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1. Abbreviations

ABFO Area Budget and Fiscal Officer

ADO Authorized Departmental Officer

ADODR Authorized Departmental Officer’s Designated Representative
AIMS Agreements Information Management System

AO Administrative Officer

ARIS Agricultural Research Information System

BA Budget Analyst

BPMS Budget and Program Management Staff

EAD Extramural Agreements Division

FMD Financial Management Division

FRC Federal Records Center

FSR Financial Status Report

HHS/PMS  Health & Human Services/Payment Management System
AO/T Administrative Officer/Technician

NFC National Finance Center - ARS Operations

ONP Office of National Programs

PA Program Analyst

PI Principal Investigator

RL Research Leader

2. Definitions

Authorized Departmental Officer - an ARS employee with delegated authority to negotiate,
award, administer, and closeout agreements.

Authorized Departmental Officer’s Designated Representative - an ARS employee that
serves as the Agency’s technical representative, acting within the scope of delegated authority,
who is responsible for participating with the Cooperator in the accomplishment of a cooperative
agreement’s objectives, monitoring and evaluation of the Cooperator’s performance.

Cooperator/Recipient - any State cooperative institution, State department of agriculture,
college, university, other research or educational institution or organization, Federal or private
agency or organization, individual, or any other party identified by ARS to participate in
extramural projects.

Deobligation - The process of removing unexpended funds previously obligated from a
terminated or expired agreement.

Extramural Agreement - any of the following instruments: Non-Funded Cooperative
Agreement, Specific Cooperative Agreement, Standard Cooperative Agreement, Incoming
Agreements, i.e., Trust Fund Cooperative Agreement and Reimbursable Cooperative Agreement,
Assistance-Type Cooperative Agreement, Grant, Research Support Agreement, Memoranda of
Understanding. These agreements are awarded or accepted by ARS under the following
authorities: 7 U.S.C. 3318(b); 7 U.S.C. 3318(c); and, 7 U.S.C. 3319a.



3. Introduction

Closeout is an integral part of and the final step in the agreement life cycle. Closeout activities
may include:

= Processing any final payment requests or collecting overpayments made to the
Cooperator/Recipient by ARS.

= Final assessment of the Cooperator’s performance under the agreement through receipt
of the final Performance Report.

= Final assessment of the financial status of the cooperative agreement through receipt of
the final Financial Status Report.

= Providing final performance and financial status reports to the Sponsor as required by
the terms and conditions of the agreement.

= The disposition of property and/or equipment (if applicable).

= Final reconciliation of the account(s) in the accounting system, which includes
collecting payments on incoming accounts.

= Execution of closeout in HHS-PMS (if applicable).

= Execution of a closeout action in ARIS/AIMS; which may include, reducing the
obligation and/or changing the termination date of the agreement.

= Archiving of the official file.

The agreement closeout process will require close coordination between the ADO, ADODR,
AO, ABFO or BA, PA, and the PI and/or Sponsored Program’s Office for the Cooperator,
Recipient or Sponsor. Close coordination between the functional experts is critical.

4. Policy

The ADO is responsible for initiating and coordinating all closeout activities and ensuring that
all activities are executed timely and properly. If the Cooperator/Recipient does not provide the
required final reports or other documents within 180 days from the initial request, the ADO shall
take unilateral action(s) to officially close the Extramural Agreement.

To begin the closeout process, the ADO, through the ADODR, shall request the Cooperator to
submit all final Financial Status and Performance Reports and any other project deliverables, no
later than 90 days after the completion, termination or expiration of the project. If a final
payment request is pending, it shall not be processed until all required final reports have been
submitted by the Cooperator and accepted by the ADODR.

When incoming funds are involved, the Agency must meet the Sponsor’s financial and
performance reporting requirements as outlined in the incoming agreement to facilitate closeout.
The ADO shall coordinate all closeout activities with administrative, program, and financial
personnel to ensure the reconciliation of obligation and disbursement information in HHS-PMS,



the financial system, and ARIS/AIMS for complete closure of Extramural Agreements. Ifa
Federal obligation remains, which has not been paid to the Cooperator, it shall be deobligated in
the accounting system and removed from HHS/PMS (if applicable). Any remaining balances
from advances or overpayments held by the Cooperator shall be refunded to ARS within 90 days
after the completion, termination or expiration of the project (applies to outgoing agreements
only). All reimbursable accounts must also be reconciled in the accounting system.

Finally, the ADO shall transfer or retire the official file to the FRC following closeout.

5. Responsibilities
ADO Responsibilities:

The ADO is responsible for initiating and coordinating all extramural agreement closeout
activities.

Closeout activities include:

e Providing written notification to the ADODR that an agreement is due to expire no later than
60 days prior to the agreement’s expiration date.

e Determining if performance will continue under the agreement.

o If performance is continuing, closeout is not necessary; however, an amendment to
extend the period of performance must be executed. Agreements must not exceed the 5
year statutory limitation (7 U.S.C. 3318 (¢)).

o If performance is not continuing, closeout is necessary.
e The ADO will take the following steps:

» Obtain or provide (for incoming agreements) the final FSR, Performance
Report, and Payment Request (if applicable).
(Exhibit 1)

» Process final payment requests.

» Reconcile the agreement’s obligation and disbursement information with
the final FSR and the accounting system.

Note: The ADO must work with the ABFO/BA or HQ/FMD to reconcile
the systems and/or accounts.

» Initiate closeout in ARIS/AIMS. (Exhibit 2)

Note: A deobligation of funds and/or change to the agreement’s
termination date may be necessary to close out the agreement.



» Reconcile the agreement’s authorization, disbursed, and charged amounts
in HHS/PMS and initiate the HHS/PMS closeout process. (Exhibit 3)

Note: The authorization, disbursed, and charged amounts must match in
HHS/PMS before the agreement can be closed. Reducing the HHS/PMS
authorization may be necessary.

» Ensure that any reimbursable accounts remaining open are reconciled and
closed in the accounting system (if applicable).

» Make distribution of the fully-executed closeout amendment and
Deobligation/Closeout Letter (Exhibits 4 and 5) to the:

e Cooperator/Recipient

e ADODR

¢ AO

e PA

¢ ABFO to execute the closeout in HHS-PMS (if applicable)

o NFC (with copies of FSR, HHS/PMS screens, and accounting system
screens)

o Agreement file

» Archive the official agreement file.
ADODR Responsibilities:

The ADODR is responsible for:

e Obtaining or providing (for incoming agreements) final performance and financial status
reports from the Cooperator and forwarding approved reports to the ADO.

e Obtaining final payment requests, as applicable, and forwarding approved requests to the
ADO for payment processing.

¢ Ensuring patent invention reports and requests to publish (ARS-115) are entered into the
ARIS License and Invention and Research Doc. Modules, respectively. Refer to ARS/Office
of Technology Transfer and ONP for further guidance.

e Verifying Cooperators invention disclosures are reported via i-Edison.

e Preparing and forwarding equipment and property disposition reports to the ADO.

e Notifying location and Area personnel that agreement is complete and all reports have been
received and forwarded to the ADO.



AO/T Responsibilities:

The AO/T is responsible for working with the administrative personnel, as appropriate, to assist
the ADO and ADODR with the agreement closeout process.

/sl SHERRI L. CARROLL

SHERRI L. CARROLL
Director, Extramural Agreements Division
Administrative and Financial Management

5 Enclosures

Exhibit 1 - Sample Notification Letter of Expiration and Request for Reports
Exhibit 2 - ARIS/AIMS Closeout Procedures

Exhibit 3 - HHS/PMS Closeout Instructions

Exhibit 4 - Sample Deobligation Letter

Exhibit 5 - Sample Closeout Letter



EXHIBIT 1

Sample Notiieadon Letier of Expiration and Recuests for Reports

USDA
2N

United States Department of Agriculture

Research, Education and Economics
Agricultural Research Service

Date

Attention:
Name
Address (send via e-mail)

RE:  Agreement NO. XX-XXXX-X-XXX
Title
Principal Investigator

Dear:

Our records indicate the referenced agreement has expired/is due to expire on (Enter Date). To
assist us in closing the file, please forward the information as indicated below:

X Final Financial Status Report
X Final Technical/Progress Report
X Request for Final Payment/Final HHS Drawdown
X  Property Inventory Report and Assurance (as applicable)
If you should have any questions, please do not hesitate to contact me.

