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References:
Financial Closeout Checklist
Reimbursable Orders Report – Closeout Job Aid
Customer Account Activity Report – Closeout Job Aid
ARIS/AIMS Closeout Procedures for Extramural Agreements
P&P 324.1, Financial Manual for Incoming Reimbursable Agreements

Reimbursable (X08) Agreements:

To close out a Reimbursable agreement, the Expenditures must match Collections under all fiscal years that the agreement was active.

Location Action:

1. Approximately 60 to 90 days prior to expiration of agreement the Location Administrative Officer or Financial Technician (AO/FT) reviews the following:
a. ARIS for expiring agreements needing action.
b. The balance remaining in each accounting code.  Work with the agreement fund holder and Grants Management Specialist (GMS) to determine if a no-cost time extension needs to be requested.
c. The Financial Management Modernization Initiative (FMMI) Unliquidated Obligations (ULO) Report to ensure obligations are being expensed timely.  If large amounts remain unliquidated, research the funding source to determine if corrective actions need to be taken.
d. Agreements to determine when the final invoice must be received by the cooperator.
2. After the agreement expires the AO/FT fully reconciles CRIS Allocation Tracking System (CATS) to FMMI within the timeframe designated in the agreement to submit the final invoice to the cooperator.
3. Process a Reimbursable Orders Report (ROR) in FMMI.
4. Process an AR-BI Customer Activity Report in FMMI.
5. AO/FT works with Budget & Fiscal Office (BFO) to resolve any unliquidated obligations or unbilled expenses.
6. Confirm the actual amount, if any, to be de-obligated by the Business Service Center (BSC).
7. Prepare Financial Closeout Checklist and forward closeout package to BSC.

Business Service Center Action:

1. The BSC budget office reviews the closeout package and verifies that the closeout action is appropriate.
2. For interagency agreements the Servicing Budget Fiscal Officer (SBFO) will notify the funding agency that we are closing out the agreement and of any amount that may need to be de-obligated following confirmation from the Location.
3. SBFO will provide a copy of the closeout check list to ARS-Ops and the GMS for initiating closeout amendment in Agricultural Research Information System/ Agreements Information Management System (ARIS/AIMS).  (Instructions for ARIS/AIMS closeout can be found at http://www.afm.ars.usda.gov/agreements/training.htm).  
4. GMS reviews the agreement and closeout package; verifies the closeout action is appropriate.
5. GMS creates and executes a closeout amendment via ARIS/AIMS.
6. GMS distributes closeout amendment to SBFO and AO via email.
7. SBFO will de-activate all related shorthand codes in FMMI.

Trust (X93) Agreements/Cooperative Research and Development Agreement (CRADA) (X91)/ Material Transfer Research Agreement (MTRA) (X91):

To closeout a Trust agreement Expenditures must match Collections or Sales Order Budget Authority unless it is determined by the Location that funds need to be returned to the cooperator.  Office of Technology Transfer (OTT) is currently in the process of developing closeout procedures in ARIS/AIMS for CRADAs and MTRAs.  

Location Action:

1. Approximately 60 to 90 days prior to expiration of agreement the AO/FT reviews the following:
a. ARIS for expiring agreements needing action.
b. The balance remaining in each accounting code.  Work with the agreement fund holder and GMS to determine if a no-cost time extension needs to be requested.
c. The FMMI ULO Report to ensure obligations are being expensed timely.  If large amounts remain unliquidated, research the funding source to determine if corrective actions need to be taken.
2. After the agreement expires the AO/FT fully reconciles CATS to FMMI.
3. Process a Reimbursable Orders Report (ROR) in FMMI.
4. AO/FT works with Budget & Fiscal Office (BFO) to resolve any unliquidated obligations.
5. Prepare Financial Closeout Checklist and forward closeout package to BSC.

Business Service Center Action:

1. The BSC budget office reviews the closeout package and verifies that the closeout action is appropriate.
2. SBFO will provide a copy of the closeout check list to the GMS for closeout in ARIS/AIMS.  (Instructions for ARIS/AIMS closeout can be found at http://www.afm.ars.usda.gov/agreements/training.htm). 
3. GMS reviews the agreement and closeout package and verifies the closeout action is appropriate.
4. GMS creates and executes a closeout amendment via ARIS/AIMS.
5. GMS distributes closeout amendment to SBFO and AO via email.
6. If funds are being refunded, GMS sends copy of closeout amendment to Sponsor with cover letter. 
7. A copy of the closeout package only needs to go to ARS Ops if funds need to be returned to the cooperator.  Prepare Refund Request Form and forward to COD-Collections for processing.
8. SBFO will de-activate all related shorthand codes in FMMI.



