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Grants Policy Bulletin #21




Issue Date: May 27, 1999
Discretionary Grant Closeout

Purpose

To provide discretionary grant teams with guidance and procedures for the closeout of discretionary grants using the Grant Administration and Payment System (GAPS) closeout module. The bulletin provides a step-by-step description of the closeout process and the appendices include a closeout checklist, recipient notification letters, and archiving procedures.

Background

When the decentralization of the discretionary grant functions occurred in October 1996, the Principal Offices (PO) became responsible for the closeout of grants with ending dates of January 1, 1996, or later.
 Guidance on the closeout process is necessary to ensure consistency in the closeout process across the U.S. Department of Education (ED) and in accordance with the applicable regulations in the Education Department General Administrative Regulations (EDGAR).

This bulletin provides the updated guidance necessary to perform grant closeout until the ACS Directive, C:GPA:1-103, Discretionary Grant Closeout, is updated. 

Policy
Discretionary grant teams must take action to ensure timely closeout and retirement of expired grant files to the Federal Records Center (FRC).  The teams must determine if all applicable administrative actions, financial obligations, and approved project objectives have been completed and if the grant is ready for closeout. This process of review and reconciliation should be completed within twelve months following the performance period end date.

The basic steps in the closeout process are listed below and followed by detailed instructions for each step.

Basic Closeout Steps:
1.
Issue a “Pre-expiration Reminder Letter” (Appendix A) to recipients to remind them of their reporting requirements once the grant has ended.

2.  Review the required reports: (a) final performance report to ensure that the objectives of the grant were met; (b) the Financial Status Report (SF-269), if required.

3.

Ensure that the award is in either “Manual Closed” (MC) or     "Closed" status by using the “Award Status Monitoring” subfunction in the GAPS “Award Closeout” module. 

4. Access the “Approve Closeout Selection” screen under the “Award Status Monitoring” subfunction.  Record the date of planned closeout and place a checkmark in the “Closeout” field.  If the grant will be closed in noncompliance remove the checkmark in the “In Compliance” field.  If funds need to be deobligated, remember, only a warrant holder can perform this function and approve the grant for closeout. 

5. Issue a “Notification of Closeout” (Appendix B) informing the recipient that ED has closed the grant and all records related to the grant will now be retired to the FRC.

6. Issue a “Noncompliance Letter” (Appendix C) to recipients who fail to submit the required reports, meet the grant’s objectives or submit a final report of unacceptable quality.  Add a note to the file indicating why the grant was closed for noncompliance, record the noncompliance in GAPS, and place a copy of the Noncompliance Letter in the grant file.

7. Use the “Grant Closeout Checklist” (Appendix D) to confirm that the required information has been obtained and the terms and conditions of the grant were met. A copy of the signed completed checklist is to be placed in the file. 

8. Enter the archival data of the expired grant files into GAPS.  GAPS refers to this process as “Physical Closeout”.  Include the accession number, box number and record archival date.

9. Retire the expired grant file to the FRC (Appendix E) in accordance with National Archives and Records Administration (NARA) standards with the assistance of the PO’s Records Officer.
 

The following section contains a more detailed description of each of the previously mentioned steps.  

1. Pre-expiration Letter

Grant team members are encouraged to issue a “Pre-expiration Reminder Letter” (Appendix A) to recipients at least 60-days prior to their performance period end date.  This letter serves to remind recipients of their reporting responsibilities once the grant ends.  A template of this letter and the other notification letters referenced in this bulletin can be found in GAPS “Award Closeout” module under the subfunction “Award Status Monitoring”, select, “Create Notifications”. 

2.
Required Reports

The final performance and financial reports review will determine if the grant is ready to be closed or needs to remain open for further departmental post-award action. Record the receipt of the final performance and financial reports in GAPS under the Performance Monitoring screens.