Sincerely,

NAME
Authorized Departmental Officer

cc: (send via e-mail)

ADODR
AO
Agreement File
Jes
Address for Servicing ADO

An Equal Opportunity Employer



EXHIBIT 2

AGRICULTURAL RESEARCH
INFORMATION SYSTEM
(ARIS)/AGREEMENTS INFORMATION
MANAGEMENT SYSTEM (AIMS)
CLOSEOUT PROCEDURES
FOR
EXTRAMURAL AGREEMENTS

September 2009
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A. Outgoing Agreements

1. Without Deobligation of Funds

The ARIS Project must be expired before the Agreement can be closed in ARIS/AIMS.
To close out an agreement, a work record must be created.

Creating a Work Record

=  From the Research Documentation/Extramural Agreements screen, select “Active” and
“416/417/Agreements/421” from the Menu Bar.

The query screen will be displayed.

= Enter the project number, accession number, or agreement number to find the project, and select
“Query” and “Execute” from the Menu bar or press “Enter.”

The project will be displayed on the 416/417 Active Projects list screen.
= Verify Status is expired.

Note: If project is not expired, do not proceed!

= Mark the box to the left of the project that requires the closeout amendment.

& Agricultural Research Service - ARS

"rm Agricultural h Information (ARIE -tive
Eile Edit BRIMGY Record Eorms PErinls Reports Help
@ |1 Create'Work Record (D, L, X, CRADA, InterAgy onhy) | (f» ? )
T Create Work Record - Amendment R
@ Create Work Record - Comection |7 Active Projects B _ :
2 ~loseout 411122 Modecode [12 [65 90 [00 status |Expirea d
s 7 QerSeren ‘ (i e (et
Display Total
A Ststus | StartDate Term Date
r [oa Mark All Recards Expired loa/o1/2001  [03/31/2006 &
I [oa &learall Records [Expired lo7/01/2000  [08/30/2005
r [oaoeszz  [0z10 [2z310[002 [s8s [0z [10[o0fo0 [Expired os/zo/z003  |o8/19/2008
I |oaosoaz 0500 [00052({001 [04/¢ [0z [oo[oo{o0  [Expired 09/01/2001  |08/31/2006
I lo14s430 032z [sssss(oo1 [oolp [o3[zz[oofoo [Expirea 10/01/2001  |09/30/2003
r [0a03eza  [0z10 [zz310[002 [oolp [0z [10[o0fo0  [Expirea 05/09/2005  |05/08/2010
I [o140133  [s301 [sssse(ooz [oojp [53[oifoofoo  [Expirea 08/01/2000 |09/30/2004 —
I lo1a7665 [s330 (asses[777 [oojp [53[30[00f00 [Expirea 10/01/1996  |09/30/1999
r lo1a70s1  [s330 [assss[oo9 [oojp [53[z0[00[00 [Expirea 10/01/1996  |09/30/1999
i [0a111zz  [1265 [31000[098 [0zs [12[e5[o0[00 [Expirea 07/15/2006  |07/14/2008
I [0a13077 [s302 [z1220[004 (1500 [53[0z[15[15 [Expired 09/01/2007  |08/31/2008
I [panzsia  [6404 z1220[004 [0als [s4[04[0s[o0 [Expirea 03/01/2000  |02/28/2005
I [oaoe4s7 [sa0z [z1000[004 (025 [e4[0z[15[00 [Expirea [07/13/72z001  [07/12/2006 |«
Record: 10/?

Figure 1 - Create Work Record - Closeout

= Select “Action” and “Create Work Record - Closeout” from the Menu Bar (Figure 1).
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= Agricultural Research Service - ARS

__éMnruItunl esearch information System (ARIS) - Active
Eile Edlt &Iion Becurd Eorms Prints Reports Help

(@1 & 1 aar P B OF 2

ARIS 416/417 Active Projects -
g,-—i‘—‘ Proj 1265 |31000 |095 [0z 5| Acen 0411122 | Modecode 12 |65 30 [00 | status Expirea ¥

| [03/31/2006 ||

al

(] 0403746 0500 |00031 | |06/30/2005
[] 0406623 | 0210[22310

L] |o405042 {0500 100059]0) Marked Record Prot Is Complete

[] p146430 D322

[] D403424 (021022310

(] 0140133 | s301 | |D9/30/2004
[] 0147665 | 5330 @ | 09/30/19%9 |
[] 0147051 @ 5330 |85888|9 96 |09/30/1999
¥ [AEFEEEEE | 1265|31000 0z2|5) Expired | |07/15/2006 @ 07/14/2008
[] 0413077 | (5302 |21220/004 [18/3] |53|02|15/15 |Expired | (09/01/2007 | |DB/31/2008 |
[] 0403514 = 6404 |21220/004 |04 5  64|04/05/00 Expired | |03/01/2000 @ 02/28/2005 |
[] 0404487 6402 |21000004 (025 64|02/1500 Expired | |07/13/2001 | 07/12/2006 |+

. Processing... Active to Work, Please wait...

|
Record; 10/? | 1 o | | |

Figure 2 - Marked Record Processing is Complete

The system will state “Marked Record Processing is Complete” (Figure 2).

= Click “OK” and the Work record will be created.

= Exit Active.

The Research Documentation/Extramural Agreements screen will be displayed.

Amending the Work Record for Closeout

= Select “Work™ and “416/417/Agreements.”
The 416/417 Records list screen will be displayed.

= Mark the box to the left of the project that requires the closeout amendment or query the project
number, accession number, or agreement number to find the project.

= Select the “Project Info” tab.
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B Agricultural Research Service - ARS

ri:E‘.-E Agricultural Research Inform E].Il.:l n Sy
Eile Edit Action Record Forms Prinis Help

S 21y B ddrDIOH )

%l_s 416/417 Records
‘%ald  proj (1265 (31000 (098 [0z [§  Acen|0411122  Modecode [12 [65 (90 (00 Status |Expired -

[0 projectino |
*Modecode [12 (65 [90 (00 2]

*ProjectHo [1265(31000(098 [0z TyPe [S - Specific Cooperative .quee‘mentJ "Rdﬂstzgpireq -
*Project Title

HIGH DENSITY BOVINE SNP GENOTYPING PANEL DEVELOPMENT &l

Duration
*Start Dat T Dat
€ |07/15/2006 erm [Date U'?fl‘lJ'ZDUB [HDMI‘I }
Currem i
Agr Status = Closed
INC. SA.N' DIEGO |I"A [U'N'ITED STATES

ngm’_r Control Ho W

® ® [08/23/2
SAES ® Other ! None Awaerd Date |08/23/2006
Agr Status |Clozed

Remarks 1) This amendment officially closes the agreement, which has reached its
term date

EEE]

Record: 1/1

Figure 3 - Project Info tab

= Verify the “Agr Status” is “Closed” (Figure 3).

= [fthe agreement has ended prior to the original expiration date, update the “Term Date” accordingly

(Figure 3).

The following closeout statements will populate the “Remarks” field. Additional remarks may be added

if necessary. If the remarks are modified, you must modify them in AIMS as well.

1) This amendment officially closes the agreement, which has reached its termination date.

2) The final performance and financial status reports have been received.
3) Final payment has been made. (Not applicable to NFCAs and MOUs.)
4) All other terms and conditions remain unchanged.

= If the termination date was updated, add the following statement to the closeout remarks in the
“Remarks” field: “Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the

project early due to completion.”

= [If changes have been made, save the record.

= Select the “Agreement Info” tab.
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® Agricultural Research Service - ARS
("7 Agricultural Research Information System (AR
Eile Edit Action Record Eorms Erints Help

S e 1z Sl darn TG )

R!.s New Agreement
i Modecode [12 165 50 (Exoirea B
PIEXt.ErISiDn of Time with Added Funds 12 65 90 100 Fsteius
mm Add / Dechligate Funds Only B i i

| et T -] Congressionally Mandated [Na
Multi Year [~ ) &l
| Fund Total | | =
Related In-house
ProjectMo [1265 [31000 [0os[oo[p (2] AccessionMo 0412388
Project Title |ENHANCING GENETIC MERIT OF DAIRY CATTLE THROUGH GENOME SELECTION AND T

ANALYSIS s

Reason Research can not be Performed by ARS Scientist:
Collaborators are providing reagants that are developed as part of this
collaboration.

J¥)

L
k.‘!

Relevance to Parent Project:

)

-
L

Record: 1/1

Figure 4 - Agreement Info tab
= Select “Other” from the “Request Type” drop down menu (Figure 4).
= [f changes have been made, save the record.

If no changes are required in AIMS, proceed to the Printing instructions on Page 16
the instructions below.

