Award Close-out – Interim Process
This interim process's purpose is to provide guidance on the award close-out process and responsibilities between the College Research Administrators and the Office of Sponsored Projects while an SOP is being generated. 
Team Responsibilities:
Research Administrators:
· Initiate Award Closeout
· Confirm final expenditures with PI as final
· Confirm all cost share obligations have been met
· Confirm all reconciliations are completed
· Confirm all personnel funding is updated off the award
· Confirm with PI all non-financial milestones have been sent
· Provide fixed price residual cost center for PIs
· Submit closeout request to OSP
Grant & Contract Administrators (OSP):
· Fill out Award Close Out Form
· Confirm all non-financial milestones are completed in PeopleSoft
· Document if there is cost share on award
Grant Accountants (GCFS):
· Complete financial award closeout
Process:

1) PI and PAA receive an email from Research IT notifying them about an award expiring soon.
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1) RA verifies with PI and BSC the following:
With PI:
· All Expenses (including subaward expenses) on the Award are accurate and final. Provide Summary and detailed financial report for PI review.
· Confirm all cost share obligations have been met
· All deliverables have been completed and accepted by the Sponsor – This includes, but is not limited to: Programmatic Deliverables, and Final Progress Reports.

With BSC:
· Confirm SAHARA reconciliations are completed 
· Personnel fund source has been updated.

2) RA sends an email confirming the above items to OSP and include any cost center(s) to be used for any fixed price residuals. Please attach PI and BSC confirmations of items listed in #1. 
Subject Line: Award Closeout Request: PI [PI Name]; Award [SAT000XXX]
3) GCA completes the Award Close-out form and emails GCFS requesting the closeout. 
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4) GCFS process award closeout
For fixed price awards residual balances refer to: https://www.utsa.edu/hop/chapter10/10.14.html
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This email i o remind you that the above referenced award will expire on 10-31-2024. Please disregard this notice if your award is to receive  non-competing renewal/continuation.

1fyou need to request a no-cost extension for this award. please contactyour Post Award Adminitrator immediately.
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113 no-cost extension s ot requested nor a non-competing renewal/continuation is expected, then the follwing tems, i applicable need your atention in order for the Grants & ContractsFinancial Services (GCFS) Office to prepare and subimit

the fina invoice/rawdown)firancal report and properly lose the award.

(1) Payrol appointments are not allowed on ths grant afte the grant end date. Employees currently paid off this grant should be moved to another funding source. Please contact your department adinisrator o process a Funding Change

eFoms update.

) All outstanding encumbrances should be either paid or cancelled by the grant end date Please contact your department administrator to assist with cleaing the encumbrances

_3) GeneralServices (IDT) expenditures - lease contact the appropriate Service department (. GeneralStores, LARC, etc) to cancel any senvices or purchases afte the grant end date.

@) Subawardee payments - Make sure that il subawardees on the award subrmit thir fnal invoice within 60 days afer the grant expiration date and thathe corresponding payment has been made by the Disbursements Office

_(5) Closeout documents (e.. FinalProgress Report. Final Invention Statement) may be required by the sponsor, Please review your Sponsor Notice of Award for doseout requirements and due dates. Pease also provide a courtesy copy of the

oseout documents to your Post Award Adminitrator.

We hope that by giving this early noice tha the reporting on this award can be done in an effcent and timely maner.

1fyou have any questions o require additional nformation. please contact your Post Award Administrator: IS

Regards.
Offce of Sponsored Project Administration
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To be submitted no later than 60 days after budget period end date.
Coordinate late submission with GCFS.

The following award is currently under review for close-out certi

All expenditures have posted and cost sharing documentation has been finalized.
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