Project Closure Checklist
Operation & Financial Closure of a Project

uUnited Nations Uevetopment Frogrammeramme
Regional Service Centre Panama Office
City of Knowledge Building 128, Panama City Panama

i 1. Project Title: LECRDS

This list has to be inifiated and processed by the Project Manager*

i

RESPONSIBLE| ATLAS ACTION
TASK PERSON POINT YES | NO NOTES
4. Prepare Final Project Review Proect nzger Atlas Report: Quarterly - - 2) ﬁﬂggarlciingmat should be used; prepared in the form of a case study. Review the
report Review Report Final Project Review Repori Deliverable Description
) e Include in this meeting a final review of project financials, results, progress on capacity
development strategies, and |essons leamed. Topics during the: review include:
. »  Activity deliverables quality
. -' = Qverall project performance
o ) Preject Board " .
5. Conduct final review ij ramme Officer Project Attachment X | O » Quistanding activities
: 9 = Use of remaining budget, if any
» Effective date of project closure
= Transiticning of responsibilities to-national counterpars
= Hand-over of assets
Mandatery only when reguired by parinership protocals {e.g. GEF) and within the
context of UNDAF evaluation.
6. Commission project evaluation Project Beard B | O |Review the following links:
Project Evaluation TOR
Project Evaluation Report
NEX projects have to the audited at least once in the life of the project, and sach year
e 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 |foundduring the year, etc.).
For more information on project audit, please refer to Office of Audit and |nvestigafions
website.
The project is operationally complete when the last UNDP-financed inpuis have been
provided and related activiies completed. The Project Manager should nelify the
8. Nofify operational completion of the . Project Board when this state has been reached.
; Project Board <
project roject Bod = O When a preject is operationally complete, the parties must agree on the disposal of any
equipment that is still the property of UNDP. Equipment purchased with UNDP funds
remain UNDP property unil formally transferred or otherwise disposal off.
9. Operationally close the project{and | p oo ace Project>Project Status C | B | [ | gased on the Project Board decision to close the project, project status in Atlas will be
Award if applicable) 4 Award Profile> Status © = | 3 set to "Operationally Closed”. No further financial commitment can be made.

ATLAS ACTION

final repert from the Implementing
Partner}

RESPONSIBLE
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 equipmentfAsset listing)
project, the pariies must agree on the Proiect M / and:
disposal 0; mflijppmféni thatis stil P:co)jger(;mn:i?;::er | Nons = | O {b) Transfer or dispose of assets {refer Transfer of Asset Form: Annex |
property ¢ . Equipment -
purchased with UNDP funds remain Head of Unit * Project deliverables, documents, files, equipment and materials {if not already
UNDP property until formally transferred) should be transfered to the national beneficiasies or national
transferred or otherwise disposal of ) representatives at this fime.
Atlas Transaction Check: ) _
: o = No outstanding advances-iz eitherlocal currency or USD
11. Ensure that all financial = No open POs : o
transactions are in Atias (Based on Programme Officer 2|0 no pending GLJEs

o AR direct journals in budget error or incomplete Status
the CDR for the previous quarter shows zero encumbrances
All Audit Gaps should be closed with supporting documentation

| 4
= no unapplied deposits
-

e



LIty OT Knowieage bsulamg [£o, Fandimg vy ranaiia

o

Update the following;

closed

12. Update other ATLAS : :Qualitsyll__;g
requirements (Based on final report | Programme Officer | . ;;ljkeL og 9
from the Implementing Partner) « Lessons Leamed Log
» Communication and Monitoring Plan

Projec Manages L Bt kit el complted 1 mrs tan 12 afercpeatona
13. Review and sign final CDR Programme Officer/ | ATLAS report kd 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, confirming final project Anneal Work Plan
revision and sign final Annual Work | Project Manager | Profile/ Project/Project 4| according to the actual project activities. No adjustments can be made fo a financially
Plan Budget completed project.
15: Negotiate with Donor on
refund/reallocation of cost-sharing G | UNDP Issue refunds to donor as the very last step before designating a project as
balances at the fund-project-donor Programme Officer/ | &N€r financiaily complete in ATLAS .If the donor requests a refund at any earller paint then
level {very last step prior to Head of Unit 5edger|>éougnal>0reate B you need to the approval of the Chief, Account Division or Treasurer to fssuing the
designating the project as financially oumnal Eatries refund,
complete}

Closure of any project-based financial accounts or funds. Once confirmed, project
status in Atlas wil be set to “Financially Closed”. No further financial transactions can

16, Ensure project accounts are ) ) ) he made.

