Project Closure Checklist
Operation & Financial Closure of a Project

unitea Nations Levelopment Frogrammeramme
Regional Service Centre Panama Office
City of Knowledge Building 128, Panama City Panama

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

1. Project Title: ENERGY FOR ALL - SE4ALL

2. Aflas Project Number: 00089821

3. Award No: 00050458

ATLAS ACTION

TASK

RESPONSIBLE
TASK . PERSON POINT YES | NO NOTES
4. Prepare Final Project Review project Manager Atas Report Quartery 2| O fc\) ﬁé&:\:}ggrlclinffsrma{ should be used; prepared in the form of a case study. Review the
report Review Report Final Project Review Repor! Deliverable Description
’ Include in this meeting a final review of project finaricials, results, progress.on capacity
development strategies, and lessons Ieamed Topics during the raview mclude
: w  Activity deliverables quality
. . : = Qverall project performance
. , Project Boa
5. Conduct final review P:ojg ramm erdom cer | Project Attachment KO » Cutstanding activities
= Use of remaining budget, if any
= Effective date of project closure
= Transitioning of responsibilities to national counterparis
= Hand-cver of assets
Mardatory only when required by partnership protoco’s {e.g. GEF) and within the
context of UNDAF evaluation.
8. Commission project evaluation Project Board B4 | L] | Review the following finks:
Project Evaluation TOR
Project Evaluation Report
_ NEX projects have to the audited at least once in the life of the project, and.each year
o o o that it is considered appropriate by the CO {depending on level of delivery, difficulties
7. Initiate project Audit (if applicable) | Project Board O | X |found during the year, efc.).
For more information on project audit, please refer to Office of Audit and !nvestigations
website.
The project is oparationally complete when the last UNDP-financed inputs have been
: provided and related activities completed. The Project Manager should notify the
8. Notify operational completion of the Project Board = | O Project Board when this state has been reached.
project When a project is operationally complate, the parties must agree on the disposal of any
equipment that is sfill the property of UNDP. Equipment purchased with UNDP funds
remain UNDP property until formally transferred or otherwise disposal off.
9. Operationaty close the project (and | . v acc oo o Project-Project Status C | [ | [ | Based on the Project Board decision to close the project, project status in Atias will be
Award ;fapphcable) ! Award Profile> Status C X | O |sette “Operationally Closed". No further financial commitment can be made.

final report from the Implementing
Partner}

PERSON YES | NO NOTES

10. Transfer project deliverables and = Also complete;
ducumenhts Atthe cornptleﬁon of the (a) Complated equipmentfasset list (inventory list), (refer equipmentiAsset listing}
project, the parties must agree on the Proiect Manager/ and:
disposrg: o; Scl;\lug;melzzntihat is ?till P o}g amme ngﬁcer /| None = | O (b) Transfer or dispose of assets (refer Transier of Asget Form: Annex |}
propeity of . Equipmen . X
purchased with UNDP funds remain | Head of Unit = Project deliverables, documents, files, equipment and materials {if not already
UNDP property until formafly transferrad) should be transferred to the national beneficiaries or national
transferred or otherwise disposal of ) representatives at this time.

e S Atlas Transaction Check:

10 Co = No ouistanding advances-in either Iocai currency or USD
11, Ensure that all financial - No open POs
fransactions are in Atlas (Based on ’ no pending GLJES
Programme Officer k| 0O no unapplied deposits

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

e
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Update the following;

closed

12. Update other ATLAS . g::g?tgg
requirements (Based on final report | Programme Officer X * RiskLog g
from the implementing Partner) « Lessons Leamed Log
* Communication and Monitering Plan
Project Managar L Pesctoui b ancil compiete ot more an 12 s cpertondl
. : . s = Frojectshou € linancially comp I

13. Review and sign final COR Programme. Officer! | ATLAS report | completion or date of discontinuaion.

Head of Unit » For More information refer fo the CDRPD1 document.
14. Conduct final project budget Grants>Award> Award Signed by UNDP and Implementing Partner, confirming final project Annual Work Plan
revision and sign final Annual Work | Project Manager  } Proflle/ Project/Project X according to the actual project activifies. No adjustments can be made fo a financially
Plan Budget completed project.
15. Negotiate with Donor on
refund/reallocation of cost-sharing UNDP issue refunds to donor as the very last step before designating a project as
balances at the fund-project-donor | Programme Officar/ | G€nerel - financially complete in ATLAS .If the doner requests a refund at any earlier point then
level (very last step prior to Head of Unit Ledger-Journal-Create | L] you need 1o the approval of the Chief, Account Division or Treasurer fo issuing the
designating the project as financially Joumnal Entries refund.
complete)

