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Quick Reference Card
Grant Closeout Checklist Reports



Process: This job aid describes the steps involved in running the Closing Check List Reports.


	Go to Cognos login to run the Post Award Closing – Initial Closing Check List Reports
https://www.purdue.edu/bicc/ 

	You will select Initial Closing Check List Reports
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You will enter the grant number, then click insert and then submit
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	The report will then generate the closing checklist which should be exported to excel
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	Excel document of Closing Checklist
Each row of the checklist will have a tab in the excel document. The data has been pulled for the grant you are closing out. You will review the data per the SPS Grant Closing Guide.
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	The Funding Administrator will work through the Closing Checklist section A and then contact the department as instructed. Refer to the SPS Grant Closing Guide and Closing Process Outline for further guidance on steps for closeout. 

	The SPS Grant Closing Checklist will be uploaded to Perceptive Content and routed to the reviewer. 

	Go to Cognos login to run the Post Award Closing – Final Review Closing Check List Section H
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You will enter the grant number, then click insert and then submit. This report will run data for section H of the closing checklist. 
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The report generated should be exported to excel for final closeout review. Once determined grant is ready to close the Checklist is routed to the reviewer in Perceptive Content for final approval and the grant is marked Closed in SAP.
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Report Name: Post Award Closing (Testing)
Sponsored Program Services in B Fon 18 3004

Account Closing Checklist Run Time: 11:36:49 AM
User Name: Spal, Jason Edward

E PURDUE

UNIVERSITY.

*Please refer to the SPS Grant Closing Guide located at https /iwww purdue edulbusiness/sps/postawardiintemalprocess_guides html for additional info®

I during the review itis discovered somethi

was miscoded in SAP, please update the system to accurately reflect the terms of the award document. **

ON A — Complete Prior to Co ess Office
odelPreparer|Reviewe: Task Action Notes.
p1 [Does Grant Status = Award/Expired?|Change status f necessary
. - [Review FSSR's for the following: month of expiration
f2 [Review FSSR's land month in which account is being closed.
ls |Compare Sponsor Award Budget  [Check overall award amount to budget amount.
3 0 Proposed Budget [Check budget line tems to proposes/awarded budget line tems.
[Ensure budget validiy end date.
Iaa [Check budget i extended out 1 year
alidity end date [past expiration to allow correction entries
[Determine if cost sharing is % of efrt,
s [Check Cost Sharing Requirement ~[% of Cost or § amount. Has cis been met?
CIS must be zero at closing.
ps [Contributed F&A (IDC) [Manually calculate and check FSSR
[Contact Business Office for final documentation,
7 IMemo Match i not in fie - (see cost sharing guide closeout section);
ISPS to verify match from Subconiracts.
[Run GRSS, report group = 2500 (see QRC)
a3 [Check GR55 Cash Balance, Other Assets & Liabilities = 0 (blank)
[Review if any charges are identified as being questionable based on the three categories
ione _|I- May be allowable under certain conditions;
o [Check Questionable Transactions |y 5010 prior approval required or approved in budget:
[3. Unallowable and should be removed from the project.
p-10 [Check for Regulatory [Review to confirm regualtory approvals were in place to support the posted charges.
[Ensure partcipant support is expended appropriately.
-1 IParticipant Support Costs [Obiain confirmation from the B.O. that all charges posted to
|1 particioant subbort WBSE were trulv for P.S.
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A2-FSSR | A-3 Sponsor Award to Buget

AsCIs

A8 Check GRS5 | A-9QTR | A-10 Regulatory | A-11 Paricipant Support

|check each WBSE (use Line Item Display or AIMS)

A-12 PreAward Charges

A-13 Chargesg0daysFrior

A-14 PostCharges

A-15 CommitResv | A-16 Travel Restrictions.

