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Grant versus Fund Closeout

What is the difference between a grant and a fund? The following accounting structure will help you
see the difference:

Grant Code XXXXX
Fund 1
Index 1
Index 2 Note that each grant has one or more funds.

Fund 2
Index 1 Each fund within the grant has one or more
Fund 3 indices.
Index 1
Index 2
Index 3

What is a Grant Closeout?

A grant closeout involves the completion and review of all activity on a completed grant, including:
e program completion
e Progress Reports and other required documentation completion
e Banner accounting reconciliation and closure
o for each index
0 in each fund for the entire grant.

When a grant is closed, all funds and indices for that grant are closed. All spending for the grant
ceases as of the project period end date for the grant, which you can see in Banner screen
FRAGRNT. Continuing expenses are moved off the grant.

Grant Code XXXXX-Status “C” Note that each grant has one or more funds.
Fund 1-EROE
Index 1-closed Each fund within the grant has one or more
Index 2-closed indices.
Fund 2-FROE
Index 1-closed When a grant is closed, all indices within each
Fund 3-FROE fund are closed. Each fund title is changed to
Index 1-closed begin with “FROE”. Then the grant is closed.
Index 2-closed
Index 3- closed Final Report of Expenditures.

All reports and other documents are due.

When the grant is closed, the status of the grant changes to “C” (closed) in FRAGRNT.



What is a Fund Closeout?
What’s the difference between a fund and grant closeout? The following shows the difference:

Grant Code XXXXX-Status “A” | When a fund is closed, only the indices within that
Fund 1 FROE fund are closed. The grant continues to be active in
Index 1 -closed at least one other fund. Expenses continue to be
Index 2-closed charged to one or more indices in an open fund.
Fund 2
Index 1 In this example, Fund 1 has been closed. Funds 2
Fund 3 and 3 remain open. The indices in Funds 2 and 3
Index 1 continue to receive expenses for the grant.
Index 2
Index 3

A grant may require a new fund for each year it is in operation, or for other periods, depending on
the grant requirements. Generally, when a grant requires a new fund, the old fund is closed out. The
grant, however, remains open. A new fund with a new index will be issued for this continuing grant.
As of the beginning date of the new fund all expenses for the grant will be charged to the new fund.
All recurring expenses will also be moved to the new fund.

The old fund/index is no longer used for future charges. There may be reconciling items that need to
be transferred in or out of the old indices before the fund can be closed. A Reconciliation Form is
completed by the department for indices in the closing fund, and the fund is closed.

When the old fund is closed, FRAGRNT screen in Banner will NOT indicate “C” (closed) for the
grant. The status will remain “A” (active).

When the old fund is closed, the FTMFUND screen in Banner will indicate the closure is complete
by “FROE” occurring in the title of the fund. The date the fund was closed and the amount for
which the fund was closed will also now appear in the title field.

The balance in account AOCC, Claim on Cash, will be zero.

Reports and other documents continue to be due on an ongoing basis.

Why Close a Grant or Fund Immediately after it Ends?

There are several reasons Grants and funds are supposed to be closed by departments within 60 days
after their end date, but the most important one for departments is that it should decrease your
workload.




When all the funds in a grant are closed, charges cannot accidentally hit the grant. You should no
longer need to review the grant’s indices monthly or move errant expenses. This can result in
significant time savings.

You will also remain on better terms with your sponsor. When you are in compliance with the terms
of your grant, the sponsor’s perception of the department is good.

The most important reason for UNM to close grants in a timely fashion is to remain in compliance
with Federal regulations that require grants to be closed within 90 days of ending.



Workflow Process

The Grant Closeout Workflow process is an automated system that is programmed to send emails to
specific people at various points during the closeout process. Workflow also automatically makes
closeout changes to Banner when certain tasks are completed.

Workflow went live across all campuses 9/30/08. You can find Workflow on your MyUNM screen:

e MyUNM - Microsoft Internet Explorer provided by UNM HSLIC

File Edit View Favorites Tools Help
Links & | Customize Links % Help Desk  #2% HSLIC MyUNM & | UNMH Intranet @ Windows

- .http:Hmy.unm.edufcpflag.kcaldsadgucebdﬁ‘render‘userLayoutRootNoda.uP?uP;oot:root&qusparam=amveTab&an:veTab=u2£V *y || X 2 |-

w |MYUNM ‘_| M~ B - & - [rPage v ) Tooks + =

My Account
Content/Layout

‘Welcome Terry E Shoebotham

You are currently loggad in.

Home Campus Life Library UNM E-Mail

Briefcase Student Life My Courses

Employee Life §:11

[ YOUR PERSONALIZED GATEWAY TOUNM ]

H & & & 1

e-mail calendar groups logout  help

August 7, 2008

OEE

Human Resources
General Information

s Salary Structure Table

Career Development

s Career Development Home Page
« Education and Training

« Job Enrichment

& Career Ladders

e Career Advancement

s Dispute Resolution
s Counseling Assistance and Referral
Services (CARS)

LobowWeb For Employees
DARS Upgrade 3.5.7 8/9/08 S8am-5pm

will be unavailable from 8am to 5pm on Saturday, August 9.

We apologize for any inconvenience.

... The Universily of New Mexico
s’ LoboWeb

What is LobowWeb?
LoboWeb is the place for employees to view/update
personal information, benefits and deductions, pay

Due to scheduled backups, LoboWeb/LoboPhone is
unavailable Saturday 7:00 pm - 9:30 prn.

BEEE

BEEE

Transaction and Real-time Query Systems

Banner Applications

« HR Home Due to planned upgrades Student ePROGRESS, Faculty & -

PAN Advisors ePROGRESS and Update Data for Selected Student * Internet Native Banner
L options + LoboWeb
s elobs

* E-Print
* Hyperion

Banner Resources

Banner Authorization Requests

| » Report a Duplicate Person/Mon-person
Staff Resources information, tax forms and more. » Search Class Schedule
s EHPP » Search Course Catalog
s EOD » FElectronic Forms
« OEOQ -

Purchasing Department Website

Banner Announcements EE
What's New in HR TR
No current announcements.
Benefits DE®E
Paid Time Requirements for Non-Exempt Employees
Insurance - -
+ Health Insurance » Memo to clarify paid time requirements for non-exempt —
emplovees [PDF] Banner Training OEE -
E1 J Trusted sites # 100% -

Workflow is designed to increase efficiency in the close out process for the Principal Investigator,
department, the Pre-Award, and Contract and Grant departments. Workflow enhances
communication, tracking, and accountability during various stages of the process.

