
                       CLOSEOUT PROCEDURES FOR SPONSORED PROJECTS


Accounts do NOT necessarily close even when funds expire, accounts run out of money, or PI’s leave UCSF.  We must take the initiative to close them and stop future costs. Some critical checkpoints in managing and maintaining fund closeouts are to review funding appropriations (particularly with regard to cost reimbursement funds such as clinical trials or corporate contracts), review all DPA’s that may be linked to the fund, reviewing and canceling automatic expenses such as mailstop, storage, etc, and reviewing closed accounts for any continuing expenses or costs that post late due to late ordering,  human error, etc.   It is a good idea to keep all funds, even closed funds, on the list maintenance lists and running the Weblinks GL detail monthly.  

	
	WE HAVE LISTED BELOW THE PROCEDURES FOR FEDERALLY SPONSORED RESEARCH PROJECTS (OUR MOST  RESTRICTED).  OTHER AGENCY PROCEDURES MAY TRUMP THESE, BUT THESE PRACTICES SHOULD APPLY TO ALL FUND TYPES IN GENERAL.

	60 DAYS PRIOR TO AWARD END DATE 
	· Run Sponsored Project Report from WebLinks on grants set to expire in 60 Days.

· Verify grant fund/fund year-end date and F&A rate.

· Prepare request for no-cost extension (NCE) to ORA.  NCE can be filed within 10 days of end of project.  Initial NCE is processed locally by ORA & is automatically done.  Any further NCE’s are not a lock, and will require a letter from the PI explaining the need for the extension.  Letter must be signed by DEB Chair and forwarded to ORA for routing to NIH.

· Follow up on outstanding/final invoices from other UC campuses/subcontractors.

· Review award terms and condition for cost sharing requirements.

· Prepare other pending adjustments/corrections.

· Review for compliance with restrictions on the Notice of Grant Awards.

· Review grants renewal status and request EMF to open additional fund years or issue new fund number.

· Review prior year’s open ledgers; take appropriate action to clear them.

· Prepare necessary payroll and non-payroll transfers.

· Identify program income for inclusion in FSR.

	THE MONTH WHEN AWARD ENDS
	· The department has two ledger cycles after the award end date to complete cost transfer and payroll transfers for costs to be included in the FSR (ledgers are closed 5 days after the end of a month, also known as a ledger cycle).  The first ledger cycle is 30 days after the award ends.  The second cycle is the 60 days after the award ends.  See Example below:

Grant ends on 09/30/2000, FSR is due no later than 12/31/2000

The first ledger cycle ledger after the award end date represents 10/31/2000 closed ledger which will be available on 11/07/2000, 5 business days after the end of 10/31/2000.  The second ledger cycle ledger represents 11/30/2000 closed ledgers which will be available on 12/07/2000.  11/30/2000 closed ledger will be used for FSRs.

(Applicable to all sponsored projects)

· Kill speedchart(s) with Accounting.

· Research all outstanding invoices or other obligations.

· Prepare Vacation Leave Transfers, as appropriate.

· Kill/move campus recharges: Campus phones, Mail-stop, Storage, Other recharges or standing orders, leases, etc.

· Kill/move non-campus charges: Cell phones, pagers, standing orders, etc.

	30 DAYS AFTER 

AWARD END 

DATE
	· Continue close out process.

· When the first ledger cycle ledgers are available, review fund status and advise EMF staff to hold FSR’s on over drafted award if there are pending cost transfers not yet reflected on that ledger which will reduce the total expenditures to less than the award amount.

· File the Final Invention Statement & Certification (HHS Form 568).  This statement must list all inventions conceived or reduced to practice during the course of work under the project from the start date of the first budget period through the last day of the final budget period, whether or not previously reported.  This form is available from the following url:
http://grants.nih.gov/grants/forms.htm  For certain mechanisms (C06, R13, R25, S15, Ts, and Fs), the Final Invention Statement is not required.  In general, training and educational mechanisms do not require invention reporting.  Have the PI sign this form.  Completed form goes to ORA for further processing.

· Administer the completion of the Final Progress Report.  This report should be prepared in accordance with instructions provided by the awarding component.  At a minimum, it should include a statement of progress made toward the achievement of originally stated aims, a list of results (positive or negative) considered significant, and a list of publications resulting from the project, with plans, if any, for further publication.  A copy of reprints or publications not previously submitted should accompany the progress report.  Failure to submit timely final reports may affect future funding to the organization.  Though the PI will complete this report, the Lead Administrator is advised to orchestrate this, since PI’s are quite forgetful about meeting this deadline.

	60 TO 90 DAYS

AFTER AWARD END DATE
	· Under unusual circumstances there may be additional cost transfers to be processed.  Submit journals within 5 business days after the second cycle ledgers are available.

· Resubmit the cost transfer that requires re-work, or correction within 3 business days upon electronic mail notice from EMF Cost Transfer Reviewer.

· For training grants, Non-FDP, Non-Expanded Authority grants, and grants that are in the final year of a project period with no renewal, departments are provided with an electronic copy of the draft FSR and the reconciliation worksheet for review and approval.  Departments must notify EMF staff within two business days of the status of the draft FSR.  Unless there are errors on the draft FSR’s, such as incorrect F&A calculations, omission of pending cost transfers, the FSRs are not expected to be changed to incorporate additional expenditures without supporting documentation.

· Submit cost sharing report to EMF, where applicable.