Final performance report: All recipients, in accordance with EDGAR, §75.590, are required to submit a final performance report.  Grant team members are to review the final performance report to ensure that the grant recipient has achieved the goals of the grant.   If the report has not been received or the information in the report does not demonstrate successful achievement of expected outcomes, the appropriate team member must issue a noncompliance letter as indicated in step 6 below. 

Financial Status Report: Only some recipients are required to submit a SF-269.  If a final SF-269 is required because of program regulations or a special grant condition, teams are to analyze the report using the information contained in the Grant Award Notification (GAN), grant file and GAPS to evaluate the total expenditures of the grant.  If a SF-269 is not required, proceed to step 3.

When the SF-269 is required, teams may use the following steps to evaluate total expenditures, cost-sharing/matching requirements, and indirect costs. 

· Compare the cumulative amount of the total Federal share reported on the SF-269 to the Performance Period total in Block 6 of the GAN.

· Compare the total recipient outlay amounts reported on the SF-269 to the Payee Award Information (Inquire) screen in GAPS.  The “Status” should indicate that the award is in one of the four closeout statuses.  (See table on page 8.)  The amounts in the “Completed Payments” field should equal the federal share reported by the recipient on the SF-269 and the amount indicated on the GAN under Block 7, Performance Period.  If any of the amounts, “Completed Payments” or Federal share reported are less than what is reported on the GAN under Block 7, Performance Period, then follow-up is needed. Additional follow-up, if necessary, may include contact with the recipient and/or a review of the payment history from GAPS.

· Compare the combined total amount of cost-share/matching reported on the SF-269 to the cost-share/matching amount shown in the approved budget.  Block 7 of the GAN indicates the required cost share stated as a percentage or an amount of funds identified by the grantee in their application under non-federal funds.

· Compare the outlay amounts included on the SF-269 with the financial data submitted with the recipient’s interim performance reports. 

· Compare the indirect cost rate shown in Block 11.b. of the SF-269A or SF-269 to the rate indicated on the approved budget.

3.
Award Status
In order to close out an award, grant team members must review the financial status of an award in GAPS to ensure the award is in the “Closed” or “Manual Closeout” status.  Awards that are in “Manual Closeout” were not “autoclosed” by GAPS and either has funds remaining that need to be deobligated or all of the required reports were not submitted.  To determine the status of an award for grant closeout, open the "Award Status Monitoring" screen in GAPS.  To access this screen, teams must do the following: 

Step 1.
Access the “Closeout” function in GAPS (icon: clock).

Step 2.
Access the Award Status Monitoring subfunction screen in GAPS (icon: italic ‘i’).

Step 3.
Access the inquire mode (icon: E).

Step 4.
Key in the PR/Award number and click “find”.




Step 5.
The award number, award status, grantee name and DUNS number will appear.  If this organization is the correct one, click "ok".

Step 6.

The “Award status” screen will appear and provide identifying information on the recipient.  Start and end dates for the closeout stages, “Liquidation” and “Suspension”, will be displayed along with the intended “Closeout” date.  

Step 7.

Click on the tab “Award Balances” to review the financial data.  The authorized amount field should equal the drawdown amount field making the deobligated/available balance field “zero”.  The award status field should indicate “Closed”.  If the status indicates “Closed” and the conditions of the grant have been met, print a copy of the screen as an official record to be placed in the grant file.  Any team member can close out a grant with a zero balance.

Step 8.

If the status indicates “Manual Closeout” than there are unexpended funds in GAPS or a required report is missing. This grant should not be closed until further action is taken.  This should include a review of the GAPS reports module to ensure that the recipient has submitted all of the required reports and/or contact with the recipient to inquire about the unused funds. 

If a “Manual Closeout” status exists because of an unobligated balance that is 10% or more of the total Federal award, then a team member must contact the recipient before funds are deobligated.  This contact should result in a letter from the recipient that states that they are aware of the unobligated funds, however, all of the financial obligations of the grant were met and the grant can be closed out.  A team member with warrant authority will then have to deobligate the funds and “approve” closeout in GAPS after verification is received from the recipient. 

