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UNIVERSITY: VIRGINIA




Office of Sponsored Programs


Memorandum – Approval and Release to Submit Financial Data to Sponsor

(Final Request)
DATE:

Date (60 days after project end date)



TO:

Fiscal Contact

CC:

Principal Investigator 

FROM:
OSP Accountant 

RE:

Sponsor Contract ID --5 R01 XXXXXXXXX-YR#  




PTAEO: Full PTAEO for each project; end date of project

The above referenced integrated system project(s) expired on the above referenced date.   This does not necessarily mean that your sponsor agreement is terminating, only that the internal account numbers assigned to you here at UVA have ended.  OSP now needs to file a sponsor financial report and/or final invoice, therefore, I am writing to request confirmation from you and the Principal Investigator that expenditures made to the project(s) listed above are final and are ready to be reported to the sponsor.  

In order for OSP to meet the sponsor deadline for the Financial Status Report (FSR) and/or final invoice we appreciate receiving your response as soon as possible, but require it within the next 7 business days.  OSP is happy to assist you in resolving outstanding issues if you contact us, as to avoid expenditures being moved to your department overhead account, or relinquishing any claim to unspent funding back to the sponsor.  

As a reminder, a patent and/or technical report may also be coming due, please touch base with the Principal Investigator to insure that all reports are filed timely.

If you have any questions or concerns, please do not hesitate to contact me.  Otherwise, please respond by signing and returning the checklist to OSP.  Please scan/email, or fax (2-3096) the signed document to my attention (which allows me to take action) and then send the original via messenger mail.

RE:
Sponsor Contract ID --5 R01 XXXXXXXXX-YR#  
PI: Principal Investigator
PTAEO: Full PTAEO for each project; end date of project

Final Review Checklist

Please review with the Principal Investigator.  The following checklist is not comprehensive, but serves as a guide for your review to insure the following:

· 1.  Expenditures have been reviewed to insure there are no administrative costs (CAS) charged to the project without prior approval.
· 2.  Per University Financial and Administrative Procedure 1-4A, have you reviewed ALL expenditures for errors, accuracy of charges? 

· 3.  Have you reviewed your Labor charges? Have you run the PI Labor Schedule Reports and reviewed them for errors and accuracy? LD adjustments after the fact must be prevented to ensure sponsor confidence in the accounting system.


· 4.  Are subcontracts involved?  If yes, be sure that all invoices (including final) been received and paid using the appropriate expenditure type.


· 5.  Are there outstanding purchase orders (POs) or limited purchase orders (LPOs) that should be closed?  Please note: POs or LPOs that are not “finally closed” allow expenditures to be posted to a PTAEO even when those charges come in after closeout or the end date of the PTAEO.  As a reminder, departments are responsible for “finally closing” LPOs and POs, as well as any costs that result from not “finally closing” a LPO or PO.

· 6.  All travel reimbursements and all University Service Center charges have been processed and paid.
· 7.  All commitments have been cleared.



· 8.  All expenditure adjustments have posted and all labor distribution adjustments have been made.  Are there any outstanding Oracle transactions not showing on your Discoverer BBA report?  If so, this could indicate a problem and OSP needs to be made aware of this circumstance.  Remember, Oracle usage batches (cost transfers) only post weekly, and should have a status of “released” to be considered complete.
· 9.  Are there cost overruns?  If yes, be sure they have been transferred to a non-sponsored program account, and identified appropriately. 





· 10. Are budget re-allocations necessary?  If yes, has an SP-23 been processed through the appropriate channels?  If yes, be sure those changes appear in the BBA report.
· 11. Will there be a competitive renewal submitted?  If yes, OSP needs to be made aware of this circumstance. 
RE:
Sponsor Contract ID --5 R01 XXXXXXXXX-YR#  
PI: Principal Investigator
PTAEO: Full PTAEO for each project; end date of project
Final Review Checklist (continued)

· 12. Have cost share requirements been met or exceeded?        YES________    
NO_______    N/A_______ 

If yes, please provide list of PATEO(s): __________________________________________________________


              ___________________________________________________________________________________
· 13. Has any program income been generated related to this project? If so, please enter the following:

· Total Program Income Earned      = $________________
· Total Program Income Expended = $________________


· Unexpended Program Income       = $________________ 

· PTAO where Program Income Deposited = _________________
If appropriate, OSP will process a refund to the sponsor for any excess cash.

Is this project ready to be reported/invoiced?   YES________  
NO_______ 
If no, please explain:

BOTH SIGNATURES BELOW ARE REQUIRED, THANKS!

I have reviewed the above list and to the best of my knowledge, all items are complete.  This project is ready to be reported to the sponsor.  As a reminder, the department must retain grant records for 5 years from submission of final financial report by OSP; or longer if under audit or litigation.
















___________________________________     







Department Administrator                   Date
To the best of my knowledge all activities are complete on this project and it is ready to be reported to the sponsor.  As a reminder, the PI is responsible for submitting all technical and invention reports to the sponsor as required.







___________________________________








PI or Department Chair                        Date
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