Grant Closeout Differences: Main Campus and HSC

There are no process differences in Grant Closeout between campuses. Workflow is the same for
both HSC and Main Campus. Closing a grant or fund on Main Campus or on HSC campus involves
the same departmental activities.

For the Core Accounting offices, there are some procedural variations, but they do not affect the
departments.



Grant Closeout Department Duties

There are several steps you need to take in order to promptly and correctly close your grant or fund.

Is the grant or fund ending?

When you get a workflow email stating that your fund is ending, you need to determine whether or
not this is correct.

There are numerous ways to determine when your grant or fund is ending. Here are some:

Read your Notice of Grant Award. This will tell you when the grant ends.

If you have a SNAP award [Streamlined Non Competing Application Process] the fund
should be extended if the grant is not ending.

For Health Science Center grants, look in FRAGRNT under the User defined tab. It may say
“has Expanded Authority”, “Doesn’t have expanded authority”, LOC, or “Budget Period
needs new index”

Discuss with your PI to determine status

Ask your Fiscal Monitor.

Make sure you, your Fiscal Monitor, the Pre-Award department, and the Principal Investigator
understand whether the grant is ending, the fund is ending, or one or both are NOT ending.

If the grant is continuing, but the fund is ending:

Find out the status of the new fund for the grant. You will need the new fund with a new
index in order for the grant to continue without interruption. If necessary, submit a Request
to Spend Funds Form (RTSF).

Move all recurring expenses, like salaries, P-Cards, or ITS (phone) charges to the new fund’s
index with the correct effective date as soon as possible. You may also need to adjust the
CRLS Standing Order for Central Lab Supplies internal POs. Make sure this corresponds
with the beginning date of the new award.

Review all expenses on the fund and move in or out any expenses that need to be moved. If
you are reconciling your index monthly, this will be a simple task.

If the grant is ending:

Move all recurring expenses, like salaries, P-Cards, or ITS (phone) charges to a new index,
with the correct effective date. Don’t forget to adjust the CRLS Standing Order for Central
Lab Supplies internal POs.

Remove all unused encumbrances as soon as you determine they will not be needed.
Review all expenses on the fund and move in or out any expenses that need to be moved. If
you are reconciling your index monthly, this will be a simple task.

Are the expenses correct and complete?
When the expenses are correct in FRIGITD, using workflow, return the completed Reconciliation
Form by the due date.



Will there be a loss?

To avoid a loss, do not allow your line item direct expenses on a cost reimbursement grant to exceed
your line item direct cost budget. Direct expenses are all expenses in all accounts except account
89Z0-F & A Expense.

The only exception to this rule is if you have excludable expenses budgeted and instead moved non
excludable expenses onto the grant. This may cause your F&A to increase beyond what was
budgeted for F&A. If you think you may be doing this, compute your F&A change or ask your
Fiscal Monitor for help.

With Fee for Service contracts, your revenue is dependent on the services provided. If costs exceed
this revenue, you will have a loss.

The direct expenses on the reconciliation you send in should match the direct expenses in Banner.
Wait until your journal vouchers that are moving expenses have been sent, and your encumbrances
are cleared [equal to zero]. Your Reconciliation Form, once signed, indicates you have reviewed the
expense transactions on the grant and certify they are correct. Contract and Grant Accounting is not
responsible for catching errors; you are.

Are related reports/documents complete?

P1 submits progress report directly to sponsor

Other documents are submitted as required

The Account Administrator documents that this has been done in workflow.

The Fiscal Monitor sends the Reconciliation Form and patent form if applicable to the
department for completion.

Has the Reconciliation Form been correctly completed and sent to Contract and Grant
Accounting?

The reconciliation form must be completed and returned to your Contract and Grant Accounting
department by the due date. The direct expense numbers on this form MUST MATCH the direct
expenses numbers in the Banner accounting system before the fund can be closed. All expenses
must be corrected and submitted prior to completing and returning this form. All encumbrances
must be removed from the grant before returning this form.

What about F&A?

Once your Reconciliation Form has been returned, Contract and Grant Accounting will make any
needed corrections to F&A. If your actual line item direct expenses for a cost reimbursement grant
do not exceed your budgeted line item direct expenses, you will not have a loss when Contract and
Grant Accounting adjusts your F&A.

Is it Closed Yet?

Once you have completed your closeout duties, you will want to know when Contract and Grant
Accounting has completed the closeout. This is easy to check. Below are two Banner screens that
will show you if the Grant or Fund is closed.



If the entire Grant (not just one fund within the Grant) is supposed to be closed, you can look at
FRAGRNT and FGITBAL. If the Status box is “C” (closed) and Account AOCC, Claim on Cash,
has a balance of zero, the grant is closed. You can see account AOCC on FGITBAL, or any Banner

Screen showing Balance Sheet accounts.

If the status is still “A” (active), it has not been closed. One or more funds may be closed but if any
funds are active, the grant will show an active status.

