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PREPARE
GRANT ENDS NEXT MONTH

REPORT
60 - 90 DAYS

ELEVATE
MORE THAN 90 DAYS

Timeline

0 - 30 days from termination

0 -30 days from termination
0 - 30 days from termination

0 -30 days from termination

0- 30 DAYS

0 - 30 days from termination

0 - 30 days from termination
30 - 60 days from termination
30 - 60 days from termination

30 - 60 days from termination

30 - 60 days from termination

30 days from grant termination

30 days from grant termination

30 - 60 DAYS

45-50 days prior to reporting deadline

45-60 days prior to reporting deadline

30-60 days from grant termination

CLOSEOUT CHECKLIST FOR GRANTS

Action

Discuss grant account as an agenda item at monthly RSR meeting

Confirm that PAF's are in process to remove salaries from grant; send reminder to collaborating department:
Remind appropriate lab staff of grant terminatior
Contact consultants, subrecipients and other vendors for outstanding invoices

Confirm that UPAS authorization has been received for grants that will continue. If it has not been received, follow u
with department.

Follow up on previous months tasks
Discuss grant account as an agenda item at monthly RSR meeting
Forward Final Invention Statement to ORA for signature, if necessary

Confirm that PAFs have been keyed to remove salaries from grant (including any retro piece). If you have a problen
obtaining PAF's from a collaborating department, elevate the issue

Confirm that UPAS authorization has been received for grants that will continue. If it has not been received , send e-mai
with one week deadline for receipt

Check transaction log (against labor distribution) to ensure all PAF's have been received to remove salary. If any PAF't
have not been received, an e-mail reminder should be sent to the Pl and grants manager

Pursue outstanding invoices from vendors
Prepare projection if financial report or invoice required

Department performs final reconciliation by reviewing projection to ensure
«Salaries are commensurate with effort and do not exceed the NIH caf
<Expenses are date appropriate
«Final expenses for subawardees and consultants are includec
*Match audit issues have been resolved
«Fringe and F & A rates are accurate and have been calculated correctly
*The authorized amount is correct and includes carryforwards from prior years

Follow up on previous months tasks

Roles & Responsibilities

DEPT SPAO ORA
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