USF College/Department Project Closing Tool
	Project ID:
	
	P.I. Name:
	

	Award Amount:
	
	Project Name:
	

	Agency Award No.:
	
	End Date:
	

	Sponsor Name:
	
	Final Expense Report due to Sponsor:
	


Is there an extension or renewal pending?  Yes ___________   No _______________
If the sponsor has agreed to an extension of the project, please send the official document approving it to Sponsored Research.

If no extension or renewal is pending, please begin the closeout procedure within 30 days after the project has ended; see #1 re: sponsor reporting obligations.
	TASK
	COMPLETED
	COMMENTS

	1. Technical/Progress Report: Review the reporting obligations and submit all required technical or program reports by the sponsor’s due date.  When applicable, send a copy of Technical/Progress Report and transmittal letter or other proof of submission to SR/RFM. Read award notice carefully –requirements vary by sponsor, i.e. multiple copies/classification levels/cover sheets, etc.  Check the award and/or the sponsor’s website regarding closeout forms and requirements.
	
	

	2. Deliverables/Tasks: Confirm that all Deliverables/Tasks have been completed.
	
	

	3. Cost Share/Match: If applicable, provide total amounts by budget line. Maintain back-up documentation, when appropriate, showing original transactions.  Verify that effort reports accurately reflect salary match.
	
	

	4. Posted After-End-Date Charges: Verify and maintain documentation for ALL allowable after end-date charges. Request overrides, if necessary. 
	
	

	5. Over Expenditures: Resolve all unaddressed over expenditures as soon as possible, but request changes no later
than 60 days after the end date of the project to allow time for processing.
	
	

	6. Review Allowability of Charges: Verify and maintain documentation for all charges based on OMB Circular A-21 and the applicable sponsor regulations (including but not limited to food, foreign travel, telephone equipment, line charges, general office supplies, and office furniture). (If you need clarification, please contact your Transactional GFA). Verify that all transactions have posted to the correct chartfield for the project.  If applicable, ensure all IRBs/IACUCs have been closed.
	
	

	7. Pending Transactions: Develop a list of any pending transactions and unresolved items that are not reflected in the general ledger.  Please make every attempt to get these items finalized prior to the submission of the Final Expenditure Report/Invoice, i.e. Travel, ETRs, AP, open POs, gift cards/cash advances/Interdepartmental transactions, etc.  If not posted to DataMart at time of final report/invoice, documentation is required. Please note that if charges are not present on the ledger at the time of final invoicing, they may not be paid by the sponsor.
	
	

	8. Equipment Inventory: If required by sponsor, maintain equipment inventory. This also applies to subcontracts. Verify that any fabrication charges have been capitalized. When applicable, send a copy of equipment inventory to SR/RFM. Read award notice carefully –requirements vary by sponsor. (See FAST public query: ASSETS_BY_UNIT_AND_DEPT)
	
	

	9. Subcontracts: If there are subcontracts, obtain final invoice and reports as itemized in Agreement, from subcontractors, PRIOR to the submission of the USF’s Final Expenditure Report. See also #7 Pending Transactions.
	
	

	10. Salary/Payroll Distribution: Verify that all applicable salary (including fringe & leave pool) is reflected in DataMart.  Ensure pay distribution has been updated to a new funding source.  Follow-up on any pending RETs to ensure posted to DataMart.
	
	

	11. F&A: Verify appropriate facilities & administrative costs and determine if any adjustments are needed.
	
	

	12. Potential Inventions or Other Intellectual Properties: If any inventions or IP issues have resulted from this award, verify that the appropriate paperwork has been sent to SR.  This also applies to subcontracts.  PI must ensure information provided regarding Patents or Licensing corresponds with office of Patents & Licensing information.  Read award notice carefully –requirements vary by sponsor.  Check sponsor’s website regarding closeout forms and requirements.
	
	

	13. Projected amount of Total Expenditures $_________________
	
	


Department Administrator Approval: ____________________________________
Date: __________________________