= Select “Forms” and “Agreement Info (AIMS).”

The AIMS Agreement Information screen will be displayed.

14
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i Agricultural Research Service - ARS
:;f;;ﬂ Agricullural Research Information T (ARIS) - Work - AIMS

File Edit Forms Repots Prints Help

STON 2 GE & Amendment
@ Agreement Information Number
g g e
AgreementNo (58 (1265 |6 | 087 | |  Control [16009 Amendment No [0z n (V) [N
ProjectHo 1265 (31000 (098 [0z |5 AccnMo (4111
Agresments | Agy/ADODRFinance  Cooperstorinfo PaymentReport Provisions |
*Type of Agreement [EI8] [SPECIFIC COOPERATIVE AGREENENT ]
Specialist
*Name (Last,First,MLSuffix) [V ILKINS [Mary | @
Authority (7 U.S.C.3318 (b)
Period of Agreement
Start Date |07/ 15/2006 erm Date [07/14/2008 Duration (Months) [2 4
Prior Obligation $496,400.00 CH $0.00  Total| §496,400.00
C r:"
1) This i officially closes the agreement, which has =1
reached its term date
2) The final performance and financial =tatus reports have been E
T R ] L.'J
Record: 11 .. | ListofValu..

Figure 5 — Agreements tab

Note: If the agreement has ended prior to the original expiration date, verify the “Term Date” is correct
(Figure 5). If it is not correct, return to the “Project Info” tab in ARIS and update it accordingly.

The following closeout statements will populate the “Comments” field. Additional comments may be
added if necessary. If the comments are modified, you must modify them in ARIS as well.

1) This amendment officially closes the agreement, which has reached its termination date.

2) The final performance and financial status reports have been received.
3) Final payment has been made. (Not applicable to NFCAs and MOUs.)
4) All other terms and conditions remain unchanged.

= [f the termination date was updated in ARIS, add the following statement to the closeout comments:
“Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the project early due to

completion.”

Note: The system automatically enters the new amendment number in the Work record (Figure 5).

= If changes have been made, save the record.
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Note: The system automatically clears all of the selections on the “Payment/Report” tab and the
“Provisions” tab except “Comments” on the “Provisions” tab (Figure 6).

B Agricublural Research Service - ARS
"&B Agricultural Ressarch Information 5

Ene Eda Forms Beports Ennts Help

Projectio [1263 [31000 [os8 [0z [5

| Aavemees [ agritcconremce | Cowsaiio | Pamectriepon [ Powekea
I s ( &

1" ARS Recebns Funds ™ Advansce Paymant Authorizod
I Pro-Award Costs Authoricod

I ousrtery r I monatity
Sarmi anmast I Somianews I auarterty
" Amnust " monaal " semi-annual
T et I Finat I roat
Forward Reports To:
™ ancon I Sponsoring organizstion ™ ano

Tt liacn.gue

Record: 111

R R 2 2
__Es Agreement Information
2L pgwomentMa[55 (1765 [6 | 067 | | Comii[16005 | AmesdmentMeloz | Cerreetion (v i
Acena (411322

Figure 6 — Payment/Report tab and Provisions tab
= [f changes have been made, save the record.
= Exit AIMS.

416/417 Records list screen will be displayed.
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Eile st Eooms Bepors

Erints Halp

S M AN L 2
Agreement Information
L pguermentbo[se (1765 [5 | 087 [ Conwol[1o00p AmendmentMs[o: Comeetion iy i
11265 (31000 j098 |0 |5— AcenMo (431320
Agreemen inchdes the folowing Other (5pecify)
| Statement of Work I AD-sear
. propan r rapkary
I Spansors
r Ferm REEES} L Indrpidual
[ Buntgeet (Foarm REE445) T USDA Civi Pighi's Poster (AIMTSA}
Provisicen for: 'rmm-—mmwm
o
r wany
[~ TFCA nd RCA { CFR Pt 558 sest REE.22) ™ Antuchument & - RSA Manthiy Management Reporting Templaie
[~ Grants snd ATCA (REE-463)  Comments, (see page 2}
r 0
Record 11




Printing

= From the 416/417 Records Screen, highlight the project that you want to print.

B Agricultural Research Service

Eot Acton Becord Eorms
@8 T ey i
% s :gnun-w:
= = e Quigsng Agreemant 17~ -
i Expiced % T el 0500 0003 o ’“’D‘P“ PO ke (62 oo oo o0 StetslEnpized
| B sgees s | [P [Goamerts] (G Stnature Remanis Rapod EnctPage DesegaEnecs Baips Sgunaes.
(TE0 13— BRSNS EunaTranster
Accossion o, | Modecode Date Term Date Accession L Start Dt Term Date |
jcae] SRS . fustsen} T P Mo syl ERWiwely [RUSTUSRET
W [oa111zz (1265 31000foss 0z (3 [12 \ 5/2006 [07/14/2008 = [ p40374s [os00 5 Expired [o7/01/z000  [oss3oszoos =
= [ [ L& [ ™ [o4os0ez [o0s00 G [ Expired  [05/01/2001 (0873172006
" | | 1l T I [oainizz 1265 = [12[6s[s0jo0 [Expired 07/15/2006  |07/13/2008
" | | [ | [ I [o411z3s [1275 5 [12[75[25[o0 [Expizea [oB/30/2006  [os/30/2007
e | { [ [ I [osos18s (1275 (212200221 (0 [ [12[7532(00 [Expired  [03/01/2005  [08/30/2000
) | | | | I [oa1zsz1 1932 218300004 (05 [0 [15[3zos[on [Expizea 10/01/2007  [12/31/2007 &=
" | | I | I [odoeaze [1535 [az000fosy 01 |5 [19(35(z5(00 [Expicea  [05/27/2004
B [ | [ [ [ I~ (0411951 (5438 [32000/028 03 [T [5438(05[30 [Expired  |08/01/2007
L3 | [ L | | I [oaiz9es [5438 [2coafoze (o7 |7 [54[38[05[30 [Expazes  [03/03/2008  [o9/30/2008
L | ] B | | I [o409711 [5447 [1zez0[002 [o1 [T [S4[47[0S[o0 [Expized  [0B/07/2007  [05/15/%008
Ui [ | [ H | I [ 5 I~ [o41d4s2z (6235 [11210(006 |67 [ [62]35(15|00 [Expired  [07/24/2008  |05/30/2008
| Projoct | [Detate Project | L LS L Dotete Project | | Approve Muliple 416 |
Recced: 11 Recond 117

Figure 7a — AIMS REE-451 Figure 7b - 416/417 Executive Summary
= Select “Prints” from the Menu bar.

= To print the AIMS information, select “AIMS Agreement Information” from the drop down
menu and then select “REE-451 with Comments” (Figure 7a).

= To print the AD-416/417, Executive Summary, select “AD416/417” from the drop down
menu and then select “Exec —Pgl” (Figure 7b).

The document will display as a PDF file.

= Select “File” and “Print” from the drop down menu or select the Printer Icon 5 from the Tool Bar.
= Click “OK” and the PDF file will print.

= Close the PDF file.

The 416/417 Records list screen will be displayed.

17



Approving the Record for Closeout

= Select the “Signatures” tab.

= Agricultural Research Service - ARS

ricultural Research Information m (ARIS) - Work

Eile Edit Action Record Eorms Prints Help
@8 Nixigliddr o G )
1S 416/417 Records
93 proj[1265 (31000 [098 [0z [5 Accn 0411122 Modecode [12 (65 (90 (00  Status|[Expired
Pr 0 o mi
Title Hame(Last,First,MI,Suffix) Date  Approve Disapprove Remarks F
'Research Leader [ [ [ [ C r. =5
COATUAN [ [ LM LI r. 8
ao [ [ LM rr C. 5
AoFo | [ am = s w
Areabirector [ 7] | Ol = = [ -
ADO (4069 (2] [crEGOR |BERNADETTE [E | |o7/08/ 2009 E [ r, H
'\ Headquarters
HELt [ | | L i " E . =
HPL2 [ 2| [ L1 M H E . =
LB &l | . B = r.oH
BPMS | @l [ L1l M . r C. W
oA [ ——- CI B i
Clear Signature
Record; 111

Figure 8 - Signatures tab

= Approve the record — enter your signature code or name, verify the date, and click the “Approve” box
(Figure 8).

If applicable, remarks can be entered by clicking the “Remarks” notepad icon. A text box will be
displayed to add remarks (optional).

= Save the record.
The record is now fully executed.