However, if this contact results in the recipient’s need for the unexpended funds, team members must get a written justification and a SF-269.  Upon the team’s approval of the request, a warrant holder will have to modify the “Liquidation” dates to allow the recipient to drawdown the funds.  The period of availability to allow the recipient to drawdown the unexpended funds should not exceed 30 days.  

If a grant is in a “Suspension” status of the closeout stages any team member may modify the “Liquidation” date upon the recipient’s submission of a legitimate request to drawdown unexpended funds.  Only a warrant holder can modify the “Liquidation” dates for awards that are in “Manual Closeout” or “Closed” status.  For awards that are closed refer to Grant Policy Bulletin #22, Reinstatement of Funds.

The following page contains a table that describes the closeout statuses in more detail.

Note: There are four closeout stages in GAPS represented by status indicators. To understand what the status indicator means in each of the closeout stages, the following table describes the stages and the possible activities that can occur during each:

Liquidation
An award is in Liquidation status between its performance period end date and liquidation period end date.  During liquidation no new obligations can be made. Drawdowns for expenditures incurred during the performance period can be made.  Drawdown adjustments and reporting can occur.

Suspension
An award is in Suspension status between its liquidation period end date and suspension period end date.  During suspension no new obligations or drawdowns can be made.  Adjustments and reporting can occur.

Manual Closeout
An award is in Manual Closeout status if funds remain unexpended or a required report was not received in accordance with the terms of the grant.  The status Manual Closeout would require that a review be conducted before the grant is closed and that unexpended funds be deobligated (only by a warrant holder).  Reporting can occur.

Closed
An award is in Closed status after the suspension period end date has been reached.  No activity can occur on a closed award.

On a monthly basis, the GAPS system will run a process which identifies an award in which the performance period has ended, all required reports have been submitted, and the remaining balance is zero.  GAPS will “autoclose” these awards and assign the status of "Closed".

4. Approve Closeout

GAPS will not “autoclose” a grant if the performance end date is reached but funds still remain or a report is missing.  This grant will need intervention by a team member in order to advance to a “Closed” status.  All grants in “Manual Closeout” will need to be approved for closeout.  If a report is missing a team member will need to contact the grantee, retrieve the report and “approve” closeout.  If a deobligation is required a warrant holder will have to deobligate the funds and approve closeout.   

5.
Notification of Closeout
Grant team members are to issue the "Notification of Closeout" (Appendix B) to the recipient once the grant has been closed.  This official correspondence informs the recipient of the status of their award and serves to remind them of the record retention requirements found in EDGAR, §§74.53 and 80.42. Place a copy of the signed and dated letter in the grant file.

6.      Noncompliance Letter
To close out a grant with the status of “noncompliance” has a serious impact on a recipient's eligibility to compete in future grant competitions with ED; therefore, it is critical that team members make every effort to ensure that this does not happen.  Team members should contact recipients to obtain the missing final report if that is the reason for the noncompliance.   If the final performance report failed to communicate or substantiate that the goals of the grant were achieved, team members should follow up with the recipient to determine whether an oversight occurred or if the recipient truly failed to meet the grant’s objectives.

Issuance of the Noncompliance Letter" (Appendix C) and its’ signature should be a program manager or higher authority. 

Documentation of the team’s efforts and the consultation with a program manager prior to issuance of the Noncompliance Letter is to be placed in the file along with a copy of the letter.  Team members should record the reason that the grant was closed out in noncompliance in GAPS “Performance History” screens.

In the future GAPS will be able to track a recipient’s noncompliance with ED via a system report or DUNS number.  Until that feature is available, teams should keep a manual log of grants that were closed in noncompliance and review a recipient’s noncompliance when making future funding decisions. 

