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Overview

In 2016, UL implemented a new monthly process by which Departments were provided lists of sponsored projects whose end dates had passed and instructed to close them using a Closeout Initiation Request Form signed by the PI and Chair and submitted to Sponsored Programs Financial Administration (SPFA) to transfer residuals or deficits (if applicable), then inactivate the project so no new expenses can be charged.  This manual was developed to assist financial coordinators with detailed instructions and forms.
Update
As of
 7-10-19 the Department of Medicine was notified by SPFA that they would no longer close trials that had an active end date.  So effective immediately if you are closing a trial with an unexpired end date you must first complete an IBED to change the end date to an expired date and then complete the trial closeout process below.

Identifying expired and expiring speedtypes
Overview
You can maintain your own list or check University Reports monthly to identify expiring or expired projects and then contact the PI or their designee to confirm closing or extending.  TBD will also e-mail a list of expired projects to TBD monthly.
Using University Reports to identify expired/expiring speedtypes
The most comprehensive report for identifying expired and expiring speedtypes is UBM-18 Speedtype Listing by Department, but it also lists program accounts.  NOTE: University Reports also has two expiring grant reports: UBM-28 Expiring Grant List lets you specify the speedtypes you want by the number of days until they expire, and UBM-28A Expiring Grant Report which gives you financial data.
· Open Financials, then Financials – Department – Detail folders and click on UBM-18 Speedtype Listing by Department
· Dialog box will open and you’ll need to fill in your Department ID (e.g., 4211100323) and then select the fiscal year which is pre-set with the current year.
· Click the export button in top left of screen and select Microsoft Excel Workbook Data-only then click Export, then Save As drop-down button at bottom of screen and save the file.

· Open this spreadsheet and Select All then click on the Format button at the top of the screen and select AutoFit Column Width.

· Deleting Program Accounts: you only need sponsored project speedtypes so here’s how to delete all the Program Account speedtypes:
· Click on the F at the top of the F column to highlight the column
· Click on the Find & Select button at tope of screen and click Go to Special, select Blanks and click OK. All the cells in the selection that are not blank are de-selected, leaving only the blank cells selected. 
· In the Cells section of the Home tab, click Delete and then select Delete Sheet Rows from the drop-down menu and you’ll be left with only sponsored project speedtypes.
· Click on any date in the F column and sort Oldest to Newest and all speedtypes whose end dates have passed will be flagged as EXPIRED and you’ll also be able to identify those about to close.  Delete all of the ones you won’t be working on and save the file.
Identifying expired and expiring speedtypes

Using the Sponsored Programs Financial Administration Expired Projects List

Each month, UBMs an individual chartfield closure auto-e-mail is sent by the Office of Sponsor Programs Financial Administration.

Checking with PI on whether projects should be closed extended

We recommend that the UBM identify all expired projects and all projects expiring in the next 30 days and contact the PI or their designee to confirm closing or to request an end date extension from the sponsor.
Prep work for completing the Closeout Initiation Request Form
Overview

Once you identify the speedtypes to close, you will need to run 1 or more University reports to complete the Closeout Initiation Request Form.  You can reduce the number of reports by prep tips listed below.  If the project is a clinical trial, you will also need to obtain IRB or Sponsor closure documentation.  
Prep tips
· Create a personalized Closeout Initiation Request Form template: fill in the Requested by, Department, Title, Email, and Phone fields, and check Yes for each question in The Principal Investigator has confirmed section, and save as a template.  
· Create a list of active sponsored projects: to speed-up the Closeout form completion, we recommend creating your own list of all your active sponsored projects that includes PI name, Speedtype, Sponsor name(s), Project title, Project Begin Date, Project End Date, SPFA accountant name and Transfer speedtype(s) (if the same program account is used for all projects for the PI), as then you’ll only have to run one University Report to fill in the remaining fields.

University Reports to run

· CONT-15B Account Summary by Project/Grant ID: has both the Revenue and Expenses totals for the project.  SPECIAL NOTE: make sure both the 130105 Accounts Receivable and 130110 A/R-Unbilled Charges lines in the TOTAL AMT PTD column are $0, as if not there may be outstanding payments from the sponsor. 
· Additional reports: if you don’t already have the active sponsored projects list referenced above, you may need to run additional University Reports.  See the Source column in the following table for the report names. 