A17 - Admin and Clerical Sal

A-18-Asset Summary | A-19 FA (I

p12 [Check Pre Award Charges If payroll charged run a Payroll Transaction Report from Cognos to confirm
] . [Review Other SE and Equipment charges that posted 90 days prior
p12 [Review Charges in last 90 days |, "c,giration — type, volume, and project?
. [Check sach WBSE (use AIMS or Line Item Display)
14 [Check Post-Expiration Charges \¢ . o1 charged run a Payroll Transaction Report from Cognos to confirm.
. ona |Check each WBSE
s [Check Commitments/Reservations | oo ajliS FSSR or Line ltem Display Layout = (COMMRESPRKT)
[Review agreement for allowabilty
pet6 (Check Travel Restrictions Jand review fi for approved travel: Foreign Travel charges
[luse AIMS or Line Item Display Layout = /FOREIGN TRV)
[Check for Admin & Clerical salaries .
pet7 e e |See Appendix Ain the SPS Grant Closing Guide
pe [psset Summary |Verity equipment purchased f applcable. Who owns ti? If sponsor, is department aware?
[Line-item Display Layout /GL EXCL SPS
19 [Check F&A (IDC) | this layout will bring up all GIL's excluded from MTDC F&A Base
2o Subcontract WBSE |Veriy Final Invoice received, cost share documented and met,allreports recsived, etc
[Check that senior personnel have not
pe2t INSF 2 Months Rule lexceeded 2 months. Confirm senior personnel
Joy running a Payroll Transaction Report from Cognos
[Confirm. based on grant number,
p22 INIH Salary Cap Jall individuals who have exceeded the applicable salary cap
o are in compliance. Verfy for both ELI and ELIl accounts.
23 incorrect Revenue GL [Review and make correction if incorrect GL s used
boos [Cost Distribution After Grant Valid
[To Date
p2s [coPA if applicable) [Prepare V to transfer final COPA expenses
loos [P Foe (f applcable) [Check P Fee sponsored program balance. If not fully expended a final disburssment will be needed. Coordinate with the [P Fee Administrator on the account

Notification

[Forward E-mail to Business Office
lany findings of abov

— Adjustments

Imanagement team on final disbursement to OTC. Budget will need to be moved from Restricted to Other S&E

[Email should be sent per the Closing Process Outline and to the lead RCC generic email

i applicable, send final expense information to Finance Team at least 5 business days before due date.

—Reports

[Final Financial Reports

|Complete final report and enter date submitted to sponsor
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A-17 - Admin and Clerical Sal | A-18-Asset Summary | A-19 FEA(

[SECTION D - Reports

[Final Financial Reports

|Complete final report and enter date submitted to sponsor

p-2

[Final Technical Report

i applicable confirm completion and/or assist with submission if needed

p3

[Property Report

|complete final report and enter date submitted to sponsor

lother Report

[Does the budget need to be
Ireduced?

[complete final report and enter date submitted to sponsor

CTION E - Budget Adjustments

[Upload budget template to make any
Inecessary adjustments to zero out each sponsored program

I there budget in Unallocated

lreduced?

E2 [available |Upload budget template to make sure there is nothing in unallocated available or restricted
Jor Restricted?
[Confrm sourcs from Tead business office
E3 [Poes CIS budget need to be land upload form 32 to adjust cost share

lappropriately to ensure a zero balance

SPS Prepared By:

-1

[Poes the award data tab need

SECTION G — Final Adjustments

[Check budget
|validity end date

[Ensure any carryforward or deobligation or closeout entries are updated on tab

ladjusted?
[SECTION F — Dual Review

__ ___ SPSApprovedBy:

[Ensure budget validity end date
s extended out 1 year
ast expiration to allow correction entries

IS F&A adjustment needed?

[Review F&A Adjustment Guide

[Residual Account Form/JV

[Confirm all income has been received from the sponsor and the
lbusiness office has provided the residual transfer document
justification and appropriate certfication if balance is over 15%

[Return to Sponsorfinvoice Voucher

[Confirm all charges have posted and all income has been received from the sponsor.
[Make sure the correct refund process is being used
land the vendor and address is correct if returning as Non-LOC

|Small balance

[Review Closing Guide to confirm appropriate
rocess to follow for balances less than $100 and sponsor doesn't require return of funds

[Run Final Cognos Closing Report

[Small Overdraft I balance is 5100.00 or less can be cleared to SPS grant balance adjustment account
SEC — Grant Finale

[Utiize report to confirm ready to close (lf ready. print to PC as final closeout documentation. If not, complete items below and rerun final cognos closing report and
rint to PC as final closeout documentation)

b2 [Check Final Cost Distribution |Veriy al fnal payroll s within project period

= [Update Reporting Requirements _ |Make sure all approriate dates are entered based on last report submitted
; [Make sure income matches expenses

-4 rify FSSR lwith no commitments or outstanding receivables

b erify GRS5

b erify Award Data Tab [Make sure award data tab matches final budge, expenses, and revenue
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H7T Revenue Allocation [Revenue matches expenses on the WBSE
[Cost Share Revenue [Revenue maiches expenses on the WBSE

SECTION | - Grant Closeout

I Storage/Destroy Dates [Either 4/1/XXXX or 10/1/XXXX

[Close/Close Status (Reviewer to

2 Complete)

|once closediclosed the checklist can be indexed in PC

SPS Prepared By: SPS Closed By:
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