
Pre-closeout Planning

Identify a point person to coordinate day-of closeout activities

Schedule moving van(s), if needed

Develop a packing schedule and system

Determine labeling and tracking protocol for all boxes

Provide moving boxes, labels, and any needed packing supplies

Update the project work plan to reflect any new or revised tasks

Packing & Moving

Assign staff to pack individual offices, storage areas, and common spaces

Assign staff to unpack boxes delivered to other sites, if applicable

Ensure two staff members open and inspect every drawer, door, and cupboard to confirm 
no HIPAA-protected information is left behind

Physical Property Management

Create a comprehensive inventory of all physical property on-site

Determine appropriate disposition for each item:

Reallocate to another site within the organization

Sell, obtaining appraisals as needed

Donate to an external organization

Discard using appropriate processes for items that require special handling or fall outside of 
regular waste services

Consider HIPAA compliance when disposing of or transferring any item that may contain or store
client information (e.g., locked cabinets, hard drives, printers)

Identify storage locations for reallocated property

Document the final disposition of all equipment and furnishings (re-allocated sold, donated, or discarded)

Title X Clinic Closeout Logistics:
Facility & Equipment Checklist
This checklist is designed to guide Title X staff through the logistical steps required to close a clinic, ensuring that all items are 
properly packed, labeled, moved, or disposed of while being mindful of Title X, organizational, and HIPAA requirements.

Title X Closeout Overview
for Projects and Clinics
Closing out a Title X project or clinic is a complex process that requires strong management, clear communication, 
comprehensive documentation, and compliance with fiscal requirements. 
This overview is intended for CEOs and administrators (to provide their boards with information on what to expect); 
project administrators (to begin orienting themselves to the planning process); and project staff (to begin identifying tasks).

Closeout Management

The first step will be to establish a strong management structure—including administrative, clinical, and fiscal leaders—and 
clearly define roles and responsibilities. This will help ensure that all activities are well-coordinated, timely, and align with 
the expectations outlined in the project’s notice of award. 
The details of your plan will vary, depending on the closeout circumstances and staff involved. Reasons to engage in a close-
out process include: end of a Title X grant, end of a subrecipient agreement, organization or site closure, or clinic move.

     Consider when to: 
• Develop a closeout timeline that includes staff assignments
• Write a comprehensive communications plan for clients, staff, partners, and media
• If site is completely closing, create a physical properties plan

Internal Communications

Timely and transparent communication with internal stakeholders, particularly staff and board members, will be critical
during closeout. Internal procedures within an agency or clinic will dictate whether staff or board members are notified 
first of the decision to close. 
When developing an approach to internal communications, involve agency leadership, supervisors, human resources 
representatives, and the board, if appropriate. Leadership should determine whether staff will be reassigned within the
organization or if positions will be eliminated. This will likely be a tough transition; make sure that all messaging is 
compassionate, consistent, and compliant with legal standards.

     Consider when to:
• Draft a board notification letter
• Draft a staff notification letter

External Communications

Once board members and staff have been notified, staff leading the closeout should develop an external communications 
plan. This plan should address all communications, including press releases and notifications, that must be sent to funders, 
referral providers, community partners, professional organizations, and licensure boards. To ensure all regulatory obligations 
are met and messaging is clear, involve the clinic director, compliance officer, communications or public relations staff, legal 
counsel, and pharmacy/program administrators in crafting these messages.

     Consider when to:
• Make a list of external partners 
• Write communications materials, such as a press release and a partner notification letter
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