The ADO will distribute the appropriate closeout records to the Cooperator/Recipient, NFC, ABFO,
ADODR, AO, and the Area PA.
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Outgoing Agreements

2. VWith Deobligation of Funds

The ARIS Project must be expired before the Agreement can be closed in ARIS/AIMS.
To close out an agreement, a work record must be created. All funds remaining on an agreement must be

deobligated.

Creating a Work Record

= From the Research Documentation/Extramural Agreements screen, select “Active” and

“416/417/Agreements/421” from the Menu Bar.

The query screen will be displayed.

= Enter the project number, accession number, or agreement number to find the project, and select

“Query” and “Execute” from the toolbar or press “Enter.”

The project will be displayed on the 416/417 Active Projects list screen.

= Verify Status is expired.

Note: If project is not expired, do not proceed!

= Mark the box to the left of the project that requires the closeout amendment.
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m (A
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Record: 10/7

Figure 9 - Create Work Record - Closeout

= Select “Action” and “Create Work Record - Closeout” from the Menu Bar (Figure 9).
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Figure 10 - Marked Recor(i Processing is Complete

The system will state “Marked Record Processing is Complete” (Figure 10).
= Click “OK” and the Work record will be created.

= Exit Active.

The Research Documentation/Extramural Agreements screen will be displayed.

Amending the Work Record for Deobligation and Closeout

= Select “Work” and “416/417/Agreements.”
The 416/417 Active Projects list screen will be displayed.

= Mark the box to the left of the project that requires the deobligation and closeout amendment or query
the project number, accession number, or agreement number to find the project.

= Select the “Project Info” tab.
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Figure 11 - Project Info tab
= Verify the “Agr Status” is “Closed” (Figure 11).

= [fthe agreement has ended prior to the original expiration date, update the “Term Date” accordingly
(Figure 11).

The following closeout statements will populate the “Remarks” field. Additional remarks may be added
if necessary. If the remarks are modified, you must modify them in AIMS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) The final performance and financial status reports have been received.

3) Final payment has been made.

4) All other terms and conditions remain unchanged.

= [f the termination date was updated, add the following statement to the closeout remarks in the
“Remarks” field: “Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the
project early due to completion.
= Add one of the following statements to the closeout remarks:
= For deobligations: “This amendment deobligates $(enter amount) in remaining funds.”
= For Transfer of Disbursement Authority: “This amendment is processed to transfer the
disbursement of authority in the amount of $(enter amount deobligated) to Agreement # (enter the

new Agreement #, if available). This is not a deobligation of funds. ”

Note: For RSAs, funds cannot be transferred to a new agreement.

= Save the record.

= Select the “Agreement Info” tab.
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Figure 12 - Agreement Info tab

Select “Add/Deobligate Funds Only” from the “Request Type” drop down menu (Figure 12).

If changes have been made, save the record.

Select the “Budget” tab.

Note: For RSAs, all Budget data is entered in AIMS (Figure 17 and Figure 20).
The 416/417 Records Budget Screen will be displayed.
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Figure 13 - Budget tab

= Select “Add” at the bottom of the screen (Figure 13).

To complete the Budget tab, you need the funding project number, the Log Number (if the funding
project is an incoming agreement) or the Accession Number of the funding project to be deobligated (not
the Agreement Accession number).

Note: Utilize the 416/417/0Outgoing Agreement (550a) in the file to identify the funding project, fiscal
year, and accounting code.
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Figure 14 — Completed Budget tab
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Follow the applicable step below to complete the Budget tab:

A. Funding Project Number (found on the Budget Page of 416/417)

= (Click the question mark = next to the “Funding Project” and select the funding project number to be
deobligated from the list of values (LOV) (Figure 14).

The “Accession No” will automatically propagate on the “Budget” tab.

= Enter the “Accounting Code,” negative dollar Amount, and fiscal year.

B. Log Number (found on the 416/417)

If the funding project is an incoming agreement and/or the funding project number is not available:

= (Click the = next to the “Log No” and select the log to be deobligated from the LOV (Figure 14).
The “Accounting Code” will automatically propogate.

= Enter the negative dollar Amount and fiscal year.

C. Accession Number for the funding project (not the Agreement Accession number)

If you do not have the funding project number or the log number:
= Enter the “Accession No” of the funding project to be deobligated (Figure 14).
The “Funding Project” and/or “Log No” will automatically propagate.
= Enter the “Accounting Code,” negative dollar amount, and fiscal year.
Note: When deobligating funds, only a negative number should be entered in the “Amount” field.

Note: The “SBIR Fee Amount” will automatically calculate. SBIR is not taken or returned by BPMS
on prior year obligations.

= Save the record.
= Select “Forms” and “Agreement Info (AIMS).”

The AIMS Agreement Information screen will be displayed.
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Figure 15 - Agreements tab

= Verify the “Change in Obligation” matches the amount entered on the “Budget” tab in ARIS
(Figure 15). If the amounts do not match, return to ARIS and update the amount entered on the
“Budget” tab. For RSAs, the “Change in Obligation” will update once the accounting information is
entered on the “Accounting” tab in AIMS (Figure 17).

Note: If the agreement has ended prior to the original expiration date, verify the “Term Date” is correct
(Figure 15). Ifit is not correct, return to the “Project Info” tab in ARIS and update it accordingly.

The following closeout statements will populate in the “Comments” field. Additional comments may be
added if necessary. If the comments are modified, you must modify them in ARIS as well.

1)
2)
3)
4)

This amendment officially closes the agreement, which has reached its termination date.
The final performance and financial status reports have been received.
Final payment has been made.
All other terms and conditions remain unchanged.
= [f the termination date was updated in ARIS, add the following statement to the closeout comments:
“Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the project early due to
completion.”
= Add one of the following statements to the closeout comments:
= For deobligations: “This amendment deobligates $(enter amount) remaining FY xxxx funds.”
= For Transfer of Disbursement Authority: “This amendment is processed to transfer disbursement
of authority in the amount of $(enter amount deobligated) to Agreement # (enter the new
Agreement #, if available). This is not a deobligation of FY xxxx funds. ”
Note: For RSAs, funds cannot be transferred to a new agreement.

Note: The system automatically enters the new amendment number in the Work record (Figure 15).

= Save the record.
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Note: The system automatically clears all of the boxes on the “Payment/Report” tab and the
“Provisions” tab except “Comments” on the “Provisions” tab (Figure 16).
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Figure 16 — Payment/Report tab and Provisions tab
= [f changes have been made, save the record.
= For RSAs, select the “Accounting” tab. For other types of outgoing agreements, go to Figure 18.

= Enter the Accounting Code(s), Fiscal Year and negative Dollar Amount(s) (Figure 17).

= (Click “Calculate.”
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Figure 17 - RSA Accounting tab

Note: The total amount on the “Accounting” tab will populate the “Change in Obligation” amount on
the “Agreements” tab (Figure 15) and the “ARS Reimb/Recv Accounting Total” on the “RSA Budget”
tab (Figure 20).

= Save the record.

Select “Forms” and “SOW/Budget.”

The SOW/Budget screen will be displayed.
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Select the “Reimb/Recv (cont)” tab. For RSAs, go to the “RSA Budget” tab (see Figure 20).
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Figure 18 - Reimb/Recv (cont) tab

= Enter the dollar amount to be deobligated in the “Amount of Deobligation” field.

Note: The system identifies the amount of deobligation as a negative (do not enter a negative sign).
= (Click “Calculate” to calculate the “Total Costs” (Figure 18).

= Save the record.
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Error Message!
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Figure 19 - Reimb/Recv (cont) tab - Error Message
Note: An error message will appear if the Accounting Information entered on the “Budget” tab in ARIS

does not match the amount entered on the “Reimb/Recv (cont)” tab in AIMS (Figure 19). If necessary,
g0 back to the “Budget” tab in ARIS and correct the amount.
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For RSAs (Figure 20):

= Complete the RSA budget screen by entering the item number, description of Supplies or Service,
quantity, unit, and the negative unit price for each line item.

= Enter the originally assessed Indirect Cost Rate (%), if applicable.
= If the particular supplies or services was not assessed the original indirect cost rate (ICR), mark the
corresponding ICR Exempt box and the system will not factor the particular line item amount in the

IRC being refunded.

Note: The system will automatically calculate the Grand Total and all other fields.
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Figure 20 — RSA Budget

Note: An error message will appear if the amount in the “ARS Reimb/Recv Accounting Total” does not
match the “Grand Total” on the “RSA Budget” tab (Figure 20). If necessary, go back to the
“Accounting” tab (Figure 17) and correct the amount.

