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Closeout and Reporting Policy for Sponsored Awards

Originally Issued: November 16, 2015

« Supplemental resource for the “Closeout Last Revised: May 6, 2021
and Reporting Policy for Sponsored ciectie May 6. 2021
AWOrdS” revised in MOy 202" RESDOHSIble Office: LlffICETOFSDOHSUI’eC Prcgrams

Policy Statement

As the recipient of sponsored funding from federal and non-federal sources, Harvard University is

required to provide accurate, timely, and complete disclosure of financial information, as required by

C D e V e | O p e d fro m O n eXiS-I-i n g C h e C |<| iST each sponsored award. The timely recording of financial transactions to sponsored awards is critically
d e p | Oyed O.I. .I.h e H O rVO rd Ke n n e d y S C h OOl important, especially as an award's end date approaches, since it is the basis for financial reporting, cash

collection, and sponsor closeout requirements. The Closeout and Reporting Policy for Sponsored Awards
establishes the framework for administering the timelines to manage the sponsor’s financial deadlines

and non-financial reports.

« Checklist was piloted by schools and Reason for Policy
depOr-I-men-I-S Over -I-he pcs'l' yeOr By accepting extramural funding from sponsors, Harvard agrees to manage and use these fundsin

accordance with sponsor terms and all applicable federal regulations. This policy provides guidance to

financial and administrative staff who are responsible for managing federal and non-federal sponsored

awards. This policy also ensures that Harvard adheres to the requirements under the Office of

Management and Budget (OMB) Uniform Guidance (§200.344) which requires projects to be closed out
within one year of their end date. Most notably, “if awardees do not submit reports within one year, the
awarding agency must report to OME (currently FAPIIS) as a material failure to comply with the award
terms and conditions.” This policy applies to all sponsored projects at Harvard, whether or not they are

subject to the Uniform Guidance and includes financial and non-financial reports.


https://osp.finance.harvard.edu/closeout-and-reporting-policy-for-sponsored-awards

ANOTHER CHECKLIST! NOT JUST ANOTHER CHECKLIST!

v Tool for Grant Managers

v' Consolidated list of activities
v" Links to resources

v' Customizable

v' Not required by OSP!



Who should use the checklist?

« Department Local Level Managing Units
(DLLMU)

« Grant managers, research administrators, efc.

« Department Managers

« Canimplement locally to improve internal
controls and procedures

« New staff

Outlines a range of activities to monitor during the
award and at closeout

 Note: the checklist is NOT REQUIRED BY OSP




User Guide for Award Management Checklists

e sward through i post rd
used onee @ project is swarded 3
e used 0-dsys prior o the

cybe: 1) During Award and 2) During Closeout.
d up to S0-daye prior o the award/sccounte
=k and throughout the dossout

be incorporaied inte a school or departments local procedures o assist with managi

formed on s MONTHLY basis, unless another frequencyis

= responsibilities required with managing 3 sponsored research award and can be used © supplement a school or department’s local procedures,

Award Management Checklist - During Award
Obligated Dates:
Anticipated Dates:
0O5P Contact:
Pre-Award Contact:
Date:

 performed on a MOMTHLY basis unless  different frequency is nated. Higher priarity activities are nated with an asterisk [*).
e “Ouring Closeout” checklist.

0 manage sponsared research awards and san be used to supplement any local procedures. It is NOT REGUIRED EY OSP.

Level Managing Unit: OSP RF = Dffice For Sponsored Programs Research Finance: Pl = Principal | i . Pre-Award = Central Pre-Award Office

=

** Primary Tracking and Notes
Higher (And Secondary)
ies are noted with an asterisk (7] n P[iu[ RESpDﬂsibi”lﬂ

ent, underspent, projected spending rate through award end .

