CLOSE OUTS

Section 1 - FDP Awards

Section 2 - Non-FDP and Non-Federal Funding

Section 3 - Clinical Trials

Section 4 - Interdepartmental Transfers

Section 5 - Documentation to EFM and Other Departments for Closing

Section 1 – FDP Awards

Is the award at the end of the budget period?

If yes  -  go to Section A

If no -   Is it the end of the project period?  go to Section B

Section A

The ledgers will not zero at the end of the budget period of an FDP award.  EFM will prepare a report based on the balance at the end of the budget period.  This will not include any memo liens, encumbrances or payroll projections.  

The fund manager does the following:

Financial Folder -  make sure that what is remaining in the financial folder belongs to pending expenses.  There should be nothing in the folder not reconciled through the budget period end date.

Financial Binder -  take out all information pertaining to the expired budget period.  This includes:  ledgers, reports, non-payroll activity, proposal, award documentation and correspondence.  Copy any paperwork that you feel is necessary from correspondence and copy the prior year award documentation.   A new label is made for the binder.

Personnel Folder - make sure that what is remaining in the personnel folder belongs to projected expenses.  There should be nothing in the folder not reconciled through the budget period end date.  Any paperwork should be copied if it crosses over the budget periods.

1.   Update information on Petty Cash Fund, send to Pat Romero.

2.   Update database.

3. Bind and store documents related to the closed fund.

4. Complete storage paperwork

NOTE:   If the award is under SNAP guideline, a Financial Status Report is not due until the end of the project period.  Review the award synopsis to know whether or not to expect a report.

FDP awards, within the project period, will not zero (0) out.  The funds receive a new allocation.  You should wait for the FSR (if non-SNAP) before going to storage.  If no FSR is needed, the data base record can go from CC to HH.  If there is an FSR, the data base record will go from CC to EX to HH.

Section B

Is the award being renewed?

If yes –  refer to Section A – note that an FSR will be prepared regardless of whether the award is under SNAP guidelines or not.  A balance at the end of the project period is carried forward automatically to the new project period.  An overdraft (which is considered pre-award spending) can also be carried forward.  Please note that EFM states that we should document which month the overdraft occurs.  Pre-award spending is allowed 3 months prior to the start date of the new award so the overdraft should not occur until the last 3 months of the budget period.    A new fund number will be assigned.

Also:

1.   Transfer recharge ID number to new fund.  This is a timing issue; it should be done after the budget period ends but prior to the next month ledgers.  I.e. Fund ends 9/30, ledgers for September are out by the second weeks of October, the October ledgers are posted around the 1st of the month.  The recharge ID should be transferred between the second week of October and by the end of October.

2.   Personnel needs to be updated to reflect new fund (Appointment does not change, only distribution lines).  Again this is a timing issue.  Look at the schedule to view the pay period end dates.

5. Cancel facilities blanket number or do a fund change on an FSR form.

6. Update information on Petty Cash Fund, send to Pat Romero.

7. Request/prepare TSR to move telephone expenses.

8. Update database – move fund from CC to EX to HH during the course of the closing.

9. Review linked funds and request final reports from each linked account.  The final report should include copies of all back up documentation.

10. Review liens and encumbrances and take action: pay invoice, move to new fund number or cancel orders.

11. Review closed ledgers after expiration for applicability.

12. Review payroll ledgers and prepare u-pays as needed.

13. Review ledgers until 0 balance.

14. Bind and store documents related to the closed fund.

15. Complete storage paperwork

If no – go to Section 2
SECTION 2: Non-FDP Awards and Non-Federal Funding:

The award is at the end of the project period and no renewals are being funded.

The University has 90 days, after the expiration of a project, to prepare the FSR.  Our office may receive a 30-day notice to close the fund.  Even if we do not receive this notice, the office procedures are to have the fund ready to close within 90 days of expiration.

The following actions should be reviewed:

1.   Cancel recharge ID number – review outstanding recharges to make sure all have been charged prior to canceling the ID.  Email to Pat Romero.