= Save the record.

= Exit the “Statement of Work/Budget” screen.

The Agreements Information screen in AIMS will be displayed.

= Exit AIMS.

The 416/417 Records list screen will be displayed.
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Printing

= From the 416/417 Records Screen, highlight the project that you want to print.

o | By sonEmT -h I.,‘.'.,‘. 3

= . . 7 Inseming Ageasmant

E*'f;'_s o [1255 (3100 mmam— 'I;-H; - i@l?.,_;__j o 1255 P00 sy, iz fos 50 o0 swomltagived
Gt | i) (DR Sonatire Remarks Reporl e 45t Packape
| Macessin| ;

I [ o4pss2s

W [oaizizz

F

8 [Expired

=K Expired

I [ oaisase [ee hotive i

I~ [oac7954 [6€31 [2z00alocd o3 (= ‘00 [Rewisior  [01/15/2004  [01/314/200%

B RER

[ 6 5

L] T | el - g T e 00

1) ] EEEE O W 3 { # 0| [Expired I4Facon  [09/I0/2008 w

| Add Project | Bedet Propect | | Approve Mukiple 46 N N—
Retord, 27 v
Figure 21a — AIMS REE-451 Figure 21b - 416/417 Executive Summary

= Select “Prints” from the Menu bar.
= To print the AIMS information, select “AIMS Agreement Information” from the drop down
menu and then select “REE-451 with Comments” (Figure 21a). For RSAs, you must also select
“Create RSA” from the drop down menu to print the RSA Budget.

= To print the AD-416/417, Executive Summary, select “AD416/417” from the drop down menu
and then select “Exec —Pg1” (Figure 21b).

The document will display as a PDF file.

= Select “File” and “Print” from the drop down menu or select the Printer Icon 7 from the Tool Bar.
= Click “OK” and the PDF file will print.

= Close the PDF file.

The 416/417 Records list screen will be displayed.
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Approving the Record for Deobligation and Closeout

= Select the “Signatures” tab.
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Figure 22- Signatures tab

= Approve the record — enter your signature code or name, verify the date, and click the “Approve” box
(Figure 22).

If applicable, remarks can be entered by clicking the “Remarks” notepad icon. A text box will be
displayed to add remarks (optional).

= Save the record.
The record is now fully executed.

The ADO will distribute the appropriate closeout records to the Cooperator/Recipient, NFC, ABFO,
ADODR, AO, and the Area PA.

Note: If funding changes have occurred, the record will go to ONP and BPMS for concurrence and will
then appear in the active file.
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B. Closing out Incoming Agreements

1. Incoming Agreements Over $25,000
(Reimbursable or Trust Fund Agreements with a 416/417)

Changes in funding on an incoming agreement require the ADO to work closely with the ABFO or PA to
verify that the funding amounts are correct prior to closing the agreement. The ADO should not proceed
with closeout until they have received documentation of financial closeout from budget. Once the change
in funds is complete, follow the instructions below.

The ARIS project must be expired before the Agreement can be closed in ARIS/AIMS.
To close out an agreement, a work record must be created.

Creating a Work Record

= From the Research Documentation/Extramural Agreements screen, select “Active” and
“416/417/Agreements/421” from the Menu Bar.

The query screen will be displayed.

= Enter the project number, accession number, or agreement number to find the project, and select
“Query” and “Execute” from the Menu bar or press “Enter.”

The project will be displayed on the 416/417 Active Projects list screen.

= Verify Status is expired.

Note: If project is not expired, do not proceed!

= Mark the box to the left of the project that requires the closeout amendment.
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Figure 23 - Create Work Record - Closeout

= Select “Action” and “Create Work Record - Closeout” from the Menu Bar (Figure 23).
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Figure 24 - Marked Record Processing is Complete

The system will state “Marked Record Processing is Complete” (Figure 24).

= Click “OK” and the Work record will be created.

= Exit Active.

The Research Documentation/Extramural Agreements screen will be displayed.

Amending the Work Record for Closeout

= Select “Work” and “416/417/Agreements.”
The 416/417 Records list screen will be displayed.

= Mark the box to the left of the project that requires the closeout amendment or query the project
number, accession number, or agreement number to find the project.

= Select the “Project Info” tab.
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Figure 25 - Project Info tab
= Verify the “Agr Status” is “Closed” (Figure 25).
= [fthe agreement has ended prior to the original expiration date, update the “Term Date” accordingly.

The following closeout statements will populate the “Remarks” field (Figure 25). Additional remarks
may be added, if necessary. If the remarks are modified, you must modify them in AIMS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) Final payment has been received from the sponsor.
3) All other terms and conditions remain unchanged.
= If the termination date was updated, add the following statement to the closeout remarks in the
“Remarks” field (Figure 25): “Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to

close the project early due to completion.”

= If funding changes have occurred, add the following statement to the closeout remarks: “This
amendment reduces the FY xxxx funding by $(enter amount).”

= [f changes have been made, save the record.

= Select “Forms” and “Agreement Info (AIMS).”

The AIMS Agreement Information screen will be displayed.
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Figure 26 — Agreements tab

Note: If the agreement has ended prior to the original expiration date, verify the “Term Date” is correct.
If it is not correct, return to the “Project Info” tab in ARIS and update the term date accordingly.

The following closeout statements will populate the “Comments” field (Figure 26). Additional
comments may be added, if necessary. If the remarks are modified, you must modify them in ARIS as
well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) Final payment has been received from the sponsor.
3) All other terms and conditions remain unchanged.

= [f the termination date was updated in ARIS, add the following statement to the closeout comments:
“Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the project early due to

completion.”

= [If funding changes have occurred, add the following statement to the closeout comments: “This
amendment reduces the FY xxxx funding by $(enter amount).”

Note: The system automatically enters the new amendment number in the Work record (Figure 26).

= Save the record.
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Note: The system automatically clears all of the selections on the “Payment/Report” tab and the
“Provisions” tab except “Comments” on the “Provisions” tab (Figure 27).

B dgricultural Ressarch Service - AS

t# Agricutiural Resoarch Imfoemabion Systar
Eile Ede Forms Eeports Prints Heip

Figure 27 — Payment/Report tab and Provisions tab
= Save the record.
= Exit AIMS.

416/417 Records list screen will be displayed.

36

Eile Eot Eorms Goports Brines How
- IR L T ) QR Wi oS TE
@ Agreament Information @? Agreement Informatisn
L pgreementMol5a (5430 [0 | 417 | Conrsl[30044  Amendmestuolo: Coavection 00M [N 12 Agrmementbo[zn (1430 (8 | 417 | | Costsd[30044  AmesdmentMo[oL Coreetion (oM [N
Projeciia [5438 [32000 [oz8 o7 [T cem Mo 412963 Projectie (5438 (32000 [0z8 f07 [T Aeemalaizons
| Awewmerts  Aguicomrewce | Copwwaw | Swmetheod | Acostng | Podses | mgsemets | AgusooteFmace | Copemwess | PemenFmod || accosera | Fossos
T tes s ppmant - ot - inciudnn the followang e ——
i - ool r_n-mdm I anaear g
Pucoimen Fimide fisince Basminet Mebor ‘Proposs . st
I Pro-Awsd Costs Authorized T~ Sponears! I ADAB Cerimfication Regar ding Drug Fres Req - Koo ldsl
ool I Bt Form REEIEG I 01058 Certilcstion Ragarding Drug free Req - ndivboss
= = = I aout (Perrm RER)  WSEA Civt igh Poater (AD475A)
e I s I Prostecns for: . ilieat
L 2 r e s r i
I~ Resasch Lisatn s Cogen st A ccenerts
I Grantn and ATCA REE-453) AT T
Formrsrd fnparts To: = [~ Mon Funded Coop. Agrestments (7 CTR Part 458 and REE. 73}
T anoos: 1" Sponeoring Orgetration T a0
® v
L e OG0
Rt 111 Rucord 111




Printing

= From the 416/417 Records Screen, highlight the project that you want to print.
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Figure 28a — AIMS REE-451

= Select “Prints” from the Menu bar.
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Figure 28b - 416/417 Executive Summary

= To print the AIMS information, select “AIMS Agreement Information” from the drop down
menu and then select “REE-451 with Comments” (Figure 28a).

= To print the AD-416/417, Executive Summary, select “AD416/417” from the drop down
menu and then select “Exec —Pg1” (Figure 28b).

The document will display as a PDF file.