IRB or Sponsor closure documentation

If the project is a clinical trial, you will need to request either the IRB closure notice or a sponsor close-out letter or e-mail from the appropriate Research/Regulatory Coordinator in your Division, as this must be attached to the Closeout Form.  Note: you can determine if this is required by looking in the Grant Listing by Department report’s Purpose column – this only applies if that project’s Purpose is CTA.
Completing the Closeout Initiation Request Form

	Field
	Description
	Example
	Source

	Date
	Date you’re completing this form
	1/15/16
	Self-explanatory

	Requested by
	Your name
	Chris Scales
	Self-explanatory

	Department
	This will always be Medicine.
	Medicine
	Self-explanatory

	Title
	Your job title
	Unit Business Manager
	Self-explanatory

	Email
	Your UL e-mail address
	John.Doe@louisville.edu
	Self-explanatory

	Phone
	Your phone number
	852-9999
	Self-explanatory

	PI name
	The PI on this project (if multiple PIs, then the contact PI)
	Sam Hunt, MD
	Top of CONT-03B Grant Monthly Summary report

	Sponsored Award Speedtype
	The 8-character speedtype (not the 10-character chartfield)
	GN103452
	First column of UBM-18 Speedtype Listing by Department report for that project

	Sponsor Name
	Usually there is just one, but if it’s a subcontract, then both the Award Sponsor and Flow-through Sponsor should be listed.  
	National Institutes of Health

Or

PPD/Merck
	Award sponsor and Flow-through Sponsor (if applicable) on the UBM-13A Award Summary

	Project title
	Shortened title of the project as it’s listed in PeopleSoft
	Role of aspirin in treating headaches
	Title on the UBM-13A Award Summary; Top of CONT-03B Grant Monthly Summary report; or Description on the UBM-24 Grant Listing by Department report

	Project Begin Date
	Start date as listed in PeopleSoft
	1/1/16
	Begin date on the UBM-13A Award Summary or START on the UBM-24 Grant Listing by Department report

	Project End Date
	End date as listed in PeopleSoft
	12/31/2018
	End date on the UBM-13A Award Summary; Top of CONT-03B Grant Monthly Summary report; or End on the UBM-24 Grant Listing by Department report

	Total Amount of Award
	This is the revenue received, not the budgeted amount
	$100,000.00
	The amount listed in the TOTAL AMT PTD column, on the Revenu Total line of the CONT-15B report


Completing the Closeout Initiation Request Form

	Field
	Description
	Example
	Source

	Total Expenditures (including F&A)
	The total amount spent on this project, including cents
	$28,384.57
	The amount listed in the TOTAL AMT PTD column, on the Expenses Total line of the CONT-15B report

	Remaining/Surplus Balance (or Deficit)
	Total Amount of Award on the form minus Total Expenditures (including F&A)
	$71,615.43
	Automatically calculated on the form

	Unrestricted Speedtype for transfer of Deficit or Residual 
	· This should be a Program Account (i.e., letter followed by 4 numbers) and cannot be a restricted account (e.g., a gift account that only allows faculty salary).  
· If splitting among more than one account, fill in the account # and amount for each (with total matching the Remaining/surplus line.

· If transferring a deficit, the speedtype must have enough funding to cover the deficit.  

· If funds must be returned to sponsor, fill in Return to sponsor.
	D5155
	Coordinate with PI, and usually the same account for the PI

	Default Speedtype for Transfer of Deficit
	Leave blank (DOM requires that the transfer speedtype line above be completed)
	
	

	Accountant name
	SPFA accountant who will close-out the project (needed for the Chair to submit the signed form)
	sahunt01@louisville.edu 
	E-mail address at the top of the CONT-03B Grant Monthly Summary report


Signatures and submission
Overview

Once the form has been completed and, if applicable, the IRB or Sponsor close-out documentation obtained, the form needs to be signed by both the PI and the Chair (or the Dean if the Chair is the PI of the project).
Issues that may delay or stop close-out
· No expenses charged: SPFA requires that expenses be charged prior to close-out, so do not submit a Closeout form to the Chair’s Office with $0 expenses, as it will be returned.

· No salaries charged: SPFA may question projects for which no salaries have been charged, so if this is the case with the project, be prepared to justify this or charge salaries before submitting the form.

· Excess residuals: usually only an issue for industry-sponsored clinical trials – if you divide the cash remaining by the Total Revenue and the percentage is greater than 20%, SPFA may question why the expenses were so much less than the revenue. 

· No Unrestricted Speedtype Listed: will not be signed by Chair if left blank as the residuals/deficits would default to the Department’s RIF account.
Signatures and submission process
· Have PI sign and date in the Approved By section (can be electronic).
· Scan the signed form and the IRB/Sponsor close-out documentation if applicable save like this OICN123456 closeout 7-31-16, and e-mail to the Chair’s Research Coordinator (currently Jamie Rittenhouse) with the SPFA accountant name in the body of the e-mail.  Please only send one in each e-mail to simplify processing.  The recommended e-mail format is:
· Subject: CLOSEOUT: OICN091312

· Body: Attached is the signed closeout form for the referenced project.  

· The Chair’s Research Coordinator will review and contact you to resolve any issues that SPFA may identify, then will sign for the Chair.  If the Chair is the PI, the Chair’s Research Coordinator will arrange for the Dean’s representative to sign.
· The Chair’s Research Coordinator will scan the signed form and the IRB/Sponsor close-out documentation if applicable and e-mail to both the SPFA and the SPFA accountant and copy you.
Closure confirmation
· SPFA should inactivate the project in PeopleSoft within 10 working days of receipt, but will not notify you when the project has been closed so you will need to run the Grant Listing report in the Listings folder in University Reports, search for the chartfield and check to make sure it’s listed as Inactive. 

