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Date:	July 30, 2012

To:	Executive Officer, NCI
	Director, Office of Acquisitions (OA), NCI
	Director, Office of Grants Administration (OGA), NCI
	Office of Extramural Finance and Information Analysis (OEFIA), NCI
	ARC Managers, NCI

From:	   Shannon West, Office of Budget and Finance (OBF), NCI

Subject:	FY 2012 End of Year Closeout – Closing Schedule and Procedures

As we approach the end of Fiscal Year 2012, it is time to review the End of Year (EOY) Closing schedule and procedures.  The NCI Office of Budget and Finance (OBF) will proceed with the understanding that each Division/Office/Center (DOC) will spend the amounts allocated in the most current operating budget unless further budget changes are approved.  Each DOC is responsible for monitoring its outstanding commitments and obligations, and for letting OBF know as soon as possible if obligations will not equal the amounts allocated to its operating budget. 

Throughout September we ask that you review outstanding commitments, obligations, and balances on a daily basis.  If you anticipate a need to shift funds between mechanisms within your operating budget or to return any funds please tell us as soon as possible.  Please do not assume that any mechanism shift is approved without first discussing it with OBF.  If you are not able to balance your budget to zero, contact OBF immediately to discuss what options you have.  Note:  CRADA and Gift Fund accounts should not end the year in the red.

Each DOC has been assigned an OBF budget analyst and backup (see table below) who will provide various daily funding status reports and will meet with your division’s ARC Manager or designated representative to help resolve any outstanding issues during the closing process. 

	Division
	Primary/Backup
	Division
	Primary/Backup

	CCR
	Shannon West/Luke Taylor
	DCTD
	Luke Taylor/Blair Feldman

	DCB
	Chad Bartlett/Luke Taylor
	DCEG
	Ryan Gilbert/Chad Bartlett

	DEA
	Chad Bartlett/Luke Taylor
	FNLCR
	Blair Feldman/Shannon West

	DCP
	Vicky Perez/Weston Ricks
	OM incl. OSFM
	Ryan Gilbert/Elyse Wiszneauckas

	DCCPS
	Weston Ricks/Vicky Perez
	All other OD
	Elyse Wiszneauckas/Ryan Gilbert

	Grants
	Millie Williams/Ryan Gilbert
	
	



Below you will find the FY 2012 closing schedule which includes various cut-off dates for processing orders and general reminders about the closing process.  These dates are based on the most current information we have from NIH.  We will update you with changes/additional information as it becomes available from NIH.

August 17th – All Grant Mechanisms
Beginning August 17th, management of division-controllable grant operating budgets will be transferred to OEFIA.  Any requested mechanism changes--moving dollars in or out of grant activities--must be initiated/approved by OEFIA.  OEFIA will cover any overages and any savings will be returned to OBF to cover the needs of the Institute as we close out the year.  

August 24th – IDDAs (for grants between NIH and other HHS opdivs)
By August 24th, all IDDA requests for receiving or providing funds for grants between NCI and other HHS opdivs must be submitted to OBF.

Please note that funding grants between opdivs within HHS requires an IDDA.  IAAs are no longer accepted for this action.  An IDDA process/information sheet will be forthcoming. 

August 13th – Inter/Intra-Agency Agreements (IAAs) 
By August 13th, all IAAs must be finalized and approved.  Please contact your OBF analyst concerning any outstanding IAAs issues.  For additional information, please see attached Year End Activities for 2012 IAAs.

August 17th – IAA Downward Adjustments
August 17th is the last day to send IAA downward adjustments to OFM.

August 31st – Renewing IAAs
Please provide a list of agreements for your Division(s) to Luke Taylor, Vicky Perez, and Blair Feldman that will renew in FY13.

Please remember that the Anti-deficiency Act states that work under an agreement cannot begin (and therefore charges cannot accrue to a reimbursable CAN) without a fully executed agreement being on file in the NCI.  Also, because our appropriation is for one year, all agreements must be executed on an annual basis and closed September 30th each year.  If the project continues for multiple years, new agreements must be written each year.  If the work agreed upon is to award a contract or grant (outside of HHS) to a third party, then the agreement is fulfilled and billable as soon as that subsidiary contract or grant is awarded (so a full twelve months of funds can be obligated even though the period of performance exceeds the current fiscal year).  If the work in the agreement is to be performed in-house at NCI, then we can be reimbursed only for the salaries and expenses incurred by the close of the fiscal year designated in the agreement.

NIH bills the other agency only for the purposes authorized in the agreement document and obligated on the reimbursable CAN.  This means: first, the expenses you want to have reimbursed must be recorded correctly and second, nothing outside the scope of the agreement should be recorded on the reimbursable CAN.  If expenses recorded on a reimbursable CAN for an agreement threaten to exceed the signed agreement amount, then the agreement must be modified before the services are performed.  Also, if obligations not associated with an agreement appear on the reimbursable accounts, they must be moved to a correct CAN as soon as possible.
  
If you have reimbursable agreements that will not be fulfilled by September 30th, you need to let the other party to the agreement know as soon as possible that the funds will not be used.  If the work itself will continue in the next fiscal year, you must execute a new agreement using next year funds.  If the paying organization is not aware that the funds will be returned to them, they may be put in the situation of a significant lapse of funds due to NCI’s failure to give them a timely modification of the agreement.  The reverse is also true – if you are paying another government agency to perform work for us, be sure they will fully obligate the planned amounts this year. 

