top GMS was
used, extra-budgetary income taken must be reconciled to actual expenses/delivery.
A pro-rata return of GMS based on the balance of unspent funds must be done}).
v Mo pending GLIEs
v No unapplied deposits or other unrecorded revenue
N v No outstanding Accounts Receivable to be received from donors per signed
agreements
v No AR direct jour_r_\éE in budget error or incomplete status
N/A All assets are transferred or otherwise disposed of. Asset transfer letters/
documents are in place
N/A "1 ensure all transactions for sale/transfer/donation/disposal etc. of assets have been
processed and GMS charged
N/A All items held as inventory should be distributed or transferred to recipient or
returned to donor as specified in the donor agreement
NIA All project petty cash is cleared
N/A Project bank account is fully reconciled and closed
N/A all accrued employee benefits are fully accounted
N/A No other pending liabilities
v The CDR for the previous quarter shows zerc future expenses {commitments)
NI/A Final LPAC/ steering committee minutes are available
N/A All audit observations are closed with supporting documentation
v The final CDR is signed by UNDP and the implementing partner. Final report
submitted by responsible parties.
N/A If a cost sharing project, the unexpended balance has been agreed to the general
ledger
N/A Consultations with donors on the disposition of unexpended cost sharing batances,
where reguired by the contribution agreement, have taken place and are
documented in writing.




N/A

All refunds to donars have been transferred to Account 21030 (Pending Refunds to
Donors} and the project balance is zero,

N/A Notified Treasury Contributions Unit if the donor agreement requires interest to be
refunded to the donor if specified in the agreement

N/IA Notified the G55C to close any associated contract in the contracts module,

N/A All donor reports, as established in the Cost Sharing agreement, were submitted and

acknowledged receipt by the donor representative

Name: Susan McDade

Title: Deputy Regional Director, RBLAC

Signature o ﬂ/ﬁ/ﬂ’ﬁ ?, 7/%//‘0 Cwl( : Date

This checklist must be signed by the Resident Representative / Head of office or officer designated by the
Resident Representative / Head of office.




REGIONAL PROJECT CLOSURE

NOTE TO THE FILE

Project Title: Haiti Quake-cont Prefabhouses

Project and Output number: 00073929 — Project number: 00058170

a) Project Management Framework

Documentation uploaded in Atlas
+« No project document was found or generated

Documentation not uploaded in Atlas
No project document was found or generated

Justification for not unloading documentation
« the project was a management project

Other relevant information for project closure
s Close the Project because it was never used.

Recommendation produced by Programme Unit

e Close the Project because all budget was used and we can fine any

balance,

b} Project Finance Management framewark

6. Financial considerations
6.1.  Project overview
Project 'UNDP1 #73929
| Sum of USD Am¢ B _ year Pl
Activity 1d | ~ | Aceount i~ Fund |- Donor (Agency) |~ (2010 Grand Total
= ACTIVITY] -21015 i+ 80195 12 0.00 Q.00
= 72399 80195 12 2,981,503.29 2,981,503.29
74505 80195 12 415285  4,152.85
JACTIVIT‘(I Total 2,985,555.14: 2,985,656.14

|Grand Total

2,988,8%6.14 2,985,656.14



6.2.  Other financial topics
N/A

7. Other relevant information for project closure

8. Recommendation produced by finance unit
* (Close the project.

Elaborated by: Signature &)ﬁr_—_%

Programme and Finance Associate Regional HUB RBLAC

Clearance by: Signature /UM%%,??% [M ‘

Regional Direc(or RBLAC




