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Contract Closeout Checklist

Contract Number:		
Contractor:		

	ITEM
	Yes
	No
	N/A
	COMMENTS

	1. Contract file contains all required and relevant documents (see FAR 4.101) including the following items, when applicable:
	
	
	
	

	a.	Purchase request and evidence of availability of funds
	

	
	
	

	b.	Synopsis or reference to synopsis
	
	
	
	

	c.	List of sources solicited
	
	
	
	

	d.	Small Business Review Form; DOE F 4220.2
	
	
	
	

	e.	Government estimate of contract price
	
	
	
	

	f.	Solicitation & all amendments
	
	
	
	

	g.	Copy of each offer or quotation
	
	
	
	

	h.	Negotiation documentation
	
	
	
	

	i.	Contractor’s representations & certifications
	
	
	
	

	j.	Determination of contractor responsibility
	
	
	
	

	k.	Other determinations, or justifications & approvals
	
	
	
	

	l.	Delegations of Authority, COR Memorandum
	
	
	
	

	m. Signed contract, modifications & supporting documents
	
	
	
	

	2. All financial matters have been resolved and documents included in file, as applicable:
	
	
	
	

	a. Disputes, refunds or credits
	
	
	
	

	b. Final invoice processed for payment
	
	
	
	Date paid:

	c. De-obligation of excess funds
	
	
	
	

	3. Subcontracts are settled by the prime contractor
	
	
	
	

	4. Closeout Letters/Memoranda from COR, To Payment Office
	
	
	
	Date signed:

	5. Reports and documentation related to patents, royalties, warranties, and inventions (FAR 4.308-1(2), 12.105, 27.3, 27.4 and 46.7)
	
	
	
	Date signed:

	6. Reports, actions, and documentation for government-furnished equipment (GFE) / government-furnished property (GFP) (FAR 45)
	
	
	
	

	7. Audit Information or reports are completed
	
	
	
	

	8. “Release of Claims” sent to and executed by contractor and included in file
	
	
	
	

	9. Contract completion statement and checklist [FAR 4.308-1(b)] and IAS closeout report completed and included in file. (Closeout Date)
	
	
	
	Date statement signed:

	10. Contractor Performance Assessment Reporting System (CPARS) information entered
	
	
	
	

	11. Completed Closeout modification and finalized FPDS record
	
	
	
	Date completed:

	12. Records retention & disposition completed (See table in FAR4.309. See also http://www.archives.gov/frc/toolkit.html
	
	
	
	Date sent:
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