GCA/10

Award/Account Closeout

Prepared ByGrant and Contract Accounting

Approved By:Brian Laffey

Effective Date06/01/2010

Purpose

The purpose for the Policy is to provide guidance to Principal Investigators and others responsible
the administration of sponsored projects on the requirements for final financial reporting and close

of awards. Specificallyhé¢ intent of this policy is to:

a. Streamline the process of closing out expired awanmts$ improve stewardshipf external funds

b. Enhance University compliance with OMB Circulatd@and AL33.

c. Enhance compliance with sponsor guidelines

d. Improve the University’s cash flolnsure receipt of final payment.
e. Reduce risk of delay, loss, reduction or withholding of future funding by sponsors.

Policy

» for
out

. General Closeout requirements with respect to the timely closeout procedures for federally funded
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Fixedprice sponsored award-a sponsored award where the sponsoring agency pays a fixed dollar
amount for certain agreedipon deliverables, services, or milestones.

Funding period the period of time when Federal funding is available for obligation by the recipient.

Project period - the period established in the award document during which Federal sponsorship
begins and ends.

Residual Balance A positive cash balance remaining in an account after completion of apies
sponsored award activities.

Subaward -
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grantbalances are not sufficient reason to extend a project. Extensions are approved for scope
work related reasons only.

b. Once the PI confirms the project is in fact ending, the assigned GCA Accawiilitamtiate closeout
procedures and undertake aons to work with the PI andepartments to ensure cost sharing
commitments and reporting requirements of the award anet.

c. A full fund reconciliation will undertaken, which would includesgiew of encumbrances, subaward
payroll distributions, ost sharing and other transactions should be concludbdse transactions

must be changed to an appropriate funding source or termina&i#éeictive as of the project end date.

Principal Investigatorand department staff is responsible for initiating thesensfers.All cost
transfers to the soo#io-be expiredgrantmust be submitted to GA with appropriate signatures no
later than 30 days after award expiration date sooneybased on final financial reporting
requirementsimposedby awarding agency

d. The last day on which expenditures can be posted to the account is determined based on the fi
financial reporting due date. All experssaust be allowable and incurred prior to the actual end dg
of the project. The only postings permitted after thed date of the award are journal corrections,
payment vouchers, credit adjustments, and facilities and administration (indirect costs) correctig

e. All expenses psted to the award should be reviewed and verifiedty Principal Investigatoor his
or her designedo assure compliance with grant terms and conditions and applicable cost princif
Unallowable and unallocable expenses will be charged back to the department if not addressed
promptly by the PI.

f. Pls and eépartmentswill be notified to remove overdraft items. Plsdepartments fail to respond or
remove items as requested, GCA witlveoverdraftexpenditures to the departmental FOAR
necessaryin accordance withiTs Grant Deficit PolicyOverdrafts are to be resolved prior to issuan
of final financial report or an invoicdlo deficit balance will be allowed to be carried forward beyor
90 days of the awardnd date.

g. Adjusting entries and corrections are processed.

h. All final reporting, financial and program, to awagliagency is prepared and submitted.

i. All amounts due to lIT are collected.

j- Award is inactivated in the Banner system.
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Guidelines

Principal Investigators ardepartmental stafinvolved in thepostawardmanagement ofhe awards
should assurehtat expenditures are allowable, allocable, reasonable, and tirtfaipnallowable costs
have been incurred, they must be removed from the project and charged to an appropriate non
restricted FOAP. Generally, costs incurred beyond the project end dat@aadiowable.
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Unobligated balancesk-is improper to transfer costs to a sponsored project for the sole purpose of
using unexpended sponsored funds. Unexpended sponsored funds must be returned to the sponsor at
the close of the project. In many cases, the unexpended funds are simply an unutilized budget, which is

de-
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http://www.whitehouse.gov/omb/circulars_a110/�
http://www.whitehouse.gov/omb/circulars_a110/�
http://www.whitehouse.gov/omb/asset.aspx?AssetId=2434�

Once it has been determidethat an award is going to be closed, it is the responsibility of the Principal
Investigator to ensure the following actions have been completed either before or immediately after the
ending date has passed. This is crucial in that only expenses incurred prior to a grant’s end date are
allowable.The following is a checklist of the PI's responsibilities at the time of closeout.

Minimum of Sixty (60) days prior to the grant end date:
a. Reviewaward notice for report schedule and reporting requirements.

b. Reviavthe award’s financial statusxpenditureswith the departments grant
administrator/budget manageNerify that all salaries that should be charged to the award have
been charged. Verify that no salaries have been wrongly charged tavibed.

c. Meet with Grant and Contra&ccountingOfficeto review the budget and expenditures posted
and to discuss the status of the awasd that any issues may be timely addressed
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f.

Gather all cossharing/matching detail delineated in the proposal which Grant and Contrac

Accounting is required to report to the agency. This includes names, account numbers, dates,

percentage of salary, and other backup (for rgalary matching).
Followup with the Department Chair to ensure all effort reports issued to date on the awar|
have been completed and submitted to GCA

At termination date:

Identify any late charges that hawet yet posted and email GCA a list of such expenses tha
be charged to the project and should lmeluded on the final report/invoice. Contact delinque
vendors to submit invoices to the Controller's Office on valid commitments to expedite clog
GCAmust adhere to strict submission dates for the final financial report/invoice. Some proj
allow only 3660 days for a final report or invoice to be submitted. Therefore, it is crucial tha
any remaining expenses be posted promptly to the project.

Determine if cossharing requirements have been met.

Carefullyreview the expenditure activitgf the project. Verify that all costs charged to the
project are appropriate. Reconcile grant funédrsure costs are allowable, allocable, reasona
and consstent with the terms of the agreement. If a correction is required, work with your
department staff to prepare Cost Transfer Request or Request for Payroll Redistribution fg
All cost transfers, including salaries, should be completed before final financial report is iss

Initiate transfer of unallowable costs and overdrafts to a 1sponsored FOAP

Ensure that Effort Reports have been submitfedall completed quarters encompassed in th
project period.

Thirty (30) Days after termination of the avd:

Review the Termand Condition®f Award ancensure that all deliverables are submitted by t
designated due datesncluding Final Technical Reports, Final Invention Statements, and
Property Reports. Work with Grant and Contract Accounting on cdiaplef Property Reports
Close out IRB and IACUC protocols.

Review all expenses posted to &ter termination date to determine allowabilignd
allocability of chargedPrepare and submit to Project Accounting a journal entry removing
unallowable experes.

Ensure that alkubrecipients have submitted their final invoices, and that the invoices are

approved and paid.
Close subcontract/consultant encumbrances.

ContactGrant and Contract Accounting finalize costs on the award.
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Sixty(60) days after termination of the award:
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a. Review final financial repar€ontactGCAor resolution of any discrepancies.
b. Forward toGrant and Contract Accounting a copy of the cover letter accompanying the Final

Technical Report.

c. Prepare/submit timely final reports: technical, invention, and other (reponteguirements are
sponsorspecific).

d. Retain financial awartecords
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http://www.iit.edu/policy_procedures/forms/gca_cost_transfer_form.pdf�

Disposal/ Transfer/ Sale of Imery Equipment Form

J//www.iit.edu/policy procedures/forms/ga_disposal transfer sale of inventory equipment form.
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