& Oracle Developer Forms Runtime - Web: Open = FRAGRNT \ZIIEIEI

File Edit Options Block Item Record Query Tools Help

R e o D EE S B RE TR E @)X

nt Maintena i) [FREETRINIT 7o) (E¥RRE) et i i g e i e e e e e

Proposal: 4 Text Exists: |1

Grant Agency Location Cost Code Personnel Billing User Defined Data

Chart of Accounts: EEI Responsible Organization: WEI Gallup Executive Director
Long Title: |Midd|e College High School - Federal

Title: |M|ddle Callege High School - Fed

Agency: [t00000875 [*][uM Public Education Department

Principal Investigator ID: [1ooonazer [~ |[zongolowicz, Helen M,

Project Start Date: 01-1UL-2003 @I Project End Date: 30-1UN-2006 @I Proposal: E
Termination Date: @ Expenditure End Date: @I

Gtatus: C Elclusea ) [ Pass Through Indicator
Alternate Description: Status Date: [2s-mav-z004 [

Current Amount: Cumulative Amount: Maximum Amount: 430,000,00

Related Grant: |

|
Grant Type: 'G_EI Category: |F—Z| Sub Category: Sh E‘
CFDA Number: &4.002 E Sponsor ID: |006-01-01

Pl

Enter Chart of Accounts; LIST is available |
Record: 111 | .. | Listofvalu.. | | =0sC=

This grant is closed.



If only one fund of the Grant is supposed to be closed, you can see this on several screens. One
such screen is FGITBAL. If “FROE” and a dollar amount and date appear after the fund and
account AOCC, Claim on Cash has a balance of zero, the fund has been closed.

& Oracle Developer Forms Runtime - Web: Open = FGITBAL

File Edit Options Block Item Record Query Tools Help
B0 REEE 59 BDX G & ME HH ¢ 5@ 01X
Chart: b~ accountType: | [ @ Fund:  [38530 [T FROE $28,456.70 ; 7/31/08_P
Fiscal Year: EF Account:
Beginning Current
Account Description Balance DfC * Balance DfC *
LI s G m -
h2d mroC | 0.00 b upn b
[a245 [Billed &R non LoC | 1,335.50 E l_ l—o.oo |E l_
|A249 |Unapp|ied Payments | 0.00 |E l_ I—DDD |E l_
|L3GD |Deferred Revenue | 0.00 E l_ I—DDD E l_
|><BE><P |Budgeted Expenditure Contral | 0.00 E l_ Im E l_
[xBna [Budgeted Change To Net Assets | 0.00 o[ [ om o[
|><BRE\.-' |Budgeted Revenue Control | 0.00 E l_ Im B l_
|na0 |met assets General | 0.00 [l [ om e[ ]
| | | L . [
| | | L . U
| | | L . U
| | | L[ @ O
| | | L | Q0O
| | | L L ] 0O &
* - denotes amount is opposite of Normal Balance
Total: [ALL ACCOUNTS | 0.00 (1] 0.00 (17
Fress Key Duplicate tem fo view General Ledger activity. | J
Record: 1/9 | | | | =0gC=

If a fund is closed you will always see the “FROE” description with the dollar amount and closing
date in the fund name on any screen that shows this information. This is true whether the entire
grant has been closed or just that fund.

Contract and Grant Accounting Office Grant Closeout Duties

One Touch Process

HSC Contract and Grant Accounting uses a “One Touch” process whenever possible to close out a
grant. “One Touch” means all needed information is gathered and the file is only touched once. All
the closeout work is completed in one session.

The concept is simple, and you can use it too.
e Do monthly reconcilements on each grant. Resolve any problems monthly.
e Keep all your grant information organized and up to date in a folder.

e As the Grant end date approaches, proactively move all recurring charges, including payroll
and telephone charges, to a new index with a correct future date.

10



e After the grant ends, pick up the Reconciliation form ONE TIME. Complete the form and
send it back immediately. Grant work done.

Closeout begins with your returned Reconciliation Form

Generally the closeout process does not really begin in Contract and Grant Accounting until you
have returned this form. Promptly returning this form will help Contract and Grant Accounting
close your grant quickly.

Checklists

Some Departments have developed their own Closeout Checklists. Appendix 3A has incorporated
the best ideas currently in use by several departments. You may find this department checklist
helpful. Modify it to suit your department’s needs. You will find this form, Department Closeout
Checklist, posted on both Contract and Grant Accounting websites under “Forms”. HSC URL is
http://hsc.unm.edu/financialservices/postaward/forms.shtml . Main Campus URL is
http://www.unm.edu/~cgacctng/forms.html .

Contract and Grant Accounting has a detailed checklist for their staff to use while closing out grants.
You can see the many steps they go through in Appendix 3B.

Move off Unallowable Expenses

Contract and Grant Accounting is not responsible for finding unallowable expenses charged to your
grant. The department, under the guidance of the Principal Investigator, is responsible for making
sure that only allowable expenses are charged to the grant.

Nevertheless, Contract and Grant Accounting will look at your grant’s expenses for reasonableness.
If any expenses that appear to be unallowable are noticed, your fiscal monitor will ask you about
them. If they are unallowable, you will be asked to move them off the grant. Money the sponsor has
already paid could be returned to the sponsor.

Make sure this does not happen to you. Reconcile your grants monthly and do not let unallowable
expenses creep in.

Correct F&A if necessary

Calculating F&A is the subject of another class. Your Fiscal Monitor will check your F&A and
correct it, if necessary, at this point in the closeout process.

Don’t assume your F&A is correct unless you know exactly how to calculate it. 1f your actual direct
expenses do not exceed your budgeted direct expenses, you will not have a loss when Contract and
Grant Accounting adjusts your F&A.

Record the residual balance or loss

After you have certified the expenses on the grant are correct and your Fiscal Monitor has corrected
F&A, the Fiscal Monitor will look at the balance in the grant financial accounts. If there is a

11
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residual balance (gain) that your department is allowed to keep, it will be moved to the unrestricted
index that is identified by your department. Losses are recorded in the grant fund as a loss. The loss
is charged to account 8600 and the index used is the unrestricted index provided by the department.

Close the Grant or Fund

When all your entries are recorded, your fiscal monitor will make sure all revenue owed has been
collected and account AOCC, Claim on Cash has a balance of zero. Soon after this point your Fiscal
Monitor will close the grant or fund.

When each fund in your grant is closed, the name of the fund is changed. The name of all closed
funds starts with “FROE”, and is followed by the dollar amount of revenue received in this fund, and
the date the fund was closed. You can see this change on any Banner screen that shows the fund
name. Some of these screens are FTMFUND, FGITBAL, and FGITBSR.