‘ i ‘

Checklist Activity

[use these fields to record the completion of activities and any relevant note:
throughout the award] h

inds [or Pl Dashboard] report to check for open Purchaze

2ot

Obligated Dates:
Anticipated Dates:
OSP Contact:
Pre-Award Contact:
Date:

and includes monthly activities that should be performed 90-days before the end date and throughout closeout. There is a separate checklist of activities to monitor “during the award”.

vork of the responsibilities required to manage sponsored research awards and can be used to supplement any local procedures. |tis MOT REGUIRED B DS

MU = Department/Local Level Managing Unit; OSP RF = Office for Sponsored Programs Research Finance; Pl = Principal Investigator, Pre-Award = Central Pre-Award Office

Checklist Activity Primary {and Tracking and Notes

Secondary)
ITE: viti inni I~ P i i
ITE: Perform these activities monthly. beginning 90-days before the end dath Responsibility n [use these fields to record the completion of ac!

and throughout closeout relevant notes throughout the aw ard)

ok inwith Pl and research team about progress, and remaining outstanding purchases, oLLMUY
ind Pl and research team to submit any outstanding reimbursements for travel ar ather PHOLLMLU)
erses

iew the H&RT Committed Funds report [or Pl Dashboard) to check for open Purchase Orders. OLLMUY

T twiki: Commined F

plicable: For underspent accounts. review and discuss award terms for camyforw ard restrictions

Plif arenew al iz anticipated. Submit an NCE Requestin GMAS and continue ta review the status DLLMU (P1)

1y pending MCE reguests until approved!processed.
plicable: Follow up on outstanding subcontract inweices throughout the subcontract period of
srmance. inchuding a Final lnvoice. Obtain Pl approval Ensure all subcontract transactions are

edinthe GLusing the appropriate object codes (F130-8132),

oLLMy

se note: Any advance subcontract payments posted to 8133 must be reconciled by transfering
i ta the §130-8132 range of removing any advance payments that were not spent, requesting a
nd from the subaw ardee.
* \wigheite: Budget Enpense Object Codes - Subcontract Object Cod
plicable: Follow up with vendorstsupplierstconsultant=!"outgoing” biling agreements on

L OLLMUY
tanding invoices throughout period of performance.
ew personnel allocations with Pl and update the costing to move persannel after aw ard end. FIOLLMU)
Flicable: For ary departing personnel, obtain manual effart centifieations o fll out a presy form. OLLMU
plicable: Ensure that current tuition charges align with salary and that upcoming tuition charges DLLMU

ot be paid fram the award.

Benefits of the Checklist

 Award management tool that is useful to new
or existing grant managers who manage
sponsored awards

* Provides grant managers with a list of common
areas that require oversight and monitoring
« Reminders for potential compliance issues

Separate checklists for:

» During Award
» During Closeout

«Can be used as a “hand-oft”
» Helpful when transferring portfolios across staff




Other Features =

User Guide for Award Mana

ement Checklists

Disclaimer

There are two cheddist I assi ifecyle: 1) During Award and 2) During Closeout.
"Douring Aws prior o fhe sward/sccount end
The "During Closeout & and throughout the dossout of the aw

* Downloadable from the "Resources”™ | o m o o s
section of the Closeout Policy

aite.

'account in GMAS and the GL.

ist with managing

The checklists a1 Harvard Fund Number: Obligated Dates:
Sponsor Name: Anticipated Dates:
Thesz checklists | Principal Investigator: 0SP Contact:
Award Number: Pre-Award Contact:
When relevant, li Prime Award Number: Date:

® DISCLAIMER
o To ensure spons y . - " . " . " . . . e
period end dail] This shecklist outlines activities to manage "during the award” and should be performed on a MONTHLY basis unless a different frequency is nated. Higher priority activities are noted with an asterisk (7],

IF an account is spproaching 30-days before its end date, please reference the "During Closeout” checklist

This shecklist provides 2 general framewark. of the responsibilities required to manage sponsored research awards and oan be used b0 supplement any local procedures. Itis NOT REQUIRED BY OSP.

Y C U S'I'O m izo b | e b G S e d O n G WO rd 'I'e rm S FFEWI]':I;II'I:?;:;N: RESPOMNSIBILITY LEGEND ** DLLMU = DepartmentiLocal Level Managing Unit: OSP RF = Office for Sponsored Programs Research Finance: Pl = Principal I i . Pre-Award = Central Pre-Award |

E Sective grant m Checklist Activity = ** Primary Tracking and Nc
Higher (And Secondary)
n NOTE: higher priority activities are noted with an asterisk [7) Prior' Responsibil t\ﬂ

Rieview aw ard balances (ouerspent, underspent, projected spending 1ate thiough aw ard end

Topic

[use these fields to record the completion of a
throughout the aw.

