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Subject:  Account End RCXXXXXX- Close Out

The above referenced account ended XX/XX/XX and final reports are due by XX/XX/XX.  Please confirm the project is complete and final reports can be drafted.  If this project is not complete and an extension is expected please respond and let me know as soon as possible. 
 
If the project is complete, the items listed below are needed at this time to meet the final reporting requirements.

1.      Have all expenses incurred been processed on the account? If not, please list the KFS docs for the in process expenses.
2.      Please confirm all personnel working on the project have been appointed to the account. 
3.      Attached is the closeout memo that needs to be completed as soon as possible and returned by the PI.  Please forward to him/her and assist as necessary.
4.     Equipment was purchased for this project.  Please complete the attached equipment report and return no later than XX/XX/XX.


If you have any questions, please let me know.  