7.
Grant Closeout Checklist

Although team members may be responsible for several programs which have varying terms and conditions, the “Closeout Checklist for Discretionary Grants” (Appendix B) can be used as a tool to identify the most common terms and conditions.  If additional requirements were placed on a recipient, for example, high-risk grantees or the grant is under an audit or investigation, then those conditions can be added to the checklist and recorded.  If funds were deobligated, a warrant holder must also sign the completed checklist before it is placed in the grant file.

8.
Physical Closeout

GAPS will allow team members to record information related to the archival of the physical grant files.  The system will require that the following information is keyed:


1) Organization.

 

2) PR/Award Number.

 

3) The date the file was sent to FRC.



4) The accession number under which the file was included. 


5) The number of the box in which the file was stored.

The location where the accession number can be found, if needed, will be included on an approved copy of the Records Transmittal and Receipt Form (SF-135) that was submitted to the FRC in the original paperwork.  The location information received by FRC is needed to retrieve any files at a later date.  

The information entered into GAPS will allow for electronic retrieval of archived information and electronic tracking of closed grant files.   GAPS does not currently accept the data regarding the location of an accession number at FRC.  Please keep a manual log that includes the location of an accession number until GAPS is able to electronically record this data.

9.
Federal Records Center

Grant team members are responsible for retiring expired grant files to the FRC in accordance with NARA recordkeeping requirements.  Each PO has a Records Officer who is able to provide teams with an accession number, FRC boxes, and the required forms for removal and shipment of the boxes to FRC.  A summary of how to prepare grant files for transfer to the FRC is included in Appendix E. However, the PO Records Officer can provide additional information on the process, required forms, and internal procedures for box removal and shipment to the FRC.

Grant teams should ensure that included under a single accession number are the same types of records, which require the same disposal authority.  FRC disposes of an entire accession number, not individual files.  PO Records Officers should have a copy of the publication Record Disposition Schedules, Revised March 1998, issued by the Office of the Chief Information Officer, Information Management Group.  If not, contact the appropriate office to obtain a copy.

Copies of Grant Policy Bulletins

          
Copies of Grants Policy Bulletins and their Attachments can also be downloaded and printed from the Grants Policy and Oversight Staff 



Information site located on the ED Intranet. The address is:

  http://intranet/gpos 

Blanca Rosa Rodriguez, Director


Date
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Appendix A

PRE-EXPIRATION REMINDER LETTER

                                            

PR/Award Number:_____________________

           
DUNS Number      :_____________________

Dear Project Director:

A recent review of your grant project, identified by the PR/Award number above, with the U.S. Department of Education shows that your project period end date is quickly approaching.  

This letter serves as a reminder that the final report(s) required under your grant as specified on Attachment B of your Grant Award Notification (GAN) are due within 90 days after your project period ends. 

If you need guidance in preparing your report or information on the format, please contact a grant team member identified on the GAN.







Sincerely,

   
Program Officer

                                                                                            5/99

Appendix B

NOTIFICATION OF CLOSEOUT

                                           
 
PR/Award Number:_____________________

           
DUNS Number      :_____________________


Dear Grant Recipient:

This letter is to inform you that the U.S. Department of Education has completed a final review of the above-referenced grant and determined that all of the terms and conditions of the grant were met. This grant is found to be in compliance with the Education Department General Administrative Regulations (EDGAR) at §§74.71 and 80.50 as applicable.  Therefore, the Department is officially closing this grant and sending the file to the Federal Records Center for archival.

                                                         
Sincerely,

   
Program Officer

                                                                                                 5/99

Appendix C

NONCOMPLIANCE LETTER







PR/Award Number:________________________


DUNS Number      :________________________


Dear Grant Recipient:

This letter is to inform you that the U.S. Department of Education has closed the above referenced grant in noncompliance for one of the following reasons:

____
1.
Failure to submit the required final report(s).

____
2.
The report submitted was determined to be of unacceptable quality.

____
3.
Failure to meet the objectives of the grant.

In accordance with the Education Department General Administrative Regulations (EDGAR) at 34 CFR 75.217(d)(3), we will consider your noncompliance in determining your eligibility for future funding under any Department program.