= Select “File” and “Print” from the drop down menu or select the Printer Icon 5 from the Tool Bar.

= Click “OK” and the PDF file will print.

= (Close the PDF file.

The 416/417 Records list screen will be displayed.
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Approving the Record for Closeout

= Select the “Signatures” tab.

= Agricultural Research Service - ARS
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Figure 29 - Signatures tab

= Approve the record — enter your signature code or name, verify the date, and click the “Approve” box
(Figure 29).

If applicable, remarks can be entered by clicking the “Remarks” notepad icon. A text box will be
displayed to add remarks (optional).

= Save the record.
The record is now fully executed.

The ADO will distribute the appropriate closeout records to the Cooperator/Recipient, NFC, ABFO,
ADODR, AO, and the Areca PA.

Note: If funding changes have occurred, the record will go to ONP and BPMS for concurrence and will
then appear in the active file.
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B. Closing out Incoming Agreements

1. Incoming Agreements less than (or equal to) $25,000
(Reimbursable or Trust Fund Agreements without a 416/417)

Changes in funding on an incoming agreement require the ADO to work closely with the ABFO or PA to
verify that the funding amounts are correct prior to closing the agreement. The ADO should not proceed
with closeout until they have received documentation of financial closeout from budget. Once the change
in funds is complete, follow the instructions below.

The ARIS project must be expired before the Agreement can be closed in ARIS/AIMS.
To close out an agreement, a work record must be created.

Creating a Work Record

= From the Research Documentation/Extramural Agreements screen, select “Active” and “Incoming
Agreements” from the Menu Bar.

The query screen will be displayed.

= Enter the log number, control number, or agreement number to find the project, and select “Query”
and “Execute” from the Menu bar or press “Enter.”

The project will be displayed on the Incoming Agreements Records list screen.
= Verify Status is expired.
Note: If the project is not expired, do not proceed!

= Mark the box to the left of the project that requires the closeout amendment.
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Figure 30 - Create Work Record - Closeout

= Select “Action” and “Create Work Record - Closeout” from the Menu Bar (Figure 30).
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Figure 31- Marked Record Processing is Complete

The system will state “Marked Record Processing is Complete” (Figure 31).
= Click “OK” and the Work record will be created.

= Exit Active.

The Research Documentation/Extramural Agreements screen will display.

Amending the Work Record for Closeout

= Select “Work” and “Incoming Agreements.”
The Incoming Agreements Records list screen will be displayed.

= Mark the box to the left of the log number that requires the closeout amendment or query the log
number, control number, or agreement number to find the project.

= Select the “Project Info” tab.
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Figure 32 - Project Info tab
= Verify the “Agr Status” is “Closed” (Figure 32).
= [fthe agreement has ended prior to the original expiration date, update the “Term Date” accordingly.

The following closeout statements will populate the “Remarks” field (Figure 32). Additional remarks
may be added, if necessary. If the remarks are modified, you must modify them in AIMS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) Final Payment has been received from the sponsor.
3) All other terms and conditions remain unchanged.
= If the termination date was updated, add the following statement to the closeout remarks in the
“Remarks" field (Figure 32): “Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to

close the project early due to completion.”

= [If funding changes have occurred, add the following statement to the closeout remarks: “This
amendment reduces the FY xxxx funding by $(enter amount).”

= [f changes have been made, save the record.
= Select “Forms” and “Agreement Info (AIMS).”

The AIMS Agreement Information screen will be displayed.
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Figure 33 - Agreements tab

Note: If the agreement has ended prior to the original expiration date, verify the “Term Date” is correct.
If it is not correct, return to the “Project Info” tab in ARIS and update it accordingly.

The following closeout statements in the “Comments” field (Figure 33). Additional comments may be
added, if necessary. If the remarks are modified, you must modify them in ARIS as well.

1) This amendment officially closes the agreement, which has reached its termination date.
2) Final Payment has been received by the sponsor.
3) All other terms and conditions remain unchanged.

= [f the termination date was updated in ARIS, add the following statement to the closeout comments:
“Revised the termination date from mm/dd/yyyy to mm/dd/yyyy to close the project early due to

completion.”

= If funding changes have occurred, add the following statement to the closeout remarks: “This
amendment reduces the FY xxxx funding by $(enter amount).”

Note: The system automatically enters the new amendment number in the Work record (Figure 33).

= Save the record.
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Note: The system automatically clears all of the selections on the “Payment/Report” tab and the
“Provisions” tab except “Comments” on the “Provisions” tab (Figure 34).
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Figure 34 — Payment/Report tab and Provisions tab
= Save the record.

= Exit AIMS.
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The Incoming Agreements Records list screen will be displayed.
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Printing

»  From the Incoming Agreements screen, highlight the project that you want to print.
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Figure 35 - Print Options - AIMS

= Select “Prints” from the Menu bar and “AIMS Agreement Information” from the drop down menu
and then select “REE-451 with Comments” to print the necessary AIMS information (Figure 35).

The REE-451 will display as a PDF file. B
= Select “File” and “Print” from the drop down menu or select the Printer Icon £ from the Tool Bar.

= Click “OK” and the PDF file will print.

= (Close the PDF file.

The Incoming Agreements Records list screen will be displayed.
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Approving the Record for Closeout

= Select the “Signatures” tab.
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Figure 36 - Signatures tab

= Approve the record — enter your signature code or name, verify the date, and click the “Approve” box
(Figure 36).

If applicable, remarks can be entered by clicking the “Remarks” notepad icon. A text box will be
displayed to add remarks (optional).

= Save the record.
The record is now fully executed.

The ADO will distribute the appropriate closeout records to the Cooperator/Recipient, NFC, ABFO,
ADODR, AO, and the Area PA.

Note: If funding changes have occurred, the record will go to BPMS for concurrence and will then
appear in the active file.
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Appendix 1: Instructions on How to Amend the Project to Expired Status
The ARIS Project must be expired before the Agreement can be closed in ARIS/AIMS. If the Project is
still active but the period of the agreement has expired and will not be extended, you must update the

status of the Project with a correction amendment prior to processing the close-out amendment.

Creating a Work Record - Correction

=  From the Research Documentation/Extramural Agreements screen, select “Active” and
“416/417/Agreements/421” from the Menu Bar.

The query screen will be displayed.

= Enter the project number, accession number, or agreement number to find the project, and select
“Query” and “Execute” from the Menu bar or press “Enter.”

The project will be displayed on the 416/417 Active Projects list screen.

= Jf Status is “Active,” select “Action” and “Create Work Record — Correction” from the Menu Bar.
The system will state “Marked Record Processing is Complete”

= (Click “OK” and the Work record will be created.

Exit Active.

The Research Documentation/Extramural Agreements screen will be displayed.

Amending the Work Record

= Select “Work™ and “416/417/Agreements.”
The 416/417 Records list screen will be displayed.

= Mark the box to the left of the project that requires the correction amendment or query the project
number, accession number, or agreement number to find the project.

= Select the “Project Info” tab.

= Select “Expired” from the “Status” drop down menu.

= Save the record.

= Select the “Signature” tab and approve the record.

= Save the record.

The project will move to “Status” until the overnight approval process occurs. Once completed, the

project can be found in the “Active” file and will be available to be closed according to the Sections A
and B of the ARIS/AIMS Closeout Instructions for Extramural Agreements (Page 11).
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September 2009
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HHS/PMS Closeout Instructions

Once the ADO has determined that an agreement can be closed in HHS/PMS the ADO will provide a
copy of the closeout amendment (REE-451) from ARIS/AIMS to the appropriate Area employee
responsible for maintaining the HHS/PMS.

The ADO or the responsible person for HHS/PMS should check the accounting system to ensure that the
agreement information matches the closeout information and prints the screen for the official file.

Closing an agreement in HHS/PMS is a 2-step On-Line Authorization process. A user can have both on-
line authorization capability and approve on-line authorization capability; however, the user who enters
an on-line authorization cannot approve the same on-line authorization.

User #1:

Logs onto HHS/PMS

Prints FCO/E Report

Click on Authorization menu option

Click on On-Line Authorization

Fills in the blanks on the On-Line Authorization form
Clicks Submit

User #2:

Logs onto HHS/PMS

Click on Authorization menu option

Click on On-Line Authorization Approval

Click button to the left of the authorization transaction to approve
Click Select

Review on-line authorization for correctness

Click on Approve or Disapprove

The following 4 sections outline the agreements closeout procedures in HHS/PMS.