Closure of any project-based financial accounts or furds. Cnce confirmed, project
status in Atlas will be set to “Financially Closed". No further financial transactions can

16. Ensure project accounts are ) . . be made.

Project Assurance | Project>Project Status F | b For more information on preject closure procedures and policies, see Closing a Projact

document and Programme and Project Complefion, or refer fo Closing a Project in the
POPE. ’

1.  Project Manager:
Name: Cayetano Casado

Comments:

- Signature: o -
Date: 7~

2. Programme Officer:

Name:/tfgz ffze,/ Zéﬁ/ﬂg{aw - /%’ J%jm& Gﬁ’ﬁ:éﬂa’-déf’

Comments:

Name: Richard Barathe — Regional Bureau for LAC UNDP

Comments: Date: . ALLD FOL?
~,
/
_ 3. Head of Unit:
Name: Matilde Mordt Signature: )
Comments: Date: T2 YponAv Qqsl '#—
NS4
4. Management Support Unit:
Name: ﬁ/ﬂﬂéﬂ *'-E?-!' MM%?—‘; Signature: / N
Comments: Date: \ \ . 7’
5. .

S~
Sign/m“?”f%i"?—

a T
.

Date:

* In absence of project manager; the Programme Officer or the Head of Unit should initiate and process this checklist.
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Home Warklist

Atl.a-spiname Welcome Meylene CHIARI CHEN, Your Atlas Finance Last Login Datetime : 22.Jun.2017 17:25:39 GMT
Favorites. Main Menu Grants Profect Management UNDP Project Closure Workbench

Praject Glosure Checklist Financial Closure Checklist Stalus History and Altachmants

Cutput Details Qutput Dates QOutput Status
Bus]ness Unit UNDPL Start Date 01/01/2014 Operationally Closed
Project Numbher 00050458 End Date 31/12/2015
Qutput Number 00039821 Output Manager Effective Date
Output Name ENERGY FOR ALL - SE4ALL ] 19/12/2016

QOutput Financials {Cash Funds}) Qutput Financials {Allocation Funds)

Total Contribution Recognized $0.00 Approved Budget $ 180,000.00
Transfers to/from - Funds/Donor $0.00 Advances Balance S0.00
Interest Earned $0.00 Total Expense $13%,379.83
Advances Balance $0.00 Undepreciated Assets $0.00
Total Expense . $0.00 Open Purchase Orders $0.00
Undepreciated Assets $Q.00 Balance $40,620.17
Open Purchase Qrders $0.00
Fund Balance $0.00

eChecklist Instructions: (This Is Pilot eChechliist)
In order to be able ta close the project eperationally alf items in the below list need to be checked as (YES). If any of the items is not applicable for the project then it can be checked as
{YES}. A project is operationally compiated when the lust UNDP-finonced inputs have been provided and refated activities have been completed,

Qperational Completion:

A project is operationally complete when the last UNDP-financed inputs have heen provided and the refated activities finve heen completed. Through the profect board, the
implementing partner promptly notifies the UNDP country office when this hus been done. Should the implementing partaer not do so,the UNDP programme manager must determing
when the project is operationally complete.

When g project Is operationally complete, the parties must agree on the disposal of ony equipment that is stiff the property of UNDP,
]

https://non .Qra/sitePages/POPPSublect.ospx7 5B
Operational Closure Checklist
[No. TTasK [ves| nNe [NoTES
Prepare Final Project Review o ~ A standard format should be used. Review the following finks; Final Project Review Report (POPP) and
1 Report and as Annex, a lessons- L lessons leamed as per the following quidslines
learned report. ‘essons leamec as p R
Using the final Project Review Report, the Lessons Learned Report and cther documentation as appropriate,
the preject beard should assess in this mesting the performance and success of the project, and its
contribution to retaled outcomes. Topics during the review include:
. . . + Achievements of fast year largets;
qudud Final Project Review by = Overall project performance and sustainability of results;
Froject Board, And update the + Achievemeni on capacity development;
lessons learned report to include . - . . '
2 - o [ W "+ Outstanding activities;
a brlaf racord of dadisions and + Al Open POs have been fully received;
conclusions related to follow-up P . Y '
actions » Lassons leamed;
. + Use of remaining hudget, if any;
+ Effestive date of praject closure;
+ Transifiening of responsibilities to national counterparts;
+ Hand-cver of assels,
If required by parinership arrangements or if so decided by UNDP, commission project evaluation, prepare a
3 Commissicn project evaluation ¥ "1 management response to evaluation and discuss and share findings and recommendations for learning.
Review the following links: yal ort {
intiiate projact Audit (if . NEX projects have to the audited at least onca in the life of the project, and each year that it is considered
4 ool c.a!gre)J b '  appropriate by the CO {depending on level of delivery, difficulties found during the year, ete.). For more
PP information on profect audit, please refer to Qffice of Audit and Investigations website.
Notify the Project Board / The project is operationally complete when the last UNDP-financed inputs have heen provided and related
5 Programme Manager on the o activilies completed. The Project Manager shoutd notify the Project Board, who In turn should notify tha
operational completion of the e ¢ Programme manager about the operational completion of the project. Otherwise, programme manager
projact. decides when the project is operationally cempleted.
N e ~: Based on the Project Board decision to close the project, project status in Atlas will be set to "Operationally
o Operatianally closs the Output. 8 ©F giocoqe No further financial commitment can be made.
First @1 of i i

