	[image: oklahoma-seal sharp]

	Oklahoma Office of State Finance
Information Services Division
PMO Departmental Procedure

	
	Project Close Audit Checklist and Review



	
	Project Close Audit Checklist and Review



The purpose of the Project Close Audit Checklist is to assist the PMO with assessing the readiness of a project to close.
For each item, review the data within the PPM Tool.  Then, record the results in the Results column.   Upload the completed checklist into the PPM Tool under the References Tab.
Verify the accuracy, if any of the items below do not pass, reject the closure by clicking “Need More Information.”  Send the project closure request back to the project manager, requesting additional information.
The following provides a detailed Project Close Audit Checklist:

	Item
	Result

	WORKPLAN: Is the WorkPlan Complete?  All tasks including the Project Level Task?
	

	STAFFING PROFILE:  Is the Staffing Profile status marked Completed?
	

	WORKPLAN:  Do the actual hours entered into the WorkPlan match the hours entered into PeopleSoft?
	

	FINANCIAL SUMMARY:  Are the actual hours entered into the WorkPlan x $50 present?
	

	FINANCIAL SUMMARY:  Does the Actual amount in the Financial summary for Non Labor and External Labor match the invoice amounts in the PO?
	

	FINANCIAL SUMMARY:  Does the Forecast Non Labor and External Labor in Financial Summary match the Detail Level Plan of Record?
	

	HEALTH: Is the project’s Health at Closure set? And/Or have you verified that it is correct?
	



Audit Completed by:  [name]						Audit Date:  [Date]
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