If you have any questions, please telephone me directly, ____________________.







Sincerely,







Program Manager

            5/99










         Appendix D
CLOSEOUT CHECKLIST FOR DISCRETIONARY GRANTS

Recipient Name    :_________________________________________________________

Recipient Address:_________________________________________________________

Pr/Award Number:________________________DUNS #: _________________________

Grant team members are only to close out grants that are in the "Closed" or “Manual Closeout” status in GAPS with the following conditions: 1) all required reports have been received; 2) the recipient has met the objectives of the grant and complied with all terms and conditions; and 3) the balance on the award is zero.












        YES     N0      N/A

1.    Has the recipient submitted the final performance report?  Is it acceptable?




2.    Has the recipient provided the final Financial Status Report (SF-269), if required? 




3.    Have you compared the SF-269 with the appropriate documentation, if required?




4.    Is the grant  “Closed” in GAPS?




5.    Have you printed a copy of the “award balance”  screen which indicates the grant has  a

       “zero”  balance?




6.    Have all actions relating to final disposition of property been taken, if applicable?              (Edgar           (§§74.30- 74.37 and §80.31)




7.    Has the grantee accounted for cost sharing, if applicable?




8.    Have you prepared for mailing a “Notification of Closeout” or “Noncompliance                                  Letter”? 




9.    Did a warrant holder deobligate the funds and sign below?




10.




This grant is approved for closeout, subject to audit:

_____________________________


__________________

Team Member





Date                                                  

_____________________________


__________________

Warrant Holder




Date                                                    5/99

Appendix E
Archiving Procedures
How to Prepare Records for Transfer to the Federal Records Center 
a.
Remove all non-record material and extra copies before packing boxes.

b.
Put all material in folders, binders, or envelopes, as appropriate.  The FRC will not accept accessions containing loose papers with rubber bands.

c.
All folders, binders, and envelopes must be properly labeled.  All folder labeling must be on the tab at the top of the folder.  Label binders and envelopes appropriately.

d.
Letter-sized folders must face the front of the box (the side without the staples), and legal sized folders must face the left side of the box.

e.
Each accession containing non-textual records must have the appropriate code in the series description section (6(f)) of the SF 135 (Records Transmittal and Receipt).

f. 
The cutoff dates listed in the series description section (6(f)) of the SF 135 must match the box contents.

There are additional requirements for permanent records, unscheduled records, or records that must be sampled.

a.
The FRC cannot accept mixed accessions of permanent and temporary records in the same accession or two or more series of permanent records in the same accession. Each series must be transferred separately.

b. 
List different accessions on separate SF 135's.

c. 
Each accession must have a complete box listing all folders, binders and envelope titles.  All folders must be in the same order indicated on the box list.  All folders, binders and envelopes are arranged numerically, the box list may list only the first and last files in each box.  All missing numbers must be included.

d. 
One copy of the box list must accompany the original SF 135 for permanent records.   A list is not needed for the copy that becomes your receipt. Keep a copy of the list for future record retrieval.

If the above procedures are not followed, the FRC may require the agency to send someone to the Center to correct the situation or the accession may be returned to the agency for correction. 


�
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�The Grants Policy and Oversight Staff (GPOS) retained responsibility for the closeout of all discretionary grant files that were eligible to be closed out in their entirety or were due to end by December 31, 1995.


� There are two versions of this report that recipients can use for recording expenditures.  The short form (SF-269A) does not allow for the reporting of program income or cost-share/matching.  The long form (SF-269) allows reporting of the latter.  For the purposes of this bulletin the form will be referred to as the SF-269.  Team members may obtain a SF-269 at the Office of Management and Budget (OMB) website. The address is: http://www.whitehouse.gov/WH/EOP/OMB/Grants


�The teams should check with their Executive Office for the name of their Records Officer.





� Refer to the GAPS Closeout Training Course Materials for additional system instruction.


�Appendix E is an aid taken directly from the publication Records Disposition Schedules.
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