When all the funds in a grant are closed, the grant itself is closed. The status of the grant in
FRAGRNT is changed to “C” (closed). Account AOCC, Claim on Cash has a balance of zero.

12



Appendix 1A — Completed HSC Reconciliation Form
X

) CONTRAC R GRANT CLOSE-OUT RECONCY "ATION
Bariam b Uyewrolicss by i Lo 1 L WA T Pl ored amil ol ALELL LT TP T RO PN XTI LR TP s wall
Ncrare we MNP S22 Fudwr Pt Saboe i Dewmns Bannna v withe gye Dnar e+ e s slonasd 1y W jear ties = o
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Total Reatpet:  siLam
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Related Screens

Note that F&A was left for the core office to complete in the above reconciliation. The total above (red) does
NOT match the Banner total below (red). If you look at the reconciliation detail (green), however, the direct
expense total in the reconciliation [$26,348.79] DOES match the Banner direct expense total (green), line by
line. The only difference is F&A.

IMPORTANT NOTE:

Remember that if your Actual Direct Expenses [$26,348.79, below] do not exceed your Direct Expense
Budget [$29,763, below] you will not have a loss when F&A is adjusted. Direct Expenses are all expenses
except F&A.

& Oracle Developer Forms Runtime - Web: Open > FRIGITD

File Edit Options Block Item Record Query Tools Help

Bl 2E8E 59 BT @EBE B E PO

ant Inception to Date Form FRIGITD 7.2

Chart of Accounts: |U—[T Grant: 3RE53 [~ Geriatric Education and Health Grant Year: l_
Index: [~ Fund: [+ organization: d O Fund Summary
Program: [7 Activity: [7 Location: [7 ] Hierarchy

Account Type: I_F Account: [7 Account Summary: [ By Sponsor Account
Date From {(MM/YY): ’E / E Date To (MMFYY): ’E ! ’E [JInclude Revenue Accounts
Account Type Adjusted Budget Activity Commitments Available Balance
2040 |L—|Tec:hnic:ian Salary Detail Gen 32 529,00 | 20,479.40 | 0.00 | 2,049.60 A
|L—|Other Staff Bensfits Gen 5,379.00 | 5,056.52 | 0.00 | 32248
|E—|Offic:e Supplies General 0.00 | 145.49 | 0.00 | -145.49
|E—|In State Travel Gen 0.0a0 | 227.20 | .00 | -227.20
|E—|Outpatient Care Gen 1,855.00 | 0.00 | 0.00 | 1,555.00
|E—|Lab Medical Supplies Gen 0.00 | 33z2.18 | 0.00 | -332.18
|E—|CDPYing Gen — 90 761 0.00 | 105.00 - $2‘ 000 | -105.00
[E [FendsExpense Gen wo I, 3 —2,381.00 [ —zwoza ) oo [ zraos

1

Met Total: 37,144.00 28 456.70 | 0.00 | 3,687.30

Press Key Dup Record for Grant Detail Transactions |
Record: 143 | o | =o5C=

4
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FGITBAL will show you grant balances. Note that the fund is closed. Account AOC, Claim on
Cash is zero. Fund title now says, “FROE...”

# Oracle Developer Forms Runtime - Web: Open = FGITBAL |;||§|E|

File Edit Options Block Item Record Query Tools Help

BYE REEE 7 REX D S EE TG S@X

%8 General Ledger Trial Balance Farm FGITBAL 7.0 (BANP) | -
Chart: b= Account Type: I Fund: 38530 |7 FROE $28,456.70 ; 7/31/03
Fiscal Year: [al] F Account: I
Beginning Current
Account Description Balance DfC * Balance

<: Clairn On Cash | 1,335.59 -
0.00 0.00
|azas |illed &R Non LOC 1,335.59 0.00
|n249 |Unapp|ied Payments 0.00 ’—DDD
|30 [Deferred Revenue 0.00 0.00
[xeENP [Budgeted Expenditure Contral 0.00 3,687.30
[xBra [Budgeted Change To Met Assets 0.00 .
|>-<BRE'-.-' |Budgeted Revenue Contral 0.00
0.00

0 2 3 1 0 0 L
o I rrrr| e -

1]

I [ e ) = e e e e )
HEEEEREREREEEE

|
|
|
|
|
|
|mao0 met assets General | 0.00
| |
| | |
| | |
| | |
| | |
| | |

* - denotes amount is opposite of Normal Balance

»
—

Total:  [ALL ACCOUNTS | 0.00 [

4

Press Key Duplicate tem to view General Ledgar activity. |
Record: 1/3 [ | | | =05C=




Appendix 1B — Completed Main Campus Reconciliation Form

The signature at the bottom indicates the certification by the department that all charges are correct.

THE UNIVERSITY OF NEW MEXICO
CONTRACT AND GRANT ACCOUNTING
MSCON 1245
UNM BUSINESS CENTER, SUITE 2100
PHONE: 2774721 FAX: 277-8567

T Christine Sims ) .
FROM: W vorne Cits

INATE: w2407 N
SUBJECT:  FINAL FINANCIAL REPORT FOR GRANT CODEINDEXH 2R TIHMARA2019
According to our records, the above referenced account ended on 6RO T

PLEASE COMPLETE, SIGN AND RETURN THIS FINAL FINANCIAL REFORT MEMO L AVENDER
SHEET) AND ALL ATTACHMENTS TO CONTRACTS AND GRANTSBY 11207 _

Il changes need to be made, please use the atached workshes: and submit Transaction
Correction Forms.

Also required for this sccount are any items checked below:
Documentation for cost share (in-kind, third party matching, ete ).

Drscumentation for charges that occusred afier the end date of the award. Ses attnched
Report of Transactions, Attach Transaction Correction Fonm as appropriale.

Pl certification/documentation required by agency, (Altached. )
PO modification to cancel or transfer outstanding open commitments.
X Other: _Account overspent - 897327, write-off logs 1o index #

The award will be closed as reguired by the avarding pgency — so don't miss this opportunity
to have this important inpu!

