



	Employee 
	WFO Projects
	CRADA Projects
	DOE Projects

	

	· Scientist/PI review remaining balances, liens and 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
	· Scientist/PI reviews remaining balances, liens & work performance period to size future work scope to available resources.
· If needed, PI completes patent disclosure.
· PI prepares final report and submits to Field Budget/Administrator.

	· Scientist/PI review remaining balances, liens and performance period to size future work scope to available resources.

· If required, prepare final report. PI submits final report to 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 on return of advanced payment. Work with SPO, A/R, regarding deobligating remaining funds if applicable.

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

· Review contract for submission of final reports. TEID: NIH patent closeout release?

· Establish superceding project if appropriate.

· Close project i.d. in FMS. Notify SPO to check status of SPPT.

· Archive project files.
	· 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 on return of advanced payment. Work with SPO and A/R regarding deobligating remaining funds if applicable.
· Check with PI on the transferring of property. Does the property stay at LBNL or does it go to the sponsor?
· A final report needs to be submitted to OSTI via TEID (cc file).
· Establish superceding project if appropriate.
· Close project ID in FMS. Notify SPO to check status of SPPT.
· Archive project files.
	· 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.

· Email Budget Office to deobligate funds if applicable.

· Review contract for submission of final reports. Remind PI.

· Close project i.d. in FMS.

· Archive project files.

	
	· If applicable, A/R to deobligate sponsor funds.


	· If applicable, A/R to deobligate sponsor funds.
· TEID to submit final CRADA report to OSTI.
	· If applicable, Budget Office to deobligate funds to DOE.


	Employee 
	Construction Projects
	Fabrication Projects
	Other Projects

	

	· Final walk through and sign off by DOE.
	· 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.


	· Appropriate Division staff evaluates needs and decides when Org. Bur. Or recharge projects have come to an end (e.g. machine or facilities use has been discontinued or service no longer being provided).

	
	· 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.

· Run final expense report. Prepare close out letter. Have letter signed by project manager and copy to the Budget Office.

· If applicable, email Budget Office to deobligate funds.

· Close project i.d. in FMS.

· Final capitalization report must be completed after all costs are posted & project i.d. is closed.

· Archive project files.


	· 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 on return of advanced payment. Work with SPO, A/R, regarding deobligating remaining funds if applicable.

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

· 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)

· Review contract for submission of final reports. Establish superceding project if appropriate.

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

· Archive project files.
	· 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.

· Email Budget Office to deobligate funds if applicable.

· If appropriate, establish superceding project when closing in FMS.

· Close project i.d. in FMS.

	
	· If applicable, Budget Office to deobligate funds to DOE.
	· 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, 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.
	· If applicable, Budget Office to deobligate funds to DOE.


What Drives a Project to Closure?





  Out of funding





No longer needed (obsolete facility or equipment)





Expiration of contract





Project complete





Mutual termination
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Field Budget/Administrator





Scientific
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