Project Assurance | Project>Project Status F | [ For more information on project closure procedures and policies, see Closing a Project

document and Programme and Project Completion, or refer to Clesing a Project in the
POPP. .

1. Project Manager:
Name: Cayetano Casado

Comments:

Signature: i
Date: ~

2. Programme Officer;

Comments:

Name:lﬁf,j&/ Qﬁ/;gd’

@, f,z\ajrzm meé- ﬁz’rz/f;d =é/’

Signature: %W

e, T Jaillo & 5>

3. Head of Unit:
Name: Matilde Mordt

Comments:

41
\
Signature: / il _
Date: 22| Yool 2on

AY

AN

Comments:

4. Management Support Unit:
Name:ﬂ/_@gg@ ﬁfﬂl/f«z{i)

Signature: /

Date: \ /
I

| Gomments:

Name: Richard Barathe « Regional Bureau for LAC UNDP

* In gbsence of project manager; the Programme Officer or the Head of Unit should initiate and process this checklist.
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Projest Clesure Checklist Financial Closure Checklist Status History and Attachments

Output Detalls Output Dates Output Status

Business Unit UNDP1 Start Date 01/06/2008 .
: Operaticnally Closed
Project Number 00050458 End Date 31/12/2016
Qutput Number 00062376 Cutput Manager Effective Date
Cutput Name LECRDS BRIGGS,Chris Fenwick 19/12/2016
Cutput Financials (Cash Funds) Qutput Finandals {Allocation Funds)

Total Contribution Recognized $9,224,060.81  Approved Budget $ 386,006.75
Transfers to/from: - Funds/Donor $-6,076,322.09  Advances Balance $0.00
Interest Earned $0.00 Total Expense $349,534.57
Advances Balance $0.00  Undepreciated Assets $0.00
Total Expense $3,147,738.72 Open Purchase QOrders £0.00
Undepreciated Assets $0.00 Balance $36,472.18
Open Purchase Orders $0.00
Fund Balance $0.00

eChecklist Instructions; (This Is Pilot eChecklist)
in order to be able to close the project eperationally oif items in the below fist need to be checked as {YES). if any of the items is not applicable for the project then it con be checked as
(YES). A profect is operutivnolly completed when the fost UNDP-finonced inputs have been provided and related activities have been completed,

Cperational Completion;

A projectis operationally compiete when the fast UNDP-financed Inputs have been provided and the refuted activities have been completed. Through the project boord, the
Irptementing partrer prompily notifies the UNDP country office when this has been done. Should the implementing partner not do se,the UNDP programme manoger must determine
when the project is operationally complete.

When a project is operationally complete, the porties must sgree on the disposel of any equipment that is stif! the progerty of UNDP.
Ui

herps:/fpopp.undp-ora/SitePeges,

(Qperational Closure Chacklist

No. rask {YES| No INOTES

; Er:pp:faﬁ;”:'s;f:ﬂf r‘:’l‘::;“éns_ G Astandard forma should be used Review the folowing links; Fingl Projet Review Repor (POPP) and
* g -~ |gssong leamnsd as per the following guidslines.

leamed report.
Using the final Project Review Repord, the Lessens Leamaed Report and clher documentation as appropriate,
the project board should assess in this meeting the performance and success of the project, and its
contribution to refated culcomes. Topics during the review include:
= Achievements of last year targels;

CGveral project performance and sustainability of results;

Achievernent on capacity development;

Quistanding activities;

All Open POs have been fully received;

Conduct Final Project Review by .
« Lassons jearned;
.