Depariment Certification: dﬁ"ﬂ )&i—

Attachments: FEepon of Transactons, Worksheet

GaCongmiiCommun PROCEDURES ManualCloseoun Lavesder. dee
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Account # ﬁ;-?ﬂff

WORKSHEET

Prepared by: f_’jﬂﬂ ; APt Dute: _M Ext. 25 7

=
B

-

1.
Z,
i
4,
5.
.
¥

Please list any charges not yet on the atiached Account Summary in Column A,

Please list any items that have been transferned out but are not yet on the Account Summary
in Column B,

Amny charpes vou would like to transfer in or out 8t this time should be listed in the
appropriste column and & Transaction Correction Form should be atiached for each.

[A) iB)
Additlonal Charges In Charge Transfers Out
5 S S

I
12.
13.
4.

r_‘:atf_,,j

MOTE: Please save a completed copy of this worksheet for yourselF in cnse there are items that
need to be discnssed.

C\Dpcuments and Setfingsiyons My Documents\Closecut Purple.doo

Note that this worksheet lists the charges that are to be transferred off the grant. It gives identifying
numbers so the original transaction can be identified.
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Related Screens

To determine which fund is being closed, go to FTMACCI. Select “Enter Query”. Input the
index[green]. Select “Execute Query”.

& Oracle Developer Forms Runtime - Web: Open = FTMACCI [Q]
File Edit Options Block Item RBecord Query Tools Help

BNEHEAEE ST BEE Q& REEH ¢

ount Index Code Maintenance Form FTMA 7.0 (BAMP)

Chart of Accounts: EEI W Active Status Last Activity Date:  |19-SEP-2006

Account Index: <a42019 Account Index Ti ZR7ZH-Mative Language Z006-2007
Effective Date: —rauos [ Termination Date: Next Change Date:

|»

[

Accounting Distribution
Check to Override

Fund: MR-Native Language Tribal 2006-2007 [
Organization: 342G0z2 Ellndian Ed Faculty #3 O

Account: El [t

Program: P10R [*]Sponsored Instruction Restr Ex 10 ]
Activity: GHACTY EGeneral Activity I

Location: EI ]

0 |

Enter value for Chart of Accounts |
Record: 1/1 [ .. | Listorvalu... | | =05C=

This tells you the fund being closed is 272H1, on grant 2R72H.
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Now you can go to FRIGITD and see what the expenses look like for this fund. Check the “Fund
Summary” box.

@ Oracle Developer Forms Runtime - Web: Open > FRIGITD

[(=lfEEs

File Edit Options Block Item Record Query Tools Help

(BB RAEEE &7 @

5'_5 rant Inception to Date Form FRIGITD

Chart of Accounts: |U—E|
Index: I—El
Program: I—B
Account Type: I_El

Date From (MM/FY¥): ,E / ,E

B Sy T (%) [ ek

Grant:

Fund: I—E| Organization:
Activity: I—B Location:

Account: EI Account Summary:

Date To (MM/YY): [08 7 |08

ZRTEH ElNati\re Language Tribal Certificatio

B
o

Grant Year:

["Hierarchy

["'By Sponsor Account

[ Include Revenue Accounts

Account Type

Adjusted Budget Activity

Commitments

Available Balance

|
|
|
|
[
|
I L
|
|
|
|
|
|

M
Check to display Fund Summary
Record: 141 | ..|

Met Total: | |

4

Now select Next Block.
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Note that fund 272H1 is highlighted in the top portion of the screen. This indicates the expenses in
the lower half of the screen are 272H1 expenses.

}% Oracle Developer Forms Runtime - Web: Open = FRIGITD E@
File Edit Options Block Item Record Query Tools Help

(AVERNARE %% ZEK & & KEI

Tioge [k [ 4 1@ @1 X

7@ Grant Summary Activity by Fund Code Window FRIGITD 7.2 (BANP) (el Lol (=
Fund Code Adjusted Budget Activity Commitments Available Balance
[erzno | 29,996.00 \ 18,014.33 | 0.00 | 11,981.67 -
- W | 35,000.00 \ 34,711.46 | 0.00 | 268,54
| \ | |
| \ | |
| \ | |
| \ | |
| \ | | -
NetTotal: |  64,896.00 | s2,725.79 | 0.00 | 12701
Account Type Adjusted Budget Activity Commitments Available Balance
MY e |Housing Gen \ 000 \ 1,820.00 | 0.00 [ 152000 B
laszo | [e [student Costs other Gen \ 0.00 \ 81.70 | 0.00 | -81.70
460 |E|Par‘ticipant Stipends Gan \ 6,000.00 \ 0.00 | 0.00 | 6,000.00
[e3a1 E|Event Fees \ 0,00 \ 1,209.66 | 0.00 | -1,209.66
[s3co E|C0py\ng Gen \ 0.00 \ 2,495.43 | 0.00 | -2,495.43
[63e0  [E [Honoraris Gen \ 1,800.00 \ 0.00 | 0.00 | 1,800.00
[63z0 | [E [other Professional Services Gen \ 0.00 \ 2,250.00 | 0.00 | -2,250.00
7080 |E|Faci|ity Rent Expense Gen \ 1,500.00 \ 0.00 | 0.00 | 1,500.00
[sszo E|F and A& Expense Gen \ 3,182.00 \ 3,155.60 | 0.00 | 26.40
[s000 E|EquipmenUFurniture =$5,000 \ 1,000,00 \ 0.00 | 0,00 | 1,000,00 ~
Net Total: | 35,000.00 \ 34,711.46 | 0.00 | < 288.54 > -
PR | »
Press Key Dup Record for Grant Detail Transactions | J
Record: 11/20 | ..| | «<0gC=

What can you tell by looking at the budget and activity as it is now stated for this grant?

1) The total Expense is LESS THAN the total budget (see Net Total amount circled of
$288.54). The grant is not overspent. There remains an Available Balance of $288.54,
which could have been spent but was not. [red]

2) Once the Contract and Grant Accountings Office has collected all outstanding revenue and
verified that the Balance Sheet accounts are correct (zero), they will close the grant.

