
Closeout Procedures  

For Sponsored Projects 

New Mexico Tech Sponsored Projects Administration 

������������Last modified: �0�D�U�F�K���������������� 

The purpose of this document is to provide  instructions for the closing of sponsored 
agreements that have terminated  and for transferring  surpluses and deficits. Special provisions 
for  fixed price contracts, refunds to sponsors, and requirements for  record retention are also 
discussed. 

This document is continually  being updated. We would  appreciate any information  
and/or  insight  which  would  help us develop stronger policies for  NMIMT's research 
community.  
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III. Prior  to  Closeout

If the project cannot be completed by the end date, the PI �–�Š�¢�1request�ð�1�’�—�1�Œ�˜�—�œ�ž�•�•�Š�•�’�˜�—�1� �’�•�‘�1
���™�˜�—�œ�˜�›�Ž�•�1���›�˜�“�Ž�Œ�•�œ�ð a no-cost extension from the agency. No-cost extensions should be 
requested �Š�•�1�Š�1�–�’�—�’�–�ž�–�1�˜�•�1�Z�[ days prior to termination of award.  Refer to individual agency 
requirements.  A no-cost extension means that the sponsoring agency will allow the PI an 
additiona l period of time to complete the project and file reports but will not provide additional 
funding. Requests for extensions must be submitted far enough in advance of the original end 
date to allow for processing time. The process for each agency will vary, but all a gencies require 
a justification for why the project could not be finished in the planned amount of time, and 
why the project warra nts an extension. 
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Example 1: Main Campus FFP with surplus 

1. Maximi ze overhead
2. Transfer surplus split 50/50 with main campus

*INDEX (6)* *ACCT (6)* DEBIT CREDIT DESCRIPTION 

ABCDxx 740001 $100.00  Overhead 
R56103 560103 $100.00 Main Campus Overhead 

ABCDxx 782040 50% Transfer Surplus 
121003 582040 50% ABCDxx Closing Adjustment 

ABCDxx 782040 50%  Transfer Surplus 
R56103 560103 50% ABCDxx Closing Adjustment Closing 

  

Example 2:  EMRTC FFP 
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NOTE: There are some Playas awards that utilize EMRTC overhead and some Playas 
awards that utilize main campus overhead.  The following example is for a Playas fund 
that is using EMRTC overhead. 

Example 3 for Playas FFP with surplus 
Step 1 of Closeout Entry: 

1. Maximize overhead and wait for fixed fee, if any, to post.

Example 3 for Playas FFP with surplus 
Step 2 of Closeout Entry: 

1. Maximiz e Playas Fixed Fee, if applicable, to amount agreed upon with agency (must
match contract)

2. Transfer surplus to Playas P&L

*INDEX (6)* *ACCT (6)* DEBIT CREDIT DESCRIPTION 
ABCDxx 740004

 
$100.00  Fixed Fee Adj to ceiling amt 

121102 560104 $100.00 Fixed Fee Adj to ceiling amt 
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VIII. Record Retention  Requirements

A. State  and  Federal  Awards  

All financial, technical, and other records pertinent to the project must be retained for three 
years following submission of the final financial report (CFR Title 2, Part 200, Section 200.33�Z), 
unless the  terms of the award provide for a different period. 

Additionally, the CFR Title 2, Part 200, Section 200.33�Z(a) states, “If any litigation, claim, or 
audit is started before the expiration of the three-year period, the records must  be  retained 
until all litigation, claims, or audit findings involving the records have been resolved  and final 
action taken.” 

B. Other S ponsors  

Record retention for other sponsors is as specified in the award or in 
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to "sql" (i.e., date retroactively)  the 
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a. If yes, continue to step 8.

b. If no, then create a JV to charge the final amount of the fixed fee.

7. If the contract includes a fixed fee with an 85% limitation, proceed to 6.a and 6.b.



NMIMT  Administration and Finance || Sponsored Projects Administration 
Page 17 of 18 

 



NMIMT  Administration and Finance || Sponsored Projects Administration 
Page 18 of 18 

 

was received from the agency, update the current, cumulative, and maximum fields in 
FRAGRNT to reflect changes in the award.  Print this screen. 

f) Submit the Banner closeout package to the Business Administrative Specialist for entry in the
closed award log. 

X. References  

Code of Federal Regulations (CFR), Title 2 Part 200, “Uniform  Administrative  Requirements, Cost 
Principles, and Audit  Requirements for Federal Awards. “
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