	[image: image1.wmf]

	ERNEST ORLANDO LAWRENCE
BERKELEY NATIONAL LABORATORY





DOE Project Closeout

Project I.D. _____________________


Date Project Closed _________________________

PI ________________________


Budget Analyst __________________________

	Scientific
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	Scientist/PI reviews remaining balances, liens, & work performance period to size future work scope to available resources.

	
	If required, prepare final report. PI submits final report to Field Budget/Administrator


	Field Budget/Administrator

	
	Review cost browser & detail ledger for outstanding liens. If there are liens, move to related work scope or close PO.

	
	Review the cost browser for monthly recurring charges, discontinue service or move to related work scope.

	
	Check for possible open work orders before closing parent project. If work is complete, ask WRC to close work order.

	
	If applicable, email Budget Office to deobligate funds.

	
	Review contract for submission of final reports. Remind PI.

	
	Close project ID in FMS.

	
	Archive project files.


	Central Organizations

	
	If applicable, Budget Office to deobligate funds to DOE.
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