DIVISION OF RESEARCH, INNOVATION, AND SYSTEMS INORMATION
RESEARCH CLOSING CHECKLIST

Task Managers please fill out Sections A, B, and C according to the Research Closeout Guidelines and then follow the instructions at the bottom of this page. (The Research Closeout Guidelines can be found at: http://onramp.dot.ca.gov/newtech/Project_Management/Research_Project_Closing_Procedures/index.htm

		A. General Information	(For TM use)

	
[bookmark: RPMD][bookmark: Text2][bookmark: Text3][bookmark: Text4]RPMD Task ID Number:     	Fed/State Funding: Fed%    	State%    	Remaining Funding:      
[bookmark: Text5]Task Title:      	
[bookmark: Text6][bookmark: Text7][bookmark: Dropdown2]E-FIS ID Number:      	Contract/TPF Number:      	PSC : 


	



		B. Closing Information	(For TM use)

	
I.  TASK INSTRUCTIONS: (See DRISI Research Closeout Guidelines for Task Type definitions)

[bookmark: Check4]|_|     Contract, (other than Research Support) – Complete numbers 1-8 of Section B.
[bookmark: Check5]|_|     Research Support, (Contract or Purchase Order) – Complete numbers 1-3, 8 & 9 of Section B.
[bookmark: Check6]|_|     In-house, (all research investigated within the Department) – Complete numbers 3-8 of Section B. 
[bookmark: Check7]|_|     Transportation Pooled Fund (TPF), (lead and non-lead) – Complete numbers 7, 8, and 10 of Section B.


	
II. CLOSING DETAILS:  (See DRISI Research Closeout Guidelines for instruction details)

		
|_|	1. Caltrans Contract Closeout process has been                         completed per Caltrans Contract Manager’s Handbook, section 3.4 or 3.5

|_|	2. A Disposition of Equipment Form has been completed according to the Research Closing Guidelines.

|_|	3. A final invoice or purchase order has been approved and sent to accounting.

|_|	4. A Research Results Document has been created according to the Research Closing Guidelines.

|_|	5. A final report has been reviewed and approved by the research Task Manager.
		
[bookmark: Check1]|_|	6. A Technical Report Document and Disclaimer Page has been created according to the Research Closing Guidelines & attached to the final report.
|_|	7. The approved final report and Research Results Document has been sent to the Project stakeholders according to the Research Closing Guidelines.
|_|	8. The Research Project Management Database (RPMD) task closing tab has been completed according to the Research Closing Guidelines.
|_|	9. The problem statement in the RPMD has been completed by the TM.
|_|	10. Follow the TPF lead or non-lead agency closure responsibilities in the Caltrans Research Manual.

	
Please explain why closing details are not complete: 
	
[bookmark: Text8]     

	



		C. Closing Signatures	(For Management use)

	
[bookmark: Text11]Task Manager:      

Signature: 	

	

[bookmark: Text9]Phone:      

Date: 	

	
[bookmark: Text10]Task Manager Supervisor:      

Signature: 	

	
Phone:      

Date: 	


	
[bookmark: Dropdown3]Office Chief: 

Signature: 	

	
Phone:      

Date: 	


	
Task Managers please e-mail an electronic copy of this signed document along with the documents from the Research Closing Guidelines, Section II, 1 through 10 as applicable to the ORM Closeout administrator at: “Stephanie.Davis@dot.ca.gov”. Please title the e-mail “Closeout Package, Task ID # (your Task ID)









		D. Financial Closing Information	(For OMS use)

	Verified that Accounts Payable has paid Final Purchase Order or Invoice. (Include screen print – ORM Contract Analyst)

ORM Initials: 	            Date: 	


	Disencumber remaining Fiscal Year funds. (Include screen print – ORM Contract Analyst)

ORM Initials: 	            Date: 	


	Change the “Financial Status” status in the RPMD to “Closed”. (ORM Contract Analyst)

ORM Initials: 	            Date: 	


	Update the “Task Closing Date” status in the RPMD. (ORM Contract Analyst)

ORM Initials: 	            Date: 	

	
Verify and de-obligate remaining Fiscal Year funding in AWP. (SPR II Coordinator)

ORM Initials: 	            Date: 	


	
Change the AWP status in the RPMD to “Closed” and put into the next AWP. (SPR II Coordinator)

ORM Initials: 	            Date: 	


	
DRISI Chief, Office of Operations and Resource Management

Signature: 	          Date:  	




CLOSE OUT COMPLETION 	
ORM Closeout Contract Analyst:
[bookmark: Check2]|_|	1. Scan the approved “Research Closing Check List” document into a .pdf copy and place into the task folder on the server.
|_|	2. Move the task folder from the Pending Folder into the Final Folder.
|_|	3. Send the Final Report to the DRISI Communications Team.
[bookmark: Check3]|_|  4. Move the task from pending section to the completed tab of the Research Contract Close-Out Status Report and input the “final report link” into the completed tab of the Research Close-Out Status Report.
|_|	3. Send the scanned “Research Closing Check List” to the Task Manager identified in Section C.
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