A. How to Logon t0 HHS......coiiiiee ettt ettt et e aa e s e e enneeenes 49
B. How to Print FCOE/REPOTL.......ccuiiiiiiiiiiieiiiieeteetee sttt 52
C. How to Enter On-Line Authorizations...........ccccueiiiiiirieiiii e 56
D. How to Approve Online AuthOriZatiONS..........c.ccvverieirierieiieiriereeeeereeresresereeseseesseesaeenes 62
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Section A
How to Logon to HHS

Go to the HHS Division of Payment Management Web site: http://www.dpm.psc.gov/

3 Division of Payment Management - Microsofl Inlernel Explorer

Fle bdt Ve  Favortes  lools  Help ﬂ'
1 \ Al A A eI ¢
Q- O [l @ 6] P drroees @3- & B+ [
Address @htt;;”www,dprr,psc,govll' V| G lns ¥
A
United States, Departiient of oy 2 Cllck
Health - Human Services Here
'} Program Suppart Center
Fingncial Manag:ment Service
Division of Payment Management  Fayment Waragament system - SmartLinklectronic 22
About Us
fiwarding Agency Info
Contacts Welcome to the Division of Payment Management web site!
L Gov
FARS/FAGA For Help Desk assistance, please click here
Grant Recipient Info For Passward resats nr requests, please lick hers
Grants.goy
Help
Job Opportunities Wa'ra Ioukirg forward to recaiving your commants in our survays and your amails to us and
the opportunity to bedter serve youl
News & Events
Trzining In an effort 1o review our performance standards and services we provide, pleaze visit the
En Espafiol Program Support Center web site by dicking here,
New and Improved Feature! Spanish Translation - For Genaral Instructions for PSC272
Repart and Rales & Respansibiities, please click here,
Budit Confirmation information - please dick here, —
DUNS number reyuirement infurmalion - pledse dick here,
272 reporting due dates information - please click here!
A SUPPOp., v
@ D Intermet

e Click on the “Payment Management System” link at the top, center of the page.
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n of Payment Management - Microsoft Internet Explorer

File Edit ‘“iew Favorites

Tools  Help ar

Address ‘@ http:f fvvow . dpm. psc.govfaccess_pmsfsystem_skatus, aspx

v Go | Links
~
Ussited Stettes, Department of :
Health - Human Services
ﬁ Program Support Center
Financial Management Service
DIVISIO!‘I of Payment Management Payment M System-SmartLink -Electronic 272
EY TS DPM Secure Systems Login Links Click
Awarding Agency Info
Contacts Here
E-Gov Please select your desired service:
FARS/FAGA tren
B A : atus
EFEn(E (IEipisni? (i Service 3s of 7/24/2008 9:37:45 AM EDT
Grants.gov
Help s SmartLink Payment Request Available
Job Opportunities ®* Payment Management Syste Available
MNews & Events ® Electronic 272 Reporting Available
Training
(o0 Cepprenivel] THIZ IS A U2, GOVERMMENT SYSTEM AMD IS FOR THE USE OF
AUTHORIZED USERS ONLY. INDIVIDUALS USING THIS COMPUTER
SYSTEM WITHOUT AUTHORITY OR 1M EXCESS OF THEIR AUTHORITY, ARE
SUBJECT TO HAMIMNG ALL OF THEIR ACTIVITIES ON THIS SYSTEM
MOMITORED AMD RECORDED BY SYSTEMS PERSONMEL. L |
IN THE COURSE OF MONITORIMG INDIVIDUALS IMPROPERLY USING THIS
SYSTEM, OR IN THE COURSE OF SYSTEM MAINTENANCE, THE ACTIVITIES
OF AUTHORIZED USERS MAY ALSO BE MOMITORED.
ANTONE USING THIS SYSTEM EXPRESSLY COMSENTS TO SUCH
MOMITORING AMD IS ADWISED THAT IF SUCH MONITORIMNG REVEALS
POSSIBLE EVIDENCE OF CRIMINAL ACTIVITY, SYSTEM PERSCONNEL MAY
PROVMIDE THE EVIDEMCE OF SUCH MONITORIMNG TO LAW ENFORCEMENT
CFFICIALS,
MNOTICE: U.S. Government Computer, Unauthorized Use Prohibited by Title
18, U.5.C. v
&) B Internet

e Click on the “Payment Management System” link.

Qux- ©  |x |@ &

Address ‘SEJ hittp: f fuwes, dpm.psc. govfaccess_pmsgsystemn_status. aspx

_/ Unired Stares, Departmient of ._
Health  Human Services

;__j Search ‘w;_\?Favorites {f} f

Program Support Center
Financial Management Service

Division of Payment Management

=SmartLink =Electronic 272

About s DPM Secure
Awrarding Aigency Info

Contacts

E-Guw Please selact your desir
FARS/FAGA

Grant Recipient Info

Hayment Management System

Service

Grants.qov

Help

Job Opportunitics
Newes & Evenls
Iraining

« SmartLink Paym
* Payment Manag

s Electronic 27z R

8 AM EDT

User naine: =] ~]|

Passwnrd: [ |

[Iremember my password

En EsDanDI THIS IS A U.5
AUTHORIZED
SYSTEM WITH
SUBJECT TO
MONITORED

R

D RECCURDED BT = T=TEMm

FER S MEL,

IN THE COURSE OF MONITORING INDIVIDUALS IMPROPERLYT USING THIS
SYETEM, CR IM THE COURSE OF SYETEM MAINTEMNAMNCE, THE ACTIVITIES
OF AUTHORIZED USERS MAY ALSO BE MONITORED.

ANYOME USIMNG THIS SYSTEM EXPRESSLY COMSENTS TO SUCH
MONITORING AMND IS ADWISED THAT IF SUCH MOMITORING REVEALS
PUOSSIBLE EVIDENCE OF CHIMINAL SCTIVIITY, ST5 TEM PERSONMNEL MAT

FROVIDE TIEC CVIDENGCE OF SUCTH MONITORING T LAW CNMORCEMENT
OFFICIALS

NOTTICF: 115, (Grvernment Coampooter. Hinantharized Hse Prohibited by Title
18, U.S.C.

e Enter your Username and Password into space provided in the Login Box.
e C(Click “OK.”
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2 https:/fpmssecure. dpm. psc.gov/pls/pmsprod/pms. home - Microsoft Internet Explorer

File  Edit  Wiew Favorites Tools  Help

P Back - L E @ (h ) search \;"\?Favnntes 8 = :\ﬁ = - )i
Farward]

o

Address |@ https:ipmssecure.dpm. psc.gov/plsipmsprodfpms. home

Health and Hunan Services
Payment Management System

Stmgly Aecomtmrend Dowmlozding
Lartuest Vieraree uf Srumawe (Gifvh Aboue]

v Go | Lirks >

24

[ Click Here for Access to the Payment Management System

Your Password expiresin 60 days
- Affer enfering PMS by clicking en the bar above,
Use My UYser lnfo 2f fhe boffonr of the meny fo Charge Fassword

Iessages fom DPRL

Click
Here

L Formore mfo‘m\ahon about this Wébsue L
Zall the Help Desk at (301) 443-4854, or Send E-Mail to mnfo@pse. gow

2 B Internet

e Click on the “Click Here for Access to the Payment Management System” access bar.

You are now logged on to HHS/PMS.
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Section B
How to Print FCOE/Report

‘A https:/Ipmssecure. dpm. psc.govipls/pmsprod/pms_start. pms_frame_set - Microsoft Internet Explorer

File W0 Yiew Favorites  Tools  Help .'h.

Qe+ - @ |ﬂ @ L:l /,-?‘SEarch “:‘:‘)‘Favnrltes &) - g;_. LJE

address | @] hitps:pmssecure. dpm.psc. goviplsfpmsprodfpms_start.pms_Frame_set

The Pauyment
Management Sysitem

The Division of Payment Management

Links - >

= =

PAYMENT

MANAGEMENT
SYSTEM

Production
2.6.17 %
User: WFL1KLH
THU 07:24/2008

Click
Here

¥ Collapse Al

P Expand Al

b Inquiry

P Reports

P Authorization
My User Info

The Division of Payment Management is within the
Financial Management Service of the
Program Support Center of the
U. S. Department of Health and Human Services

&] Done 2 @ mnternet

e Click the “Inquiry” link on the side bar, and an expanded list of inquiries will appear beneath the
link.

