CONTRACT CLOSEOUT CHECKLIST

	Supplier Name:

	

	Contract No:

	

	Contract Manager:
	

	Contract Description:
	


	Task
	Mark Completed  or NA – not applicable

	1. All deliverables received


	

	2. Collect all required reports, documents if applicable


	

	3. Supplier returned all property (badges, passwords, etc) or Data

	

	4. Contractor Service Form completed for on-site contractors (terminates building access, PC access, e-mail account, etc)


	

	5. Outstanding issues 

	

	6. Contract close-out meeting with Supplier
	

	7. Final invoice sent to Accounting


	

	8. Supplier Performance evaluation sent to Contract Administrator


	

	9. Lessons learned documented

	

	10. Close out any unused funds from financial systems
	


�Might add this is for closing out phone and network service for on-site contractors only ??
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