The chacd ¥y Award Balance

Locsl units can if date).
onboarding nedll Fieview the HART Committed Funds (o1 Pl Dashboard] report to check far open Purchase
[} I I ‘ ( : | l ' d es ° g Award Balance e
. 3. What should |

Che

omais] Award Balanc Award Management Checklist - During Closeout

* Links to relevant policies and guidance worpace. | [UURRT | 5 e e

. g Principal Investigator: OSP Contact:
. J=: i PAVETGEEEIENGGE | Award Number: Pre-Award Contact:
[ U G d d FA Q Prime Award Number: Date:
ser Guige dn S
DISCLAIMER

Award Balanc
This checklist is specific to "eloseout” and includes monthly activities that should be performed 90-days before the end date and thioughout closeout. There is a separate checklist of activities to monitor "during the sward”

EACEIONEEIENEE | 14ic checkist provides 2 general framework of the respansibilities required to manage sponsored research awards and can be used to supplement any lnoal procedures. It is NOT REQUIRED BY OSP.

RESPONSIBILITY LEGEND ** DLLMU = Department{Local Level Managing Unit; 0SP RF = Office for g i : Pl = Princip. i . Pre-A d = [

skipped. Activitk

Personnel ecklist Activity Primary {and Tracking &
7. What is a DLU

Topic Seconda
The Department e WLNTETENL = NOTE: Perform these activities monthly, beginning 90-days before the end dat Res nsibilli.ﬂ [use these fields to record the ¢
within Harvard i GL Adiustm and throughout closeout h po ty n relevant notes thro
managers, grant B | Award Batance Checkinwith Pl and research team about progress, and remaining outstanding purchases OLLMU
| = Award Balance Remind Pl and research team to submit any outstanding reimbursements for travel o ather PIOLLMUY
T GL Adjustment] SHpEnses.
Award Balance Review the HART Committed Funds report (or Pl Dashboard) to check for open Purchase Crders. OLLMU
HART ki Committed Funds
GL Adiustm F applicable: For underspent accounts, review and discuss aw ard terms for carrytory ard restrictions
USIMENTY o yard Balance with Plit arenewalis anticipated. Submit an NCE Request in GMAS and continue to review the status DLLMUIPD

of any pending NCE requests untl approvediprocessed

I applicable: Fallaw up on autstanding subcantract inveices thraughout the subcontract period of
performance, including a Final lnveice. Obtain Pl approval. Ensure all subcontract transactions are
posted inthe GL using the apprapriste object codes (§130-8132).

Award Balance OLLMU
Please note: Any advance subcontract pavments posted to 5133 must be reconciled by transtering
them ta the 8§130-8192 range or removing any advance payments that were not spent, reguesting a
refund from the subawardee.

5P Website: Budget Expenze Dhiect Codes - Subcontiact Dbiect Codes


https://osp.finance.harvard.edu/closeout-and-reporting-policy-for-sponsored-awards

Award Management Checklist - During Award

Harvard Fund Number: Obligated Dates:
Sponsor Name: Anticipated Dates:
Principal Investigator: 0SP Contact:
Award Number: Pre-Award Contact:
Prime Award Number: Date:

DISCLAIMER

This checklist outlines activities ta manage “during the sward” and should be performed an a MONTHLY basis unless 3 different frequency is noted. Higher pricrity activities are noted vith an ssterisk 7.
I an aceount is approaching 90-days befare its end date, please reference the "During Claseout” checklist

This shecklist provides 2 general frameark of the responsibilities required 1o manage sponsored research 2wards and oan be used 1o supplement ang losal procedures, Itis MOT REGUIRED B OSP.

