LSU Health Sciences Center at New Orleans
Non-Federal Grant and Contract Closeout Policy
Policy 
Residual balances resulting from completed non-federal grants and contracts may be transferred to department and school level projects that may be spent as discretionary funds in accordance with state law, university policy, school policy and department policy.  For purposes of this policy, the definition of federal funds contained in OMB Circular A-133 shall apply.  Therefore, any grants or contracts that meet the definition of federal flow-through funds are not within the scope of this policy.  

In order for residual balances to be transferred, the certification criteria contained in the policy must be met and the procedures contained in this policy must be followed.  Any refund requests arising subsequent to grant and contract closeout and residual balance transfer will be the financial responsibility of the applicable school or administrative division.
Indirect costs will be applied to residual balances using the rates in effect for each individual grant or contract.

Certification Criteria

In order for a residual balance to be transferred, a statement must be completed which contains the following certifications:

1. The grant or contract is complete.

2. The sponsor does not have any restrictions on the use of residual balances.  These restrictions could be contained in the contract or award notice or it may be contained in other policy statements issued by the sponsor.

3. All deliverables contained in the award notice or contract have been completed.  If a contract or grant is terminated or transferred prior to completion, documentation must be attached to the certification statement that indicates that all requirements of the sponsor have been met.
4. All financial obligations of the grant or contract have been met

5. The revenue and expenses of the grant or contract have been reconciled and all revenue earned has been credited to the applicable PeopleSoft project and all expenses incurred to complete the project have been charged to the applicable PeopleSoft project in accordance with OMB Circular A-21 (Principles For Determining Costs Applicable to Grants, Contracts, and Other Agreements with Educational Institutions) and the university’s Cost Accounting Standards Board Disclosure Statement (DS-2).

6. All costs charged to the grant or contract are allowable costs under the terms and conditions of the award notice or contract.
7. State appropriated funds were not used to fund the direct costs of the grant or contract.
8. All subcontracts have been paid and closed (if applicable).

9. A letter from the sponsor indicating that the grant or contract is complete has been obtained and attached to the Certification Statement (Clinical Trials only).

Exceptions to the Certification Statement Requirement
A certification statement is not required if one of the following criteria is met:

1. The applicable grant or contract has had no activity for the current fiscal year and the three previous fiscal years.  Activity is defined as any general ledger entry posted to the grant or contract project except for retroactive payroll adjustment entries that do not impact the project and net to zero for the applicable project.  Terminated contracts that are part of a multi-year relationship may be included in this exception if the revenues and expenses for the current fiscal year and the previous three fiscal years can be segregated from the revenues and expenses prior to this time.
2. The total grant or contract revenue is less than $ 100,000 and the residual balance is less than $ 2,500.
Procedures 

1. Business Manager or Account Custodian will reconcile the revenues and expenses of the grant or contract to ensure that (1) all revenue earned has been credited to the grant or contract project, (2) all direct expenses incurred to complete the grant or contract have been charged to the project in accordance with OMB Circular A-21  and the university’s Cost Accounting Standards Board Disclosure Statement (DS-2) and (3) all applicable indirect expenses have been charged to the grant or contract project.
2. Business Manager will close out all associated requisition, purchase orders, pre-encumbrances and encumbrances.

3. Business Manager will complete the Non-Federal Grant and Contract Closeout Request Form.  This form will be signed by the Business Manager and the Department Head.

4. Business Manager will complete the Non-Federal Grant and Contract Closeout Certification form.  This from will be signed by the Principal Investigator, the Business Manager and the Department Head

5. Business Manager will prepare a journal entry to move the residual balance.  An electronic copy of the journal will be sent to Accounting Services.
6. The Non-Federal Grant and Contract Closeout Request Form, the Non-Federal Grant and Contract Closeout Certification form, the journal entry and any supporting documentation will be forwarded to the applicable Associate/Assistant Dean for Fiscal Affairs.
7. The Associate/Assistant Dean for Fiscal Affairs for the applicable school will review and approve the Non-Federal Grant and Contract Closeout Request Form.  If the form or supporting documentation is found to be inadequate, it will be returned to the Business Manager.  Once complete, the form, certification statement, journal entry and any supporting documentation will be forwarded to Accounting Services.

8. Accounting Services will review and approve the Request for Transfer of Residual Balance form.  If the form or supporting documentation is found to inadequate, it will be returned to the applicable Associate/Assistant Deans’ Office.  One component of the Accounting Services review will include a review of past due Accounts Receivable for the sponsor.  The Compliance department may also review a residual balance transfer request upon request by Accounting Services.

9. Accounting Services will match the transfer request, the certification form, journal entry and supporting documents with the electronic copy of the journal entry if necessary.
10. Accounting Services will compute the indirect costs on the residual balance and will modify the journal to include the indirect costs.
11. All requests to transfer residual balances for grants and clinical trials will be reviewed and approved by the Director of the Office of Research Services.  If the form or supporting documentation is found to inadequate, it will be returned to Accounting Services.  
12. All residual balances exceeding $ 50,000 must be approved by the Executive Director of Accounting Services.  If the form or supporting document is found to be inadequate, it will be returned to Accounting Services, the Associate/Assistant Dean’s Office or the Business Manager.
13. Once all reviews and approvals are complete, Accounting Services will post the journal entry and forward a copy of the approved closeout certification to the business manager for their records.
Roles and Responsibilities
	Business Managers
	· Review department accounts on a monthly basis to ensure timely and accurate revenue recognition and expense classifications
· Reconcile grant and contract revenue and expenses prior to closeout

· Close out grant and contract requisitions, purchase orders, pre-encumbrances and encumbrances.

· Prepare Non-Federal Grant and Contract Closeout Request Form

· Prepare Non-Federal Grant and Contract Closeout Certification form

· Prepare Journal Entry to transfer residual balance

	Principal Investigator
	· Certify that closeout criteria have been met

	Department Head
	· Certify that closeout criteria have been met
· Approve Non-Federal Grant and Contract Closeout Request Form

	Associate/Assistant Dean for Fiscal Affairs
	· Review school account balances on a monthly basis to ensure that, in all material respects, revenues are accurately recognized and expenses are appropriately charged
· Review and approval the Non-Federal Grant and Contract Closeout Request Form

	Accounting Services and Sponsored Projects
	· Review Non-Federal Grant and Contract Closeout Request Form for compliance with this policy

· Review the residual balance transfer journal entry
· Review outstanding AR balances prior to processing the residual balance transfer

· Post the residual balance journal entry

	Office of Research Services
	· Review and approve Non-Federal Grant and Contract Closeout Request Forms for grants and clinical trials.

	Executive Director of Accounting Svcs
	· Review Non-Federal Grant and Contract Closeout Request Forms with balances in excess of $ 50,000
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