2.   Personnel needs to be updated to reflect new fund (Appointment does not change, only distribution lines).  PI/Administrators need to do new PAR’s.

3. Cancel facilities blanket number.

4. Close Petty Cash Fund, send to Pat Romero.  (Pat will give it to Dean Lombardi)

5. Request/prepare TSR to move telephone expenses or cancel the telephones.

6. Update database – move fund from CC to EX to HH during the course of the closing.

7. Review liens and encumbrances and take action: pay invoice, move to new fund number or cancel orders.

8. Review linked funds and request final reports from each linked account.  The final report should include copies of all back up documentation.

9. Review closed ledgers after expiration for applicability.

10. Review payroll ledgers and prepare u-pays as needed.

11. Review ledgers until 0 balance.

12. Bind and store documents related to the closed fund.

13. Compete storage paperwork.

Non-FDP and Non-Federally Funded awards do NOT go to storage until the ledgers are zero (0).  There are no exceptions.

Section 3 – Clinical Trials:

A clinical trial is considered ended when all of the funding has been received from the agency and the commitment from the PI to the agency has been met.  Clinical trials fall under Policy 913, this policy authorizes a one-time 6-month extension and at the end of the 6-month extension, any remaining funds are transferred to an unrestricted funding source.  The Finance office manages this unrestricted funding source.

The following actions should be reviewed:

1.   Cancel recharge ID number – review outstanding recharges to make sure all have been charged prior to canceling the ID.  Email to Pat Romero.

2.   Personnel needs to be updated to reflect new fund (Appointment does not change, only distribution lines).  PI/Administrators need to do new PAR’s.

3. Cancel facilities blanket number.

4. Close Petty Cash Fund, send to Pat Romero.  (Pat will give it to Dean Lombardi)

5. Prepare TSR to move telephone expenses or cancel the telephones.

6. Update database – move fund from CC to EX to HH during the course of the closing.

7. Review liens and encumbrances and take action: pay invoice, move to new fund number or cancel orders.

8. Review linked funds and request final reports from each linked account.  The final report should include copies of all back up documentation

9. Review closed ledgers after expiration for applicability.

10. Review payroll ledgers and prepare u-pays as needed.

11. Review ledgers until 0 balance.

12. Bind and store documents related to the closed fund.

13. Compete storage paperwork.

Note that recharge ID numbers can not be extended on clinical trials.   An award synopsis is not prepared to reflect the 6-month automatic extension; therefore, the accounting system will not reflect the new end date of the project.  The recharge ID will expire.  The PI will have to identify a new funding source until the remaining funds are transferred to the unrestricted source.  Once the unrestricted source is established a new ID number can be assigned.

Section 4 – Interdepartmental Transfers:

Interdepartmental transfers refer to funds not awarded to NPI but transferred from another department to NPI.  We will not receive a 30 day notice (unless the home department sends us a copy) or a financial report from EFM.   

If the award is under FDP guidelines and within the project period:

1. Check with home department to see if additional funds are forthcoming for the next year.

2. If additional funds are coming, then refer to Section 1A.

3. If additional funds are NOT coming, then refer to Section 1B.

If the award is Non-FDP or a Non-Federal Grant Source:

1. Refer to Section 2.

Do not wait for the home department to complete closing of the award and the FSR to be done by EFM.  If you have processed all of the paperwork and your report reflects no transactions pending, then the following can be done:

A. If you have a balance, prepare an on-line transfer of funds and return the monies to the home department.  This will zero your ledgers for closing.

B. If you have an overdraft, the PI must identify an unrestricted funding source.  Once you have this source, then email customer service in EFM the information and request that the account/cc/fund in our department be closed.

Section 5 – Documentation to EFM/Other Department for closing:

1. Copy of OES prepared Financial Status Report

2. Backup documentation for expenses still pending on the report.  This includes copies of the following:

A. U-pays

B. Invoices

C. Non Payroll Transfers

D. Transfer of Funds

E. Recharge Forms

Any expense that is pending must have documentation.  Encumbered orders must have a copy of the invoice.