RESPONSIBILITY LEGEND ** DLLMU = Department/Local Level Managing Unit; OSP RF = Office for Sponsored Programs Research Finance; Pl = Principal Investigator, Pre-Award = Central Pre-Award Office

Checklist Activity * ** Primary Tracking and Notes
Topic Higher (And Secondary) i N A gt _ n n
_ o P _ . = [ use these fields to record the completion of activities and any relevant note:
= NOTE: higher priority activities are noted with an asterisk (') [ Priorjgy  Responsibilityg] throughout the award) a
Award Balance Rieview award balances (overspent, underspent, projected spending rate thraugh sward end . DLLMU

date).

Rieview the HART Cammitted Funds (or Pl Oashboard) repart to check for apen Purchase
Orders.

HART 'wiki Committed Funds Repart

Award Balance Check inwith Pl and research team about progress, and remaining outstanding purchases.

Award Balance oLLMU

DLLMU

(5]
Remind Pl and research team to submit any outstanding reimbursements far travel or ather Pl
Award Balance
expenses. (OLLML)
I applicable: Follow up on outstanding subcontract invoices throughout the subcontract
Award Balance petiod of performance. Obtain Pl approval of invgices and ensure all subcontract DLLMU

nansactions are posted in the GL using the appropriate object codes (5130-8133),
D5P Webzite: Budger Fupense Object Codes - Subconuact Obieot Codes

If applicable: Follow up with vendorsizupplierstoonsultants"augeing” biling agreements on
outstanding invoices throughout period of performance.

If applicable: Conzult with the Plto determine if a no-cost extension (NCE) is needed, Pl
panticularly when account is underspent, (OLLMLU)
Canfitm personnel sllos ations with Pl and update coding for salary [and tition) 55 necessary

Award Balance OLLMU

Award Balance

[l

Personnel {BLLML

If spplicable: For sy departing personnel, obtain manusl effort cetifications or il sut s prosy
farm.

GL Adjustments Remoue any ousr-expenditures or unallow able charges as soon as they are discovered. OLLMU

c DLLMU
GL Adjustments (OSPRF)

Review GMAS Tranzaction Monitaring to clear flagged ransactions.

Duerview GRAS Tranzaction lonitorng Dashboard

OLLMU

GL Adjustments . (OSPRF)

Correct any Invalid Code Combinations (IECs) within 30 days of posting.

PReview recurring charges and any changes o allocation methadologies. Ensure an
allocation methodology is dacumented. MOTE: this activity should be monitored at least
quarterly, but should be manitored any time a change is made to routine allocations or the
allacation methadolaau

GL Adjustments




REMINDERS AND RESOURCES

 Downloadable from the “Resources” section of the Closeout Policy
» Blog post to follow, once the checklist is available

*The Award Management Checklist is not required by OSP
« Download and save locally (not in GMAS)

* The checklists are comprehensive but not exhaustive
« Can be customized based on local procedures and award terms

* For any future questions or feedback, please reach out to one of the Closeout
Subcommittee representatives listed below

OSP: Tricia Hopkins, Marc Todesco (lead) HSPH: Jen Neira
HMS: Rita Bergemann, Sheila Doyle Wyss: Nicole Boguet



https://osp.finance.harvard.edu/closeout-and-reporting-policy-for-sponsored-awards
mailto:Hopkins,%20Tricia%20%3cpatricia_hopkins@harvard.edu%3e
mailto:Todesco,%20Marc%20%3cmarc_todesco@harvard.edu%3e
mailto:Neira,%20Jennifer%20Marie%20%3cjneira@hsph.harvard.edu%3e
mailto:Bergemann,%20Rita%20%3cRITA_BERGEMANN@hms.harvard.edu%3e
mailto:Doyle,%20Sheila%20%3cSheila_Doyle@hms.harvard.edu%3e
mailto:Boquet,%20Nicole%20S%20%3cNicole.Boquet@wyss.harvard.edu%3e

Notes from Demo: User Guide Tab

r Guide for Award Mana;

ement Checklists

* When to use each checklists

During Award — use up to ?0-days prior to
award/account end

Disclaimer
Th two checklists b
The "During Award
Tha "During Closeout’ shedkist oan b2 us=d 50-53y% pror B the 3

Ty

ecists are NOT required by OSF, but can beincorporated into a school or department's locs| procedures b assistwith managing awards.

