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GRANT CLOSEOUT PROCEDURE


Policy:

Per Departmental policy, Grant Account Supervisors are required to balance and closeout their grants within 120 days of budget end date regardless of funding agency, payment type, or grant source.

Guiding Regulations:

2 CFR § 215 (CIRCULAR A-110 (REVISED 11/19/93, As Further Amended 9/30/99)) 

§ 215.71 Closeout procedures.

(a) 
Recipients shall submit, within 90 calendar days after the date of completion of the award, all financial, performance, and other reports as required by the terms and conditions of the award. The Federal awarding agency may approve extensions when requested by the recipient. 

(b) 
Unless the Federal awarding agency authorizes an extension, a recipient shall liquidate all obligations incurred under the award not later than 90 calendar days after the funding period or the date of completion as specified in the terms and conditions of the award or in agency implementing instructions. 

(c) 
The Federal awarding agency shall make prompt payments to a recipient for allowable reimbursable costs under the award being closed out. 

(d) 
The recipient shall promptly refund any balances of unobligated cash that the Federal awarding agency has advanced or paid and that is not authorized to be retained by the recipient for use in other projects. OMB Circular A-129 governs unreturned amounts that become delinquent debts. 

(e) 
When authorized by the terms and conditions of the award, the Federal awarding agency shall make a settlement for any upward or downward adjustments to the Federal share of costs after closeout reports are received. 

(f) 
The recipient shall account for any real and personal property acquired with Federal funds or received from the Federal Government in accordance with Sections 215.31 through 215.37. 

(g) 
In the event a final audit has not been performed prior to the closeout of an award, the Federal awarding agency shall retain the right to recover an appropriate amount after fully considering the recommendations on disallowed costs resulting from the final audit. 

Procedure:

1. Pre-Close Out 

Each month the Projects Coordinator (PC)  prints out “Preclose letter by Admin”letters (Exhibit A) from SAM/Reports for grant activities that are ending in three months (90 days).  Each letter is attached by the PC to its corresponding Budget Status Report (BSR) and Grant Expense Report to be given to the appropriate Department/Divisional Administrator.  Each letter includes 1)  pertinent information such as activity number, grant title, and Administrator, and 2)  a request to the 
Administrator to review the Budget Status Report and inform the Grant Accountant if changes or revisions are to be made in regard to the grant (budget updates/changes, purchase order closings, journal entries).  The letter will also remind them that all goods and services must be received by the budget end date and to submit all expenses within the thirty days following the budget end date.  

2. Grant Closing Notification and Reconciliation 

Each month, the Projects Coordinator (PC) will send out the “Monthly Grant Ending Notification” report from LBI (Exhibit B) to the Grant Accountant and their Supervisor listing all grants in closeout status, with budget end dates prior to the run date of the report. 
Each report, as seen in exhibit B, will list the following:

· Budget End Date 
· Payment Type (Cost/Fee/Income/Advance/LOC)

· Funding Agency 

· Activity Number 

· Accounting Unit

· Project Title

This report will be used to inform the Supervisor that they have grants which need to be reconciled and/or inactivated.  

3. Final Review of Grant

Close out of a grant should be completed within 120 days after the budget end date.

      Each Grant Accountant will print the “Grant Close Final Review Checklist” from LBI (Exhibit                   

C) to be used as a guideline for the closeout process.  Once the grant is ready for inactivation, the Supervisor will sign and date the final review checklist, and submit to the Associate Director for final sign-off with the following:

· Admin Folder

· Reconciliation or FSR/Final Bill

· Printout of current BSR and Grant Expenses
· Printout of current GL290 and Open AR report
Please note:  The Supervisor will go through the activity folder and ensure that there are no loose papers, duplicate or unnecessary documents, and that all empty folders are removed.  The Supervisor will inactivate the grant on the activity level.  The Associate Director will give folder to BA (Business Analyst) for inactivation.  BA will give folder to office assistant for filing in the archive section.   

4.
Liquidation of Encumbrances:
Monthly, on the 5th of the month, the PC will run the Encumbrance Closeout Cancel Report from LBI  for those active activities with a budget end date that exceed 90 days.  For example, the report that is run on March 5 will contain encumbrance data for those activities that had an end date of November 30th or earlier.  The PC will export to excel (following the AGA training manual instructions), and email to FIS (Financial Information Systems).
5.
Encumbrance Open Exception Report:

Monthly, on the last day of the month, the PC will print out from LBI the Grants 
Administration’s “Encumbrance Exception Report” using the AGA Training Manual guidelines. This report lists those Open Encumbrances that are within 10% of being spent down.  The AGA will mail it to the corresponding administrator.  The administrator will be asked to either increase the PO or close it down.

6.  Internal Closeouts

For those activities that continue but the activity number does not change (LOC grants under SNAP/FSR is not due until the end of the Project), the Grant Accountant will process an internal closeout and submit the “Internal Closeout Final Checklist Review” form from SAM/Reports (Appendix D) to his/her supervisor for review.  The GA will reconcile the account and make sure the budget in LBI is correct and includes additional funding if necessary. The form will also be sent to the program administrator to confirm its accuracy.  Completion of this closeout will also be tracked on a spreadsheet in the G drive, G:\Post-Award\Internal Closeouts\Master.
EXHIBIT A

Grant Ending Notification
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Exhibit B
Monthly Grant Ending Notification
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__Have any other transactions occured after the reconciliation that nesded to be transferred?

__Are all encumbrances zero?

__Doallinvoices listed on the grant expense report have a corresponding ck number and ck date?
__ Finallnvention Statement complete?
__ Programmatic Reminder sent for carry forward?

__Recsived Programatic Sign off approval?

Flease sign below to confirm that this activity has been reviewed and is ready for inactivation:

Grant Accountant

Supervisor

Atiention: Business Analyst

Please inactivate the following:
__ 0178705

__ 8001787 (Includes Customer in AR Module)

_ 01787

Business Analyst





EXHIBIT C
Grant Close Final Review Checklist
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Appendix D

Internal Closeouts
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Grants Administration
Grant Close Final Review Checklist

Atiention: RG
Date 031712008
Subject Activity # 0178705

Title: NAASO - Candidate Search
GranyCantract # NA

Activity # 0178705 ending 1213112007 must be closed and inactivated.
Flease review the following checkiist and snsure all tems have been completed by 041282008
__Arethe GL290 and the AR294 balances accurate?

__ Have final journal eniries been completed?

__Have any other transactions occured after the reconciliation that nesded to be transferred?

__Are allencumbrances zera?
__ Do allinvoces isted on the grant expense report have a coesponding ck number and ck date?
__ Final Invention Statement complete?

__ Programmatic Reminder sent for carry forward?

__Recsived Programatic Sign off approval?