Marnagement Cemmants (if any):

Author  meylene.chiari-chen DateTime Stamp 16/06/16 5:32p.m.

“This project has no Project Board, please refer to PRCDOC. No audit was made to this project, 2 mid-tarm raview was made to the Regicnal Program Projects of
the RSC LAC. Meylene Chiari June 18, 2016
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Atl ¥ Cinance Welcome Meylene CHIARI CHEN, Your Atlas FInance Last Login Datetime : 22,Jun.2017 17:26;39 GMT
) a SF Hame. osdimTaveiiey  Shnout
Favorites  Main Meny Grants Project Manzgement UNOP Profect Closure Workbanch
Project Closurs Chacklist Financlal Closura Checkilst Statue Histery and Attachments
eCheckllst Instructions: (This Is Pilot eChecklist|
in order to be able to close the profect financially ali items In the list need to be checked os (YES). If any of the ltams Is not applicable for the profect then it con be checked as {YES).
This st provides details bosed on standard queries based on the output ID so It might not reflect some of the axceptions. Therefore; it should be used as o gulde for the closure but
manual verificalion as per the POPF Is required by the £0 to ensure clf the exceptions have heen considered and rescived.
Firancial Glosure Ghechdist
TASK
Atlas Transactlon Check
Ensure that all financial transactions are in Afas General Ledger
(Based on final report from the implementing Partner) Account Atlas Balance
Transaction Currency Base Currency (USD}
No outstanding NEX advances-in either iocal curency or USD : I .
(Account 18005) ¥ {]  Dutstanding Advances 0.00 $0.00
|Nn othar autstanding advances-in aither fecal curency or USD
l(Account 14001, 14056, 14057, 14501, 16005, 16010, 18015, ¥} il 0.00 $0.00
|1?uua 17009)
ltto outstanding Projact Oaivery Reports (PORs); * 1T £l
Mo opan Purchase Crdars (POs}; 4 1 OpenPurchase Orders .00 $ .00
Mo Recalpt fccruals; It i1 B s 0.00 $0.00
I . . - P itmants outside Atlas are resolved {Non-PL Commitments} - Supparting dacuments if any should be upleaded to Atlas
iNc Outstanding Commilments; ¥3 3 (A‘:':!;‘;';mu-r:?rm‘ ants outside Atlas are re { +- Supporting ¥
No outstanding prepaid vauchors {Account 16065) ¥ i1 Prepaid Vouchers .00 $o.00
Mo panding vauchers; M No Pending Vouchers - Plzase run the query link to verify and check any pending vouchers.
ﬁ:g;gz““i"g activities have baan recavared andfor W Supporting docurents I any should be uploadad to Aias {Atachments Tab)
No pending GMS or Dirset Praject Charging (Farmorly 1SS}, (If
Off-the-lop GMS was usad, extra-budgetzry incoms taken must 2 e,
bo recancilied to actual expensaldalivery, A pro-rata retum of - % 0.00 % 0.00
GMS based ob the balanes of unspent funds must be dena);
No pending GLJES; [ & 0.00 $ 0.00
Mo unapplied deposits or other unrecordad revanie; Y E 0.00 $o.co
No outstanding Accounts Receivable to be received from donors 3o ! "
per aignsd agresments; o] [} Contract Pending Events 0.00 $0.00
Mo outstanding Contribution Recelvable to be sullected from ] r Contribution Amount Not 0.00 $0.00
donor (GL Account 14315 Balance including FX Revaluation) ” ted ’
1NuAR direct journals in budgat arrer or incomplete status; ] {1 No Pending AR direct journals - Please run the query link to verify and check any pending AR direct journals.
All agsats are Tanstered or otherwise disposed of, Asset . .
Transfer tattors/documants are in piace. (GL 130 Accounts) [V £l Assets $0.00 $0.00
(Click Link for ISR Repart)
All un-usad invenlary ilems held at the and of the project has ) i i Id b yploadead to At (tmchments Tab
been disposed off of ranstereed b thor pmﬂm 3 i Supporting documents if any should ba uploaded to Atlas {Atachments Tab)
Ensure all ions for sal i | otc, of = - -
assets have been pmsmd and GMS charged. [ {1 Supporting documents if any should ba uplaaded to Atias (At chmants Tab)
Al iterms hald s invantary should be distributed or tansferred ko ) .
recipiont or reburned 1 denor as specified in the donor v o Supporting documants if any should be Lploaded to Atlas (Atachments Tab)
*agresment,

