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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

5.8
Contracts and Grants – Project Close Out for Grants
General 
This procedure is to explain the method of review for the financial close of sponsored projects in the accounting records of the Technical College System of Georgia.  Timing of the financial close is often included in contractual clauses and efforts should be made to meet deadlines and limit the risk of loss.

Guidelines
The Business Office is responsible for the financial close of sponsored awards in the accounting records of the College for externally funded awards.  Steps taken to complete the financial close out process are as follows:

1. Designee in the business office performs continual checks of the expenditures, encumbrances, and time and efforts allocated to sponsored projects.  This process is designed to insure expenditures are within sponsored guidelines established in the award document.  These checks include, but are not limited to, line item budget reviews and the performance period reviews.
2. Monthly and upon the expiration date of the grant, the business office designee, responsible for the financial review of the expiring grant, contacts the administrative unit responsible for expenditure allocation to verify that all appropriate expenditures, encumbrances, and/or time and efforts have been recorded properly in the accounting records.  Any unrecorded activity must be verified by the project manager as allowable in order to include those costs and/or unliquidated obligations in the financial reporting to the sponsoring entity.
3. Upon confirmation of all expenditures and/or obligations, the designee reviews transactions for propriety. Charges are verified to insure they are allowable and within contractual budgets.  
4. Final invoices, vouchers, or cash requests are prepared according to instructions included in the award document or standard procedures for specific sponsoring entities.
5. Final financial reports, if required, are prepared and submitted to the sponsoring entity to complete external reporting requirements.
6. Business Office designee and/or project manager are responsible for monitoring projects which have been financially closed with the sponsor but which have outstanding action required by the sponsor or the college. Until all internal adjustments or transactions are complete, the sponsored project is not considered finalized.
7. At the time final payment from the sponsoring entity is verified and all internal adjustments or transactions have been processed in the accounting records, the project can be considered closed. 
