project closeout (ICS 221)
	

1. Project Name:
	2. Project ID:

	3. Planned Closeout / Transition Date & Time:
Date:  	Time:  
	4. Project Element Being Closed or Transitioned:

	5. Contract / Purchase Order / Task Authorization Reference:


	6. Closeout Verification & Sign-Off Checklist:
The project element listed above is in the process of being closed or transitioned. Release is not authorized until all required sign-offs are completed.
	OPERATIONAL ACCEPTANCE

	Confirms the deliverable is usable and accepted for operations.

	
	Stakeholder(s)
	Remarks
	Name		Signature

	
	
	
	



	DOCUMENTATION & RECORDS
	

	Confirms documentation, SOPs, diagrams, and records are complete.

	
	Functional Area
	Remarks
	Name		Signature

	
	Documentation Owner
	
	

	
	Knowledge Transfer Complete
	
	

	
	Records Archived
	
	



	ASSETS, ACCESS & TOOLS
	

	Ensures nothing physical or digital is left unmanaged.

	
	Functional Area
	Remarks
	Name		Signature

	
	Hardware Returned / Reassigned
	
	

	
	Software Licenses Transferred
	
	

	
	System Access Updated
	
	

	
	Facilities / Equipment Cleared
	
	



	FINANCIAL CLOSEOUT
	

	Prevents post-closeout financial surprises.
	

	
	Functional Area
	Remarks
	Name		Signature

	
	Invoices Paid
	
	

	
	Final Costs Recorded
	
	

	
	Grant Reporting Complete
	
	

	
	Contract Closed
	
	



	COMPLIANCE & OVERSIGHT
	

	Captures any org-specific or regulatory approvals.

	
	Functional Area
	Remarks
	Name		Signature

	
	Legal
	
	

	
	Procurement
	
	

	
	IT Security
	
	

	
	PMO/ Governance
	
	




	ICS 221
	Date/Time:  	



	7. Closeout Notes / Conditions / Follow-On Actions:


	8. Transition / Handoff Information: 
	Knowledge Transfer Required:    Yes    No

	Transition Start Date:  	
	Actual Closeout Date/Time:  	

	Receiving Entity:  	
	Estimated Operational Readiness Date:  	

	Handoff Method:  	
	Post Closeout POC:  	

	Originating Team:  	
	Stakeholder(s) Notified:

	
		

	9. Follow-On Work or Transition to Another Project:   Yes    No

	Project Name:  	
	Project ID:  	

	Receiving Entity:  	
	New Task/ Charter/ Approval:  	

	10. Prepared by:  Name:  		Position/Title:  		Signature:  	

	ICS 221
	Date/Time:  	



Status: Pending | Complete	Archive Location: ___________________	Effective Date: ____________
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