Not all grants with a remaining balance result in a residual balance (“profit”) to the department.
Cost reimbursement grants never result in a residual balance (“profit”). Many other types of
grants also do not result in a gain to the department. Ask your Fiscal Monitor to explain if you
think you should have received a residual balance and did not.
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Is this Fund Closed?

To determine this, we go to FGITBAL. Is the fund closed?

& Oracle Developer Forms Runtime - Web: Open > FGITBAL |:”§|b__(|

File Edit Options Block Item Record Query Tools Help
NEBIREERE 97 BEE A BB DEHI G E@X
,5'__9 |_'|E‘r|E‘r-3| LE.lng.rTrial E--3|-3r'|IZ'E' Form FGITRAL 7.0 { A I: :,:,:,:,:,:,:,:,',',',',',',:,:,:,:,:,:,:,:,:,:,:,',',',',',:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,:,: 4 ::-::'. -
Chart: FF Account Type: I_F Fund: 272H1 ¥ MR-Mative Language Tribal 2006-2007 >
Fiscal Year: EF Account: T —
Beginning Current
Account Description Balance DfC * Balance Djfc *
[claim on cash | 12,270.21 o[ ﬁ P =
f242 TENE on LOC | 0.00 o[ To0 b
[az45 [illed 4R non LoC | 1,261.81 E ’*_ 1,261.81 E l*_
[az43 [unzpplicd Payments | 11,0068.40 e[ 11,008 .40 [ [ ]
1o [accounts Payable System | 0.00 |E l_ 0.00 E l_
[xBEXP [pudgeted Expenditure Contral | 0.00 |E l_ 288,54 E l_
[BHa [pudgeted Change To Het Assets | 0.00 o[ 0.00 o[
[BREV [pudgeted Revenue cantral | 0.00 |E l_ 288,54 |E l_
|><ENC |Encurr|brar|ce Control | 0.00 B ’_ 0.00 |E ’_
[*RES [Reservation Control | 0.00 o[ 0.00 o[
[Ma00 et assets General | 0.00 [ ] 0.00 [c][ ]
| | | L[ 1 [
| | | ([ (1 [
| | | L[ L[
| | | (I 1 [0 &
* - denotes amount is opposite of Normal Balance
Total:  [ALL ACCOUNTS | 0.00 (] 0.00 (1]
Press Key Duplicate Item fo view General Ledger activity. |
Record: 1611 | o | | =0s5C= J
Answer:
No.

There are two ways you can determine the fund is still open from this screen.
1) The fund name does not say “FROE” with a dollar amount and date. It still has a normal
fund name, “MR-Native Language Tribal 2006-2007” [red]
2) Account AOCC, Claim on Cash does not have a balance of zero.
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Appendix 2 — Banner Closeout confirmation Screens
FRAGRNT Closeout confirmation — Entire Grant

@ Oracle Developer Forms Runtime - Web: Open > FRAGRNT [l = ]
File Edit Qptions Block Item Record Query Tools Help

(AR ARt BEE G & BB S G L 2 @ X

’g}_a Grant Maintenance For n FRAGRMNT 7.2

Grant Agency Location Cost Code Personnel Billing User Defined Data

Chart of Accounts: E[EI Responsible Organization: |1514A EGaIIup Erecutive Directar

Long Title: |Midd|e Caollege High Schoal - Federal
Title: |Midd|e College High School - Fed
Agency: [100000875 [ *][NM Public Education Departrent

Principal Investigator ID: |IDUDDS261 E”Zongolowicz, Helen M.

Project Start Date: 01-JUL-2003 @ Project End Date: 30-JUN-2006 @ Proposal: El

Termination Date: = Expenditure End Date: @

Status: ’C_Elclused [ pass Through Indicator

Alternate Description: Status Date: ]M@

Current Amount: | Cumulative Amount: | Maximum Amount: | 430,000.00

Related Grant: | |

Grant Type: IG_EI Category: |F_E| Sub Category: ’S.t\—El

CFDA Number: &4.002 E] Sponsor ID: |006—01—I:11
1 | > l
Enter Chart of Accounts; LIST is available | J
Record: 111 | | .. | Listofvalu.. | | =05C=

Note that you must also check to make sure account AOCC, Claim on Cash has a balance of zero[FGITBAL screen].

FRIGITD - check the “Fund Summary” blocks, select Next Block



;_c% Qracle Developer Forms Runtime - Web: Open > FRIGITD
File Edit Options Block Item Record Query Tools Help

BB BEEE 4% DER D & BB S kL 2@ X

’E_EI Grant Inception to Date Form FRIGITD 7.2 (BAMP)

Chart of Accounts: |LI_E Grant:

Program: E Activity:
Account Type: I_E| Account:
Date From (MM/YY): |07 ;s [s50  Date To (MM/YY): [0 ; |08

E Location:

‘ EMiddle College High Schaool - Feder

Inde:x: E] Fund: E] Organization: E|

[

EI Account Summary: |F\II Levels

ant Year: l_

lu_f’und Summary

Hierarchy

[ By Sponsor Account

[T Include Revenue Accounts

Account Type Adjusted Budget Activity

| [ |
| [ |
| [ |
| [ |
| [ |
| [ |
— I
| |
| |
| |
| |
| |
| |

[
[
[
[
[
[
[

MNet Total:

T R eI IS NE eSS RN

Check to digplay Fund Summary
Recard: 1/1 || | <osC=

Commitments

Available Balance

1

W

FRIGITD shows Four Funds:
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& Oracle Developer Forms Runtime - Web: Open = FRIGITD

File Edit Options Block Item Record Query Tools Help

BOEEBEEE % B

i

y by Fund Code ‘Window

Adjusted Budget

T
T o
T oo
BT
—
—
—

B B I EE TG G @B @ X

FRIGITD 7.2 (BANP)

