	Closeout Procedures
Closeout Procedures
	Project Name
	Project Reference Number
	Prepared By (print)
	Preparer’s Initials

	[bookmark: Text1][bookmark: _GoBack]     
	[bookmark: Text2]     
	[bookmark: Text3]     
	[bookmark: Text4]     

	Customer
	Contact
	Contact’s Phone #
	Date Prepared

	[bookmark: Text5]     
	[bookmark: Text6]     
	[bookmark: Text7]     
	[bookmark: Text8]     



Review Deliverable Requirements and Procedures
	
description
	
Goal
	
participants
	
timing
	tools and documentation

	Review—
	Contract deliverable requirements
	Deliverable acceptance requirements
	Process for gaining customer acceptance
	Customer’s direct level of involvement in acceptance process
	Sign-off procedure
	Customer understanding of procedures and acceptance
	Project manager
Customer project manager
	All customer meetings
	Contract
Customer sign-off procedures
Acceptance plan
Sign-off checklist

	Incorporate additional customer provisions as appropriate.
	     
	     
	     
	     


Organize Delivery, Installation, and Testing Requirements
	
Description
	
Goal
	
Participants
	
Timing
	Tools and Documentation

	Verify that the acceptance plan addresses contract requirements for—
	Delivery
	Installation
	Testing
Determine the order in which deliverables will be provided. 
	Matrix of deliverables
	Project manager
	Must be completed before customer implementa-tion
	Contract
Acceptance plan


Test (As Appropriate)
	
Description
	
Goal
	
Participants
	
Timing
	Tools and Documentation

	Conduct test
	Ensure that test evaluates deliverable according to contract criteria
	Review results
	Correct deficiencies
	Customer signature accepting each deliverable
	Project manager
Customer project manager
	As deliver-ables are completed 
	Acceptance plan
Contract

	Retest if necessary and document results
	Describe tests performed
	Present results
	Explain unusual results or occurrences
	     
	Project manager
Project team
	     
	Test report

	Obtain sign-off if applicable
	     
	Project manager
Customer project manager
	     
	Customer sign-off procedures


Post-Test
	
Description
	
Goal
	
Participants
	
Timing
	Tools and Documentation

	Provide test results
	Forward acceptance plan review to customer; include test results, request for review and approval, and copy of customer acceptance checklist
	Specify date by which customer must act to keep project on schedule
	Ship or install deliverables; customer must sign customer acceptance checklist to verify satisfactory receipt  
	Invoice to customer
	Project manager
	Upon completion of each test
	Acceptance plan 
Customer acceptance checklist

	Forward invoice request and customer acceptance checklist to customer
	     
	Project manager
	     
	Invoice initiation request
Customer sign-off procedures
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