PROJECT CLOSEOUT CHECK LIST

Project Name
________________________________________________________________________
Project Number
 ________________________________________________________________________
Project Description _______________________________________________________________________
Project Manager
________________________________________________________________________
ELECTRONIC FILES 
Development File
· Scanned copy of original application

· Correspondence    ( State   ( Local  (  FEMA
Implementation File
(        Scanned Grant Agreement(s)  
#1(  
#2(  
# 3 (
(
Scanned FEMA Approval and Obligation Package    Amendments #1(  #2(  # 3 (
( 
Scanned Cost Reports
(
Grant Adjustment Notifications (GANs)
( 
Project Cost Tracker


( 
Cost Report Tracker 
(
Quarterly Reports (for pre -1312 projects)
(
Progress Reports

( 
Correspondence       ( State   ( Local  (  FEMA

Other ____________________________ 

Closeout File
(
Pictures
(
Close Out Certificate
(
Documentation that procurement procedures were followed 

(
NEMIS PSI information updated

(
State Close-out Request Letter

(
FEMA Final Claims Letter

(
State Concurrence Letter

Generator Project Closeout Checklist

For Project:

· Contracts for Services

· Summary Documentation of  Procurement Policies 

· Grant Agreements

For Each Property:

· Generator Purchase Request For Proposal (RFP)

· Generator Installation RFP

· Generator Purchase Bid Award

· Generator Installation Bid Award

· Generator Purchase Bill of Sale

· Generator Installation Contracts 

· Generator Post-test Operational Feasibility Letter

· Photo of Installed Generator

Please provide a copy of all subcontracts to NCEM, upon bid award.

All Change Order Requests must be approved in advance by NCEM.
PERMANENT HARD COPY FILE
Development File

· Original application

· Correspondence    ( State   ( Local  (  FEMA

Implementation File

(      
Grant Agreement(s)  
#1(  
#2(  
# 3 (
(
FEMA Approval and Obligation Package      Amendments #1(  #2(  # 3 (
( 
Cost Reports

(
Grant Adjustment Notifications (GANs)

(
Quarterly Reports (for pre -1312 projects)
( Progress Reports

( 
Correspondence       ( State   ( Local  (  FEMA

Other ____________________________ 

Closeout File

(
Pictures

(
Close Out Certificate

(
Correspondence


(
State Close-out Request Letter

(
FEMA Final Claims Letter


(
State Concurrence Letter

· Documentation that procurement procedures were followed. 

Generator Project Closeout Checklist

For Project:

· Contracts for Services

· Summary Documentation of  Procurement Policies 

· Grant Agreements

For Each Property:

· Generator Purchase Request For Proposal (RFP)

· Generator Installation RFP

· Generator Purchase Bid Award

· Generator Installation Bid Award

· Generator Purchase Bill of Sale

· Generator Installation Contracts 

· Generator Post-test Operational Feasibility Letter

· Photo of Installed Generator

Please provide a copy of all subcontracts to NCEM, upon bid award.

All Change Order Requests must be approved in advance by NCEM.
(
Project Checked by Team Leader

Name ______________________  Date _____________

(
Project Checked by Grants Management Branch Manager

Name ______________________  Date ____________ 
