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Fabrication 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 needed, PI completes patent disclosure.

	
	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.

	
	Check with A/R if sponsor has paid all invoices.

	
	Check with A/R in return of advanced payment. Work with SPO and A/R regarding deobligating remaining funds if applicable.

	
	Assist PI for title and disposition of property as needed.

	
	Check with PI on the transferring of property. Does the property stay at LBNL or does it go to the sponsor?

	
	Review contract for submission of final reports. Send final report to TEID. 

	
	Prepare a memo to the Budget Office PACE Analyst and cc: Helena Cheng and Gavin Robillard (see instructions on website: http://issfps.lbl.gov/budget/forms.htm).

	
	Close project i.d. in FMS after you receive “approved” memo from Pace Budget Analyst (see below). Notify SPO to check status of SPPT.

	
	Establish superceding project if appropriate.

	
	Archive project files.


	Central Organizations

	
	Gavin Robillard to contact the PI regarding the finished product.

	
	Property Accounting will capitalize the fabrication equipment if applicable.

	
	The PACE Analyst receives the close memo and conducts analysis of costs for the life of the project. If project meets fabrication criteria, the memo is stamped “approved” and returned to Field Budget/Administrator.

	
	If applicable, A/R to deobligate sponsor funds.
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