Project Board. And update the
lessans learned report to include
a brief record of decisions and
cenclusions related ta follow-up
actions.

o
w0
&

Use of remaining budget, if any;
Effective date of project clesure;
Transitioning of respansibilities to national counterparts;
Hand-over of assets.
if required by partnership arangements or if so decided by UNDP, commission project evaluation, prepare a
3 Commission project evalualion M 1 management response to evaluation and discuss and share findings and recommendations for leaming.
Review the following links: Evaluation Resource Cendre TOR for Evaluation Evaluation Reporl Format

NEX projects have to the audited at least once in the fife of the project, and each year that it is considered

4 :][t'i?g;:;“‘ Audit (if ] i appropriate by tha CO (depending on tevel of delivery, difficulties found during the year, etc.). For more
pplica information on project audit, please rafer to Cffice of Audit and Investigations websile.
Motify the Project Board / The project is operationally complete when the last UNDP-financed inputs have bean provided and refaled

Programme Manager on ihe actlivities completed. The Project Manager should notify the Project Board, who in turn should natify the

5 operational completion of the b Frogramme manager about the operational completion of the project. Otherwise, programme manager
projact. decides when the projectis operationally complsted,
—_— ' ~«  Based on the Project Board decisien o close the project, project status in Atlas will be sat to “Operaticnally
% Oparalicnally close the Qutput. o > Clesed". Na further financial commitmant can be made. i
Management Comments (if any): Find Ficst 154 1 011 20 Last |
Author meylene.chiari-chen DateTime Stamp 16/06/16 4:40p.m.

Meylene Ghiari, This project has no Project Board please refer to PRODOC. No audit was made to this preject since it was not a requirement of the RSC-LAC at
the tiem the project was created, plose rafer to note 1he fila in atlachments. June 16, 2016,

1. Eina
Rt






Project Clasure Checklisl Finarcial Closyre Checklisl Status History and Altachments

aCheckiist Instructions: (This Is Pilot eCheckiist)

in arder to be able ta close the profect finoncially ol items in the st need ta be checked os {YES). if any of the ftems is not applicoble for the project then It can be checked o [YES).
This list provides detoils based on stendard queries based on the output I s0 it might nat reflect some of the excentlons, Thesefore; it should be used os o guide for the closure but
manval verification os per the POPP 15 required by the CO to ensure off the exceptians hove been considersd and resolved.

Finansial ¢
TASK

: . . Atfas Transaction Check
Ensura Lhat all financiatiransaclions arg in Allas Ganaral L edger . ) Atlas Balance

(Based on final report from Ihe Implementing Painer) Account
Transaction Currency Basa Currency {USD)

Ho outstanding NEX advances-in ellher focal currency or LSD .00

{Account 16005) & 0.00 50.0

Na other outstending advancas-in either tocal currency of USD

{Account 14001, 14056, 14057, 14501, 16008, 1601¢, 15015, I 0.00 $0.00

17038, 17008}

No culstanding Praject Delivary Reporis (PDRs); 3 o

o apen Purchase Otders (POs); [ Open Purchase Orders 0.00 50.00

Mo Receipt Accruals; Receint Accryals 0.00 $0.00

Ficasn onsura commitments outside Allas are reselved (Nan-PO Cammitments) - Supporting dotuments if any sheuld be upicaded (o Atlas
{Altachments Tab)

Prepaid Youchers 0.00 $0.00

Mo Quistanding Commitments;

Ko qutstanding prapaid vouchars (Accaunt 160659

No Pending Veuchers - Please run the query link to verify and check any pending vouchers,

No pending Vouches;

g: g;ﬁ:{ﬁ;zﬂcinﬂ activities have been recovered andior W [} Supponing documants If any should be uploadad ta Allas {Attachments Tab)

No pending GMS ar Dired! Projact Charging (Formerly 1SS} (1

Off-the-top GMS was used, exira-budgetary income Laken must %5.75 %575
be reconcilied te adtual eapensefdelivery. A pro-rate return of "

GMS based on the balance of unspent funds must be done);

Ne perding GLIES! 77 GLIEs Mot Posted 0.00 5 0.00
Mo unapplied deposils or ather unrecarded revenus; 3 Unapplied Deposits by Office 0.00 §0.00
No olitstanding Accounts Receivable (o be recelved lrom donors 0.00 $ 0,00
per signed agresments; ‘

No autstending Contribution Recsivable to be collected from Contribution Amount Not 0.00 5 0.00

donar (GL Ascourt 14015 Balance induding FX Revaluation)

Mo AR direcl journals in budget eror of incomplete status; irect journals - Please run the query link to verify and check any pending AR direct journals.
All assats are lransfarad or otharwise disposed of; Asset
Transfar lettersiocuments are in pla:e (EL 18xxx Accounte)
(Click Lirk for ISR Repadd} -

All un-used |nvenlnry items held at the end of the project has
been dispesed off or ransferred 1o othar pro|ec|s

3000 $0.00

Supporting documents if any should be Uploaded to Alas (Atizchments Tab)

Ensure all isposal ete. of [ — i i
axsets have been mmsed ‘and GMS charged. ¥4 i} Supporling documents if any should be uploaded to Alias (Allachments Tab}
All tems held as inventory should be disiributad or Iransferrad to - .

recipient o relumed to donar as specilied in the danor i3 - Supparting docurents if any should be Lploaded to Allas (Anachments Tak)

agreement.