T
T om
T oo
BT
—
—
—

Commitments

T om
 omw
T om
T om
—
—
—

Available Balance

T om
T om
T om
T om
—
—
—

1

MNet Total: 0.00 0.00 0.00 0.00

Account Type Adjusted Budget Activity Commitments Available Balance

420 |R [State Grants Cantracts Gen | 71460.00 71,459.72 0.00 0.28 =]

2000 L [Faculty Salary Detail Gen | 1,500.00 0,00 0.00 1,500.00

3100 e [office Supplies General | 24 500,00 15,906.19 0.00 8,593.81

3150 [E [Computer Supplies & Servers <$5,001 | 10,000.00 [ 7m0 [ ooo | s.zs1.00

3180 |E [Won Capital Equipment <$5,001 | 37,500.00 22,971.71 0.00 14,528.29

31p0 | [Training Materials Supplies Gen | 4,500,00 0.00 0.00 4,500,00

3800 [E [In State Travel Gen | 15,500.00 [ 474114 | ooo | 1075886

a0a0  |E [student Travel Gen | §,000.00 511.65 0.00 5,488.35 -

4520 [ [student Costs Other Gen | 10,000.00 0.00 0.00 10,000.00

|6'SIZIZI |E_|Other Professional Services Gen | 23,500.00 Im litlﬂtl lm -
Net Total: 0.00 0.00 0.00 0.00

Record: 114 || | =08C=
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Go to FTMFUND. Select Enter Query [or F7], and put the first fund in the Fund block

£ Oracle Developer Forms Runtime - Web: Open > FTMFUND

File Edit Options Block [tem BEecord Query Tools Help

B=1ES

Chart of Accounts: |_E
Grant: E
Proposal:

Fund: 40170 v
Effective Date: @

Expenditure End Date:

Fund Type: ’_EI

Predecessor Fund:

v Active Status

Title:

Termination Date: @

(R0 E AAERE %7 DEE QA S BB S L @ @1 X

Last Activity Date:

Mext Change Date:

v Data Entry

Financial Manager: | E|
Unbilled Accrual Account:
Revenue Account:

Bank:

Capitalization Fund Indicator:

Capitalization Equity Account:

A
A
Cash Receipt Bank Code: ’_[Zl
|
d
d

Capitalization Fund:

M

Enter a query; press F8 to execute, Cirl+G {0 cancel.
Record: 1/1 | | Enter-qu... | |

Multiple Fund Balance Indicator: |{Maone) -
Restriction Indicator: |(N0ne) v|
Defaults: Organization Program

=

| =05C=

Activity Location

i i

1]

4

Select Execute Query [or F8]. Note the Title says “FROE”, and the termination date is a prior date. You can repeat for each index. If the fund is not closed,

you can still see whether or not the fund is active by looking at the termination date [green]. If the termination date is BEFORE today’s date, the fund is

inactive. You can check the balance of AOCC, Claim on Cash in FGITBAL, as shown earlier. It is zero.
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# Oracle Developer Forms Runtime - Web: Open > FTMFUND
File Edit Qptions Block Item Record Query Tools Help

=S

B EIEBEEE %9 B

’5_‘51 Furnd Code Maintenance Form FTMFLUMND

Chart of Accounts: EEI v Active Status

Grant: 4R017 E]Middle College High School - Federa

Proposal: ’7

Fund: WE] Title:
Effective Date: ’m@ Termination Date
Exzpenditure End Date: ’m@

Fund Type: ’FEICR Gallup

ROE: $71,459.72 on 11/17/06

MNext Change Date:

Predecessor Fund: WE]GR Middle College High School F
Financial Manager: |1E|DI:||:|E=261 E”Z-:-ngnlowich Helen M,

Unbilled Accrual Account: Azaz ElUnbilled &R Mon LOC

Revenue Account: WE]State Grants Contracts Gen
Bank: ’_El

Cash Receipt Bank Code: EElMain Grant Cash Clearing
Capitalization Fund Indicator: |Cap Different or Mo Cap -

Capitalization Equity Account: El
Capitalization Fund: EI

Multiple Fund Balance Indicator: |{None) -
Restriction Indicator: |(Nnne) v|
Defaults: Organization Program

. o

Chart of Accounts, Press LIST for valid wvalues. Press Edit for Mavigate To.
Record: 1/7 | | | Listofvalu. | | <05C-

Activity

.

Last Activity Date: |[17-NOV-2006&

Location

.

| »

4

26



Appendix 3A-Department Checklist

Grant/Contract Principal Investigator

Fund Dept. Closer

Index Completed (sign & date)

End Date Reviewed (sign & date)
Initial Date Item Comments
When When

Completed | Completed

Is the Grant or contract closing?

Is the Fund closing?

If the fund (but not the grant or
contract) is closing, is the new
fund/index set up?

All recurring charges are moved off
the grant/contract with the correct
effective date (including
Telecom/ITS).

All expenses are correct grant/contract
charges. Any incorrect charges have
been moved off.

No correct grant/contract charges are
missing. Any missing charges have
been moved into the correct grant
fund.

All encumbrances are at zero.

The PI has confirmed that all Progress
reports have been turned in.

All other required documents have
been completed (list under
comments).

The Reconcilement Form has been
completed and sent to Contract and
Grant Accounting Office.

(HSC only) direct expenses match
Banner direct expenses.

Confirm the grant/contract or fund has
been closed by the Core Office.




