WEFO Project Closure Checklist

	No.
	Question
	Yes/No

	1
	Have the project files been reviewed against WEFO Project Closure Guidance to ensure that all appropriate documents have been retained for archiving?
	

	2
	Have all files been properly labelled to indicate their contents?

	

	3
	Do all files include an index showing their detailed contents?

	

	4
	Have all operational files, both manual and electronic, been logged and archived with date for review prior to possible destruction set in accordance with retention requirements for the project?   

http://wefo.wales.gov.uk/publications/guidance/general/retentionmanagementdocuments/?lang=en 


	

	5
	Have all Financial files, both manual and electronic, been logged and archived with date for review prior to possible destruction set in accordance with retention requirements for the project?   

http://wefo.wales.gov.uk/publications/guidance/general/retentionmanagementdocuments/?lang=en 


	

	6
	Has the Final Claim form been submitted to WEFO, marked as the Final Claim?
	

	7
	Has the Final Claim been submitted for Audit? 


	

	8
	Has the Final Audit Certificate been received? 


	

	9
	Has the person responsible for collation of outputs to be generated subsequent to the closure of the project been notified that the project has closed?
	

	10
	Has WEFO been notified of closure of the project and location of archived project files?
	

	11
	Has the Final payment of grant for the project been received from WEFO?


	

	12
	Has the required evidence to demonstrate that the project has met any special conditions of grant contained in WEFO offer letter been collated and submitted to WEFO?
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