All Praject Pelly Cash (11015 {old). 16105{new)] and Project

Cash Advance Accounts {Acc. 16108, 16107, 18108 and 16007) [ [t Petty Cash & Cash.Advange 0.00 $0.00

are cleared;

Projsct Bank Accaunt is fully reconcited and closed. il Project stalf should coordinate with Implementing partner to close Frajecl Bank account.

All Staff Receivables in USD Only (Acc, 14005, 14020, 14022, §

14023, 14025, 14030, 14035, 14040, 14042, 14045, 14046, prdl [ 0.00 5000
14060, 14054, 14085} are cleared;

All mccrued employes benefils are fully accounted, 0.00 $0.00
Mo ather pending Babilties in USD Only, (GL 2000 Ascounts - 0.00 $0.00

Excluding 21005}

The CDR for the previous quarter shows Zero lulure expenses
)

. Cupy of COR should be uplaaded p Allas (Alachmanls Tab)
{cammitmenls).

Winutes should be uploaded lo Allas (Attachments Tab)
Supporting dosuments il any should be uploaded to Altas (Attachments Tab)

Final LPAG { Sleeting committee minutes are ayailable.
Al audil observalions are glosed with supporting decumentation,

Tha final DR i signed by UNDP and fa Implementing
Partner. Final report subritted by responsibie paties.

Suppaorting documents should be uploaded to Allas (Allochmants Tab)

General Ledger Cash Balance

If cast sharing prejecl, tha unexpended balance has been Fund Banor Amount USD
agreed lo the general ledget. {The Belantes exdludes Open 30000 00248 $0,00
chase Orders reflectad In the Output Financials) AND j
s i Continsion Iosehr b cotecied 30000 10870 50,00
fiom donar) il any. 30071 01683 $0.00
23400 00220 $0.00

Consultations with Daners on Lhe disposition of unexpended UNDP issua refunds ta danar as the very last step before designating a project a3 financlally complete in ATLAS If the donor requests a
cost-sharing balances, where required by contibution refund el any earller point then you need 1o the approval ol tha Chief, Account Divislon or Treasurer to issuing the refund. Please referte

agreement, have taken place and are documentad in writing. ‘Refunds to Donors in the POPP.

Al refunds to denors have been transferred to Account 21030
H{Pending Refund to Denors) and the profect Belance Is Zero. ¥
{Only in Base Currency)

Notilied Trezsury Contributions Unit if the donor agreemen!
requiras interast ta ba refunded (o the doner if specified in the
agreemant.

Motified the GSSC to close any associated contract in the W
contracts medule.
All dorwr reports, s established in the Cosl Sharing agresment,
vibre submilled and acknowledged racaipt by tha donar -
represontative.

Pending Refund ta Donar 50.00 $0.00

Supporting documents if any should be uploaded (o Allas (Attachments Tab)

Supporting documents if any should be uploaded to Allas {Attachments Tab}

Supporting documents if any should be uploaded ta Allas {Attachments Tab)

Clesure of any project-based financial accounts or funds. Once confirmed, groject stalus in Atlas will be sat to "Financially Closed”. No lurther
financial transactions can be made. )

Ensura profect accounls are clased. v

For more Infesmation on project closure procedures and policies, please refer to Closing a Praject and Fi e of Development
Brolests.and Fnancial.Slosue of Trust Fundsin the POPP.
iManagement Comments {if any}: find Fiest B 1 o 1 18 Lot
Author DateTime Stamg
e |

Chnckllst } Status, Hlsan ar!d Altachmants

https://finance.partneragencies.org/psp/UNDPP1FS/EMPLOYEE/ERP/¢/UN_CUSTOM....

06/22/2017
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