Appendix 3B-Contract & Grant Checklist

(Used by Fiscal Monitors to Close a Grant or Fund)

Asard M

Fuinil Cade

Iniloe:

Awarnd Feriad:
Amiounl Aulhariand:

Coain e | Lo j:

Sipn-HT
Frral
hillemwrar

FINAL BANMER FLND CRECK-QFF LIST

Pi:

Ageacy:

Spanser Awaid B
Cael Betinbiursemeni Y% 0]
FIbOE:
F&a Haie:

Final Firsncial Reconcllizlon Mems |Purple Sheatl cenidied and renseed fom Dieparmern
Coets verilied, meluding charges to fusd afier budge peried end i

Dhyizssnd ng commamenes cleaed

FRAAREY FRAKDCT halanc: egual os zene

FPRFGITI tadance equedd 1o s

FGITHAL CC, Unbilled AR Milkef 40K Unapglied Paymeniz mnd Del Bey equal i 220
Crad Share comm bimen verified

Equigrient ind lnancd eqaipment verifled socending o Agency raquireme e
Subconiracion ¢ lossou completed per LIAPP 24T, 7

TLikeian Ve fed

T mesliipla fonds ond vorny fomwared gpplics, reifect in gaenmi year und budgs

Are previous ovard yeard halances & xere? |11 nol ressarch and nen v

Firal FaA and revenis: venfication comploed {inchsl e calculsior wape

I arvard b a gain, eeview serme of e pward--0 necesany, raqued rofimd check

Final aljssimaris sabmined: s for Fiea, rovenun, AR iromsfios of gein, Lo or refund
Mol Froalien s depariment of gain or kas per UBPF 2485

Final reports comgleted and submined, il raquiced §review agency docamensi Cery in fike
Complete LOC Final Regor Form and pai i ille

Chink Fior assocmed fles: Suboonoaos ¢ Cost Share closnd seperately b, Biling Documens:
Signarure authosiesine shee's|pulked and placed ot SosL of Gle

Check all fcdders for looss pepersand mislil; evervling in order asd is comeet Tokder
FTMFLIND--Virily sarmination dooe and Expend &: ore daie of closing emry or befire
FTMAF LN Dsghang e fied ticke i fxampled FROE: S3 008 XX 162407
FRAGRMNT--charge th sizive eode 10 "C" for dhased il all fonds have Boon clossd ol

Filke o DG Acooantiag Marger for review and @gresone

Fiazal Blipnigor Sigeature

e

COAC Mlanajger

P 1%l
R T
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APPENDIX 4A— Main Campus Reconciliation Sheet

University of New Mexico
Contract & Grant Accounting
MSCO01 1245
Phone: 277-4721 Fax: 277-8567

Contract & Grant Closeout Reconciliation

Grant Code:

Fund Code:

Index Number:

Funding Agency:

End Date:

Principal Investigator:

According to our records, the above referenced grant has ended. Please complete, sign, and return this Contract &
Grant Closeout Reconciliation by . If you do not
respond by this date, Contract & Grant Accounting will proceed with closing the above grant/fund/index

OMB Circular A-110, Sec. D.71 requires Federal Funds to be closed within 90 days of their Budget Period End
Date. Please take this opportunity to assist Contract & Grant Accounting. If you have any questions regarding
this form please contact your Fiscal Monitor at the above phone number.

If changes need to be made, please process the appropriate Legacy Redistribution Forms or Labor Redistributions
(PZAREDS) for any salary expenses and/or journal vouchers for other expenses in Banner Finance. If necessary,
please submit any 90-Day memos with the closeout reconciliation.

Please list any charges not yet recorded in Banner (FRIGITD) in Column A.
Please list any items that have been transferred out and not yet recorded in Banner (FRIGITD) in Column B.

(A) ()
Additional Charges In Additional Charges Out

1.
1.

2.
2.

3.
3.

4.
4.

5.
5.

Also, required for the closeout are any items checked below:
Documentation for cost share (in-kind, third party matching, etc)
PI certification/documentation required by agency
PO maodification to cancel or transfer outstanding open commitments
Other:

If applicable, transfer residual balance / loss to Banner Index:

Prepared By: Date:

As PI, | certify that all expenditures reported above are for appropriate purposes and in accordance
with the sponsored agreement. On cost reimbursement indices, this will be the final invoice amount.
No further changes are authorized by the department other than those referenced above.

PI Certification: Date:
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APPENDIX 4B- HSC Reconciliation Sheet

RETURN TO FSD BY:

Return to:

Grant Code:
Fund Code:
Total Budget:
End Date:
Funding Agency:

MSCO09 5220

Principal Investigator:
Dept Account Administrator:

Department:

This section completed by Department

Date of FRIGITD Screenrpint:

CONTRACT OR GRANT CLOSE-OUT RECONCILIATION

FRS account# NA

Expanded Authority? (check if yes) |:|

Attach copy of Banner screen FRIGITD ("Grant Inception To Date").

A B C D
Project Year-to-Date Adjustments Final Total Explanation of
(Examples; use what's on FRIGITD) Amounts as of (Additions / of Expenses Adjustments
Acct Code Description 1/0/00 Subtractions)
2000 Faculty Salaries $
2020 Admin Salaries $
2040 Technician Salaries $
20A0 GA TA RA PA Sal $
20F0 Housestaff Salaries $
20J0 Student Salaries $
20L0 Federal Work Study $
20P0 Temporary Salaries $
21E0 Tuition Waiver $
21J0 Other Benefits $
3100 Office Supplies $
3150 Computer Supplies $
3180 Noncapital Equipment $
31K0 Postage General $
31M0 Recruitment Expense $
3800 Travel $
4600 Animal Expenses $
4640 Participant Incentives $
50EQ Lab/Medical Supplies $
5520 Other Patient Exp $
63C0 Copying $
70D0 Equipment Rental $
8060 Other Operating Costs $
9000 Equipment - Furniture $
9020 Equipment - Computer $
8970 F&A $ Verified by HSC FSD
TOTAL 0.00 0.00 0.00

The reconciliation must be returned and the charges moved on/off the Fund by the due date specified above. The due date is 60

If applicable, transfer residual balance/loss to Banner Index:

days after the Budget Period End Date of the Fund, unless agency requirements are more stringent. OMB Circular A-110, Sec. D.71
requires Federal Funds to be closed within 90 days of their Budget Period End Date.

Prepared By:

Dept Account Administrator Date:

As PI, | certify that all expenditures reported above are for appropriate purposes and in accordance with the agreements set forth
in the application and award documents. On Cost Reimbursement indices, this will be the final invoice amount.
No further changes are authorized by the department than shown above.

Certified:

Principal Investigator Date:
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