September 1st – MOO Report available 
As of September 1st, the MOO Report will be available on the FY2012 Year End Close Sharepoint site (link included below).  This report provides daily updates to EOY Status of Billing for SSF Activities and Payroll.

Please Visit the FY2012 Year End Close SharePoint Site for Additional Information

September 10th – Contact with NIH OFM solely through OBF 
Beginning September 10th, all contact with NIH OFM should happen through the OBF Budget Analyst assigned to your DOC.   

September 10th – Royalty Approvals and Federal Technology Transfer Awards (FTTAs)
By September 10th, you must submit to Chad Bartlett in OBF all FTTAs that you want to be processed for FY 2012.  As well, please work with your OBF Analyst to ensure that 10/12 Royalty funds are obligated.  Although 11/13 & 12/14 Royalty funds are still available after September 30, 2012, approved projects should be monitored and obligated in a timely manner.

September 16th – Commissioned Corp Payroll  
The latest information that we have received from NIH OFM is that September 16th is the last day for Commissioned Corps payroll.  

September 16th – Civilian Payroll 
The latest information that we have received from NIH OFM is that September 16th is the last day for Civilian Payroll accruals for PP19.

September 17th – Spend Down Plans Due to OBF 
Beginning September 17th, please begin sending daily Spend Down Plans to your OBF analyst.  Final funding decisions for your DOC will be made based on the Spend Down Plans that you provide.  All DOCs are required to use the attached format for their Spend Down Plans.  

Sept 14th & Sept 21th – Invoices to OFM for payment of 2007 obligations/Cancelling FY 2007 awards
September 14th is the last day to submit invoices to OFM for payment of FY 2007 obligations. Please ensure that any required receiving against these lines is completed and that invoices should be hand-carried to OFM:  Barbara Cole, Room 4C-404C, 2115 E. Jefferson St., Rockville, MD.  

September 21th is the last day to cancel FY 2007 awards. The final payment schedules for FY2012 will be sent to Treasury on September 25, with the expectation that invoices appearing on those schedules will be paid on or before September 28, 2012.  The Pay-Through-Date will include all payments due on or before October 12, due to the NBS system downtime between October 1 and October 10. 

A prior year account is money still available for disbursement for five years after the year in which the original obligation occurred.  Generally, our appropriations are annual and obligational authority expires on September 30th of each year.  However, the accounts remain active for disbursement of funds for five years. No new obligations can be incurred, but adjustments can be made in estimated obligations to fulfill the legitimate purposes of the original obligation.  

The Chief Financial Officer Act, under which we are audited, requires each appropriation to be “in the black” both at the close of the year in which the appropriation was made available and in each subsequent year that the funds are disbursed.  If the payments are not processed within five years of the original obligation it requires an act of Congress to make the funds available for a longer period of time.  Thus, when you obligate funds for complex projects consider that the grantee or vendor must be able to fully perform and be paid within five years after the close of the year in which the obligation occurred.  For this reason, efforts should be made to avoid accumulation of large unexpended balances.

A second important aspect is that active (unliquidated or stale) obligations must be examined repeatedly until they are closed.  The NIH OFM requests quarterly review and explanation of the unliquidated or stale obligations.  To lessen the administrative burden, we urge you to minimize the number of estimated obligations and to resolve these estimates quickly once the fiscal year ends.  Finally, accurate obligations must be recorded in the accounting system before FY 2007 expires on September 30, 2012.  The auditors have been emphasizing that estimated obligations must have a reasonable basis and documentation.  It is likely that transactions with large balances will come under extensive scrutiny so please be sure to develop and retain documentation for these obligations.  


September 10th, 21st, & 23rd – CAN Changes 
Beginning September 10th, all CAN changes must be sent to OBF.  OBF will in turn forward them to OFM.  Only those CAN changes that are deemed absolutely necessary by OBF, whether across or within mechanisms (i.e., IR, RMS, etc.) will be processed.  
September 21st is the last day CAN changes will be accepted for Management Fund/Service Supply Fund.
September 21st is the last day CAN changes will be accepted for non-intra appropriation i.e. Royalty to Direct, Direct to Gift Fund etc.
September 23rd is the last day CAN changes will be accepted for intra appropriation i.e. Direct to Direct, Royalty to Royalty.


September 21st & 30th – P Card Transactions
Sept 21st – 5pm cutoff, last day to make purchases (except for designated emergency cardholders).
Sept 30th - 12pm cutoff – last day for emergency cardholders to make purchases using FY 2012 funds.
Sept 30th - 12pm cutoff – last day to enter transaction logs and to reconcile accounts.

September 26th – Estimate Memo Due
DOCs will provide daily updated Estimate Memos until October 1st.  Estimate Memo template is attached.

September 29th – GovTrip Travel 
September 29th is the last day to process GovTrip travel activity.
 
September 30th – Expired FY 2007 Appropriation 
September 30th is the last opportunity to resolve any outstanding issues from FY 2007.  The FY 2007 accounts will be permanently closed as of September 30, 2012.  

September 30th – NBS closes at noon; users will no longer have access to the NBS

October 1st – First day for FY 2013 purchase card use, Emergency ONLY, with paper logs

October 2nd – First day for FY 2013 purchase card use, non-emergency, with paper logs

October TBD– NBS available to the NIH community 


Thank you in advance for your assistance and cooperation throughout the FY 2012 Closing Process.  Please contact your OBF Budget Analyst with any questions.  Happy Closing!
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