All Project Petty Cash (11015 {old}, 16105{new}} and Project
‘Gash Advance Accounts (Ace. 18108, 16107, 16108 and 16007) 59 Petty Cash & Cash Advance 0.0 $0.00
aro clearad;

iPmJeci Bank Account Is fully reconciled and closed. v ] Project staff should coordinate with Implementing partner to close Praject Bank account.

|All Sta5f Recsivables in USD Only (Acc. 14005, 14020, 14022, .

114023, 14025, 14030, 14035, 14040, 14042, 14045, 14048, ¥4 1 staff Receivables 0.00 $0.00
114050, 14055, 14085) are cleared;

All accrued smptoyee benefits are fully accounted. 74 1 Employee Benefits 0.00 $c.co
Na other pending llablliies in USD Crly; (GL 2Zwox Accounts - 1 £ 5 o X
|Excluding 21005) b ) Pending Liabi 0.00 $0.00
The CDR for the proviows querter shows Zero futute expensas Copy of CDR should be uploaded to Atias (Atachments Tab)

liwemmitments).

inal LPAG / Steering committae minutes are avaifable. Minutes shauld be uploaded to Attas {(Attachments Tab)

Il audit obearvations are closed with supporting documentaion. Supporting documents if any should be uploaded to Atlas (Attachments Tab)
'Tha final COR Is signed by UNDP and the Implomenting
' §Partner. Final repart submitted by responsiote parlies,

If cost sharing preject, the unexpended balanse hag been

agreed to the generai ladger, (The Balances excludes Open
Purchass Orders roflectnd in the Output Financials) AND >
{Excludes Outstanding Contribulicn Recelvable ko be collected

from donar) ifany.

Supporting documents shauld be upleaded to Atlas (Attachments Tab) . . R . R L

General Ledger Cash Balance
Fund Denor Amaount UST

UNDP Issug refunds to danor as the very Jast step bafore designating a profect as financially camplate in ATLAS I the donor requests 2

Consultations with Donors on the dispesition of unexpanded 8 26 fir mA
cost-gharing balances, where required by contribution rd 0l sefund at any sarler point then your need le the approval of the Chisf, Account Division or Treasurer to issuing the refund. Please refer to
agrsement, hava taken placs and am documented in writing. Re in the POPP.

All refuncis to donors have been transferred to Account 21033 .

£(Pending Refund to Donors) and the project Salanca is Zera. [ L} Pending Refund to Donor $0.00 $ 000

(Only In Base Cumency)
{Notiﬂed Treasury Gontribulions Unit if the donor agresment

[requires intorest to be refunded to the donar if specified in the > 3 Supporting decumants if any should be uploaded to Atlas (Atachmants Tab)
lagreement.

|Nuliﬁsd the GSSC to closs any associsted contract in the : e 0 p tchmonts Tab)
Iooniracts mado. [# il Supporting decuments # any should be uploadad to Atlas (Attachmants Tab)
!A\I donor reports, as established In the Cast Sharing agrsement, _

iwere submittect and acknowfedged recsipt by the donor ¥4 il Supporting documents if any should be uploadad to Atlas {Attachments Tab)

represe niative.
Closura of any project-based financial accounts or funds. Qhes confirmed, project status in Atlas will be setto "Financially Closed®. No further

finaneia! rensactions can be made.

Ensurs projact accounts are closnd W [ s
Far mors information on prjact closure procedures and policies, plaasa mfar o  Prolest and Ei lopment
e

Pmjects and Fnanclal Closute of Trust Fundsin the POP|

. Maragement Comments (if any}): Find First @ 1oy B dast

=

Author DateTime Stama

Lo |




https://finance.partneragencies.org/psp/UNDPPIFS/EMPLOYEE/ERP/c/UN_CUSTOM.... 06/22/2017



