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Sponsored Projects Close Out Checklist
PI Name: ___________________________
Department: ________________________
DRA: ___________________________
Research Accountant: ___________________________
Peoplesoft Project ID:___________________________
Title:___________________________
Sponsor Award Number:___________________________
*This is for internal purposes only. It does not require any signatures.
[bookmark: _heading=h.qri6tc8szdq4]1. GENERAL CLOSEOUT PREPARATION
·  ☐ Confirm award end date
·  ☐ Review award terms and conditions
·  ☐ Check for approved no-cost extensions (and document them if granted)
·  ☐ Notify collaborators/subrecipients of pending closeout and deadlines
·  ☐ Ensure all project deliverables are submitted
[bookmark: _heading=h.d5b31kkfd2we]2. FINANCIAL CLOSEOUT
·  ☐ Final review of expenditures
· Ensure all costs are allowable, allocable, reasonable, and consistent
· Review spending in last 90 days for compliance
·  ☐ Remove unallowable or inappropriate charges
·  ☐ Confirm payroll allocations are accurate
·  ☐ Post and reconcile final expenses
·  ☐ Submit final invoices or financial reports to sponsor
·  ☐ Verify cost share obligations met and documented
·  ☐ Clear all advances (travel, pre-paid, etc) or program income accounts
· [bookmark: _heading=h.4vqhpesn2w1y] ☐ Reconcile and remove all encumbrances
·  ☐ Reconcile A/R balance to zero (or allowable residuals if fixed-price)


[bookmark: _heading=h.trvm9r455r1n]3. TECHNICAL / PROGRAMMATIC CLOSEOUT
·  ☐ Submit Final Technical Report
· Review agency-specific guidelines (e.g., NIH RPPR Final, NSF Project Report)
· Include progress summary, outcomes, and data as required
·  ☐ Verify submission to sponsor by PI
·  ☐ Retain copy of report and submission confirmation
[bookmark: _heading=h.vlvf9f48unl4]4. COMPLIANCE & ADMINISTRATIVE CHECKS
·  ☐ Final Effort Certification completed
·  ☐ All human subjects / IRB protocols closed or transitioned
·  ☐ All animal protocols (IACUC) closed
·  ☐ Final invention disclosure submitted
· If none, submit “negative report”
·  ☐ Publications deposited in public access repositories (e.g., NIH PMC)
·  ☐ Data management and sharing plan fulfilled
·  ☐ All equipment tagged and disposition determined
· Sponsor-owned vs. institution-owned
·  ☐ Subaward closeouts completed
· Final invoice received and paid
· Final technical and invention reports obtained
[bookmark: _heading=h.jactlutuiyot]5. SPONSOR-SPECIFIC CLOSEOUT FORMS (examples below)
	Agency
	Key Closeout Forms/Reports

	NIH
	Final RPPR, Final Invention Statement (HHS 568), Final Financial Report (FFR)

	NSF
	Final Project Report, Final Financial Report, Project Outcomes Report

	DOE
	Final Technical Report (submitted to OSTI), Final SF-425

	DoD
	DD Form 882 (Invention), Final Cost Report, Technical Report

	Dept of Ed
	Final Performance Report (ED 524B), Final SF-425



[bookmark: _heading=h.1arrlahl1572]6. RECORD RETENTION & DOCUMENTATION
·  ☐ Retain all project records for required period
· Typically 3 years from final financial report and technical report approval (federal standard)
·  ☐ Archive emails, communications, and approvals
·  ☐ Ensure audit-readiness of financial and technical documents
·  ☐ Ensure all subrecipient monitoring documentation is retained
[bookmark: _heading=h.cb4582jeutly]7. INTERNAL ADMINISTRATIVE TASKS
·  ☐ Update biosketches and CVs with completed project
·  ☐ Report final outcomes to research compliance or sponsored programs
[bookmark: _heading=h.8msici3s17yo]CLOSEOUT COMPLETE
·  ☐ All sponsor requirements fulfilled
·  ☐ Final reports submitted and confirmed
·  ☐ Financial account reconciled and closed
·  ☐ Records stored per institutional retention policies
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