The sctivities listed on each checkiist should be performed on a MONTHLY basis, unless snother frequencyis 5

Each checkist provides 3 general Famework of the responsibiiities r with managing 2 sponsored research a

o supplement a school or departments local procedures.

The cherkists ar not meant to be an exhaustive list of activites, since 2ach awardis difisrent and may require uni

and uanying level

management throughout the liegyde of the project
These checklists can be downloaded and customized © assistwith the man sgement of spacifc 3ward terms and conditons.

When relevant links © associated policies and guidance are induded below the activities on the checklists.

During Closeout — use 90-days prior to award/account
end through closeout

peniod &n

Frequently Asked Gue stions
- Whyis the dhecklst |rrpanarl"
E

terms and condibons. These cheddlist outline the most commen areas that require oversight

e ruired

Frequently asked questions (FAQS

ists an
taken place.

How to use the checklists

4. Who do | go toif| hawe que: ior about the
Relevant links i poli
procedures, |fthere an

&0 with their local manager to understand the local

5 What sbout pre= e o

ot pamary e R——— * Review checklists montnly

&. Why don't the checklist include 2 "crifical \ ime” to perform ech acti

Al activities on the "During A be med montly, unless nots ith 3 column helps to identify actvities that should never be.

=kipped ctivities on the " During be perbrmed monthly, beg inning 5 .

 Save locdally (not in GMAS

The L‘epanmertLo \Laval Managing Unit {DLLMU) is fhe terminclogy designated by the Operations and Policy Commitiee (OPC) when referring lo ‘Epamarla. center, smaller schools, and local units

2t are responsible for man; cated with fhe DLLMU can include, but are not limited g inistraiors, lab d tors, finance
B . .

 Customize checklist based on award terms
[ ]

Record and track notes for each activity



Notes from Demo: During Award

« Download and save a checklist for each project

» Helpful reminders to review as part of monthly
reconciliation and when preparing for meetings with Pl

» Checklist activities arranged by topic
* Includes links to related policies and guidance

» Checklist can be filtered and sorted
 |dentifies “higher priority” items with an asterisk*

* |[dentifies the Primary and Secondary roles
responsible for each activity

« Area for Notes to track each activity and Additional
Comments



Award Management Checklist - During
Harvard Fund Number: Obligated Dates:

Sponsor Hame: Anticipated Dates:
Principal Investigator: OSP Contact:
Award Number: Pre-Award Contact:

Prime Award Number: Date:

DISCLAIMER

“oloseout” il Thereis it itor "during the award",

o Itis NOT REQUIRED BY OSF.

RESPONSIBILITY LEGEND ™* DLLMU = DepartmentiLocal Level Managing Unit; OSP RF - Office for Sponsored Programs Research Finance; Pl - Py

Checklist Activity

Investigator, Pre-Award = Central Py

Tracking and Notes

Primary (and

Secondary)
NOTE: Perform these activities monthly, beginning 90-days before the end dav ;
-] H Responsibi

and throughout closeout

Topic

(use these fields to record the completion of act
relevant notes throughout the ax ard)

Award Balance oLLMU

Award Balance ravelarother FIIOLLMU)

Award Balance olf A P Orders, OLLMU

ddi
Award Balance s articipated. Submit anNCE the status DLLMUIP]

Fapplicable: Falow
performance. inchuding & Final Invei

i usingthe i
Award Balance oLLMy
Any

ice. Obtain Pl approval. Ensure allsubconract ransactions are

range or i
retund from the suban ardee.
|05 b ehsi Object Ohject Cod

T F Tl
Award Balance Fapplioabl: Follow up oungoing o
Personnel I sllocations wi frer award end PIDLLML)
Personnel Fapplicable: For b 1 il [ DLLMD
. . TFapploabl:
Personnel wil ot be paid from the sward DLLHY
dang oF T Ersure o ol
GL Adjustments i NOTE: ti i but should DLLMU
’ i I el
GL Adjustments DLLMU(OSP RFL

GL Adjustments

Notes from Demo: During Closeou

 Includes the same functionality as the
“During Award” checklist

« Qutlines specific actions to take during
closeout




