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The goal of this document is to facilitate the efficient administration of non-federal awards by setting potential industry standards for award management and closeout reporting expectations and requirements.  

· Foundations and other non-federal awarding agencies may use the recommendations and rationales provided here to look at their own expectations and where possible, create alignments that may reduce administrative burden, and ultimately costs, for grant recipients. 

· Grant recipients may utilize this document to ensure their processes are able to support the reasonable requirements of non-federal grant makers, including understanding the foundation’s reporting and record retention policies.  Grant recipients may also be able to utilize this document to support the generation of a checklist to be used to consistently negotiate terms and conditions that will facilitate consistent reporting requirements.

Reporting and closeout are key checkpoints for both the foundation/grant-maker and the recipient to examine accomplishments to date and to check in to ensure appropriate progress has been made and/or the closeout of the project is in accordance with the foundation’s guidelines and the specific agreement between the parties. This information has been compiled and identified to highlight areas with the biggest disparity between non-federal funders and grant recipient organizations revolving around the reporting and closeout process.  The following best practices and other considerations should be utilized to support the needs of both parties in examining their process and procedures with the eye to reducing administrative burden.

Best Practices:

· If a foundation plans to require closeout activities, they should be specific in the agreement to list exactly what they expect in order to release final payment to the institution, including; 
· Final technical reports;
· Proof of any requirements around data sets being posted to repositories;
· Discussion of returned funds (if applicable);
· Final financial reports; and
· Other reporting requirements, such as invention reports.
· It is ideal to have all reports be due at the same time for simplicity for all parties.
· Most federal funding agencies require all reports be submitted within 90-120 days of the end of the project period.
· Most institutions have built their systems and standard operating procedures (SOP) to be congruent with this timeline; and
· This timeline allows for institutions that are working with subrecipients to request and receive final reports and invoices, as applicable.

Other Considerations:

· Funder to provide information to the primary investigator regarding the grants process, requirements, and timelines/deadlines (e.g., an onboarding process)
· This may be best for higher tier awards, new grant recipients, or primary investigators new to grantmaking
· Funders should also consider the time and effort commitment required before beginning an onboarding process
· This does not necessarily need to be written into the grant agreement
· Foundations may wish to consider what types of final reports meet their needs. For Example:
· Do they want to receive a financial report if any remaining funds do not have to be returned?  
· Does the foundation use the financial report?  If not, would validating that the work was completed via the final scientific/technical report be sufficient?
· Some foundations have longitudinal studies to determine the efficacy and career path of their individual awardees. For these awardees, Foundations should consider how they incorporate long-term reporting requirements post-closeout.
· As the recipients of these awards advance through their career, they often change institution;   
· If the recipient PI leaves the institution that received the award, the original, as well as the new, institution is not able to enforce the longitudinal reporting; 
· The recipient’s new institution is not aware of the award that may have been closed out/completed; 
· Funders have several expectations or considerations in regards to their donors. Donors often have their own timelines (e.g., board meetings) around which they will need documents related to the grant (e.g., progress and/or financial reports) and this may be a short turnaround (e.g., 60 days after the grant ends). Funders are also required to provide donors with certain information depending on their interest and involvement (e.g., progress reports, budget reports, or both, or other information). Funders are also working on their own timelines regarding reporting to their own boards, etc., that need to be considered.
· Collaborations and subawards are now commonplace for many non-federal awards. At most institutions, 60 days is the shortest timeline for award close out and final invoicing/reporting:
· Many recipient institutions ask for 90-120 days after the end of the period of performance, to allow for subrecipients and collaborators to complete and submit their final reports/invoices; and
· Institutions cannot begin their close out activities until the subrecipient reports and invoices are received and paid.


· Many institutions have residual transactions that post after the period end date that cannot be changed to accommodate invoices/reports due in less than 60 days:  
· This includes, but is not limited to, payroll transactions, subrecipient invoices, recharges, etc.
· This leads to having to revise financial reports and/or return funds to the non-federal entity multiple times instead of having it be correct and completed the first time.
· Required back-up documentation:
· Funders should keep in mind that often it is burdensome to pull all the expense details for every charge on a grant. Accordingly, funder should consider limiting the required back up documentation to those areas of high concern which validate the information related to specific charges that may be questioned;
· Such as, a grant which requires prior approval for travel or equipment purchases 
· Funders should be aware when reviewing back-up documentation that expenses do post after the end date of the award period but benefited the time period being invoiced;
· i.e., an expense incurred in February may not appear on an invoice until May depending on when that charge was processed and posted.
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