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	Project Closeout



PURPOSE


Process and guidelines for closing out of project cost centers upon completion of the project.

DEFINITIONS
Plant Accounting is a division of the General Accounting department, who have been charged with the financial maintenance and reconciliation of project cost centers for Plant Operations.

Reconciliations are reports provided by Plant Accounting, on a regular basis, to the Project Manager for their review and identification of any expense that may have incorrectly been charged to the individual project.

PROCESS GUIDELINES

Project Manager responsibilities;

A. Notify Business Services that project is complete and a final reconciliation should be prepared.
B. Review reconciliation to determine that all expenses are correct and appropriate for this project.
C. Review for completeness of retainage and that all contracts have a zero balance.  If there is remaining retainage or a balance on a contract that should be paid the project cannot be closed out.
D. Approve reconciliation and request that project be closed out.
Business Administrator responsibilities:
A. Review reconciliation and verify that all retainage and contracts have been paid and overhead assessment has been collected correctly.

B. Distribute to Financial Assistant for additional closeout process
C. Certify closing of project cost center
Financial Assistant responsibilities:
A. Verify that all FME expenses have been billed and closeout FME Work Request.

B. Complete PeopleSoft Cost Center Activity form to inactivate the cost center. 
C. Prepare a Budget Journal to return any unused funds to the department.

D. Return all documentation to Business Administrator for approval and certification.
Plant Accounting responsibilities:

A. Prepare the original reconciliation for the Project manager to review.

B. Investigate origin of funding and prepare journal to return equity (cash) to the origin cost center of the department providing the funds originally.
C. Once the journal has cleared PeopleSoft, transmit the PeopleSoft Cost Center Activity form to the Budget Office for inactivation.
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