
 Project Close-Out 

Project Close-Out signifies the end of a project in its entirety. Involved in close-out are such details as 
Contract, Administrative and Physical close-out; documenting final milestones; completing the project file; 
securing final payments; and finally close-out approval.  
 
The Checklist below is intended to offer guidance through project close-out if a solicitation/bid was 
performed utilizing federal funding, it does not constitute full compliance. State and local procurement 
guidelines may supersede federal practices and should be reviewed for further compliance requirements. 
 

Project Close-Out– Below are recommended reimbursement and finalization 
procedures to assist in project close-out. The following list is for reference 
purposes only for comparison, and may be superseded by more strict state 
and/or local requirements.  

Check If Provided 

Reimbursement Requests – Inquire approximately 30 days prior to 
anticipated project completion as to required documentation needed to request 
final reimbursement of grant funding to be applied to the cost of the project. 

 

Finalize Milestones – Update all project milestones to their actual completion 
dates. Begin Project Close-Out Procedures 

 

Physical Close-Out - Turnover of control of the product, good or service. 
Takeover of maintenance of deliverables, operations, responsibilities and 
organizational structure. Procedures for turnover and acceptance. Turnover 
and acceptance activities, transfers and documentation. Finally, physical 
transfer of the deliverable and acknowledgement of receipt (acceptance) of the 
project deliverable is executed 

 

Administrative Close-Out – Preparation and collection of administrative and 
project documentation, logistics activities of project resources, archiving, 
financial account closure, facilities turnover (or closure), contract closure, and 
personnel reassignment. 

 

 

Finalize File Retention – At completion of the Federal procurement process 
Have a complete and comprehensive project procurement history file for future 
use is essential in situations of protest, conflict and federal review processes. 

Check If Complete 

All files have been retained  

 
 

Request Approval to Close-Out Project – As required (retain a copy for files) Check If Received 

Received  

 
THIS FORM IS INFORMATIONAL ONLY AND IS NOT TO BE CONSTRUED AS LEGAL ADVICE, NOR IS IT INCLUSIVE OF 
EVERY DETAIL THAT MAY BE INVOLVED IN THE HANDLING OF INDIVIDUAL PROCUREMENT MATTERS. IT IS 
RECOMMENDED THAT INDEPENDENT RESEARCH BE CONDUCTED AND ALL DOCUMENTATION CAREFULLY 
PROOFREAD IN EVERY PROCUREMENT MATTER. 

 
 

 

Upon Completion and Approval of the  
“Project Close-Out” Phase 

 
Your Procurement is Complete. 

 