3 hitps:[pmssecure. dpm. psc.goviplsipmspradfpms_start.pms_frame_set - Micrasoft Internet Explorer

File Edit View Faworites Tools  Help

Q= - © - ¥ & €| Oseaen

Spravoes €| (- L B _J i

acdress | ] hitps: fjpmssecure. dpm. psc. gov/pls/pmsprodfpms_start.pms_frame_set

SIS ES

Links

PAYMENT

Seraen Help

User: WFL1KLH
1HU 0772472008

¥ Collapse Al
P Expand Al

inguiry
Adhoc Inquiry
Stored Inquiries
P Stored Parameters
P Expanded Inquiries
Deleted Grants Inquirny
View Payment Comments
P Reports
P Authorization
My User Info

Click
Here

Inquins Type

EMENT .
SYSTEM Payment Management System Inquiry
Producti
roz-ﬁu-17|0n Select only one Inquiry Tvpe

(ACC) - Bank Account Information
(ALITHTC) - Autharization Transactions

(BK) - Bank Name Information

(BRIEF} - Brief Account Infarmation

(CARY) - Organization Characteristics and Address
(CAR-E] - Organization Characteristics Extended
{CHG-4DV) - Charging Transactions

(DET) - Disbursemant Transactions

{DOCE) - Document Summary Extended

(AUTHTC-E) - Authorization Transactions Extended

(DCLE) - Document Data Displayed on 272 Report
(DOC] - Document Summary of Auth, Dish & Charged-Acy Amounts

s
Al

Cancel

] Click to expand nested items

e Click on “Adhoc Inquiry” to be prompted to this screen.
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2 https://pmssecure. dpm. psc.gov/pls/pmsprod/pms_start. pms_frame_set - Microsoft Internet Explorer

File Edit View Favorites Tools  Help f,

eﬁack - &) \ﬂ \g h /..77 Search \:“’Favuntes {3 < - :4 zi

Address \g‘l https: fpmssecure, dpm. psc. gov/pls/pmsprod/pms_start. prms_frame_set V‘ Go Links **
PAYMENT e

MANAGEMENT Payment Management System Inquiry

SYSTEM
Production Select only one Inquiry Type
User:z\'ﬁi:‘lf,l KLH 3 (DBET) - Dishursement Transactions ~
ERI 07/25/2008 (DCL-E) - Document Data Displayed on 272 Report
3 g : (DO - Document Summary of Auth, Dish & Charged-Ady Amounts
- 5 (DOC-E) - Document Summary Extended
LCollgpse A (DOC-MN) - Document Summarny Account Totals
4 Expand All Inauiry Type: (FCO) - Document Data wy FCO Segments

;FCO E) - Document Data w/ FCO Segments Extended —

Wi [FCT) - Summary Diata for FY/CAN
et ip {F1) - Partial EIN or PIN Search Provides Full EIN
adee nquiny i (FIN) - Account Financial Data Summary
Stored Inquiries (FIN-E) - Account Financial Data Surnmary - Extended

P Stored Pa {1 10LD) -1 lald File Gtatus Sl

P Expanded Inguiries
Deleted Grants Ing! g‘
View Payment Co nts

4 Reports Chck
P Authorization’ 2
My Usar Info Here

&) Click to expand nested items 3 & Internet

e Scroll down on the “Inquiry Type” list and select “(FCO-E) - Document Data w/ FCO Segments
Extended,” then click “Continue.”

soft Internet Explorer

File Edit Wisw Favorites Tools  Help .','
eBack A <> | |ﬂ @ _.l\| /..7\’ Search \:1‘3’ Favorites {‘2 3~ :; ﬁ
fiddress @] https: [jpmssecure.dpm. psc.govpls/pmsprodjpms _start. pms_frame_set v B | unks >
~
PAYMENT Serasn Halp

MANAGEMENT

SYSTEM Payment Management System Inquiry

Pr;flﬁlf;:;inn 4 Store Inquing: () no () res
User: WFL1KLH o | |
THU 0/ 2472008 Inquiry Type:(FCIO-E) Document Data wf FCO Segments Extended
Collapse Al Fun Inquiry Cancel|
iy ( Cance! ]

Enter only OMNE of these parameters

My Stored Fayees|

Adhoc Inquiry =5y
Stored Inquiries or Other User's: | (Mot Stored)
of User ID: ‘

P Stored Parameters

P Expanded lnqu S of Payee Aoct: or FIN:

Deleted Grants Inquiny LS

View Payment Comments EIN
¢ Reports > Organization Hame |
P Authorization 2
My User Info Subaccount |Trar\s Code:‘ |
[] Unschedulad Paymants Qnly [ Pending Payments Onky

Enter only OMNE of these parameters

My Stored Grants] s

L Gl Users,

of User ID
_— — v

&] Click to expand nested items ) & Tnkernet

e The FCO-E Inquiry search screen will appear.
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et - Microsoft Internet Ex

File Edit Miew Favorites Tools Help

A = M . =Y -

Qo - - [X] [B] €0 O sewren Flrrmones € (-
address | ] https:/fpmssecure .dpm.pse.goviplsfomsprodpms_start.pms_frame_set v | B o Links >
or Fayee Acct orPINl ~

. PAYMENT
MANAGEMENT =
SYSTEM Organization Name |

i s rimite
| J | |

[ unscheduled Payments aniy [ Pending Payments oniy

Production
2617
User: WFL1KLH
THU 07/24:2008

Enter only ONE of these parameters

By Starsd Grants
-
> Collapse All ar Other Usars: | (Mot Stored)
Lupand Al of User 1D |
Inquiry [ - E—
i or New Ageney ID:] ‘orDId Agancy Coder| ‘oer D |

Adhoc Inquiry
Stored Ing es
P Stored Parameters
P Expanded nquiries
Deleted Grants Inquiry
View Payment Comments
» Reports
P Au

_ T
L P

Here
] ey

can| | cooumentsmaws| |

[ pisbured > Authorized [ charged > Authorized

Click
Here

Funncury [ ]

= B Irternet

or G rant Amard]

My User Info

Postad Date Rangs

Fequest Date Range

Faid Date Range

&

] Click to expand nested items

Scroll down to the 4" section. In the “or Grant Award” box, enter the grant/agreement ID number
(without hyphens) i.e., 5853485760.
Click “Run Inquiry.”

2 https://pmssecure. dpm. psc.gov/plsfpmsprod/pms_start
Edit

et - Microsoft Internet Explorer

File

@ Back - >

Help o

iﬂ @ ;;‘| /,_'3 Search ) FFavarites £} [ ¢

Vigw  Favorites  Tools

=

address |&] https: {fpmssecure.dpm. psc. govjpls/pmsprodjpms_start. pms_frame_sst Go  Links
INQUIRY: Document Dats w/ FCO Segmwents Extended DATE: 07/24/2008 TIME: 10:55:33 AN %
PAYMENT %% SEARCH PARAMFEFTERS FEf Xttt it f A r A AT AT R TR T AT AT RTRLRT
MANAGEMENT GRANT AWARD: 5853485760
sYsTEM R e
FROOT**® *DIN® *#43EIN##4%% 53 +a[UNS*#4%% T2+ 4t2+40rganization Nameftstesss
F‘mﬂumion SM27P SMa7? 1516010045A6 625447982 MONTANAL STATE UNIVERSITY
2.6.17 HHS-REG: 08 STATE: MT PMT: ACH STOP: N MAN-REV: N 272: File GROUP: F84 USER: VNESEVL
Lllilelju\?zli‘lzﬁh: AGYE RERTICRANT DOCEFRTRT *FFEQUTHORIZEDT* %% *%**DISBURSEDT#%% *3 %3 *CHGZ—ADVFF*%% *RPT DISET
h #%*CANCELED AUTH+#% +##%CANCELED DISE+*+# ###*CANCELED CHG#*
e AEEEREINH 5% #+D0C FUTURE AUTH* #+%DOC SNAP DISE++* #+%DOC SNAP CHRGH*
Collapse All FEERFCOREREFE AL #+%FCO AUTHORIZED#% #+%FCQ DISEURSED#+ ###*FCO CHG-ADV#+#% #SUB LCCTH
] F.gg:md_ A1 **EFBEGHHE FEFENDFF #*FCm FUTURE AUTH* *+FrC0 SMAP DISE+* *+FC0 SNAD CHRSH®
X 5553455760 11,700.00 11,700.00 11,700.00 0673072007
¥ Inquiry = e no
Adhoe Inquir 151601004546 .00 11,700.00 11,700.00
Adhoc Inquiry
; Z005-XAWPS01-4521 11, 700.00 11, 700.00 11, 700.00 S3485760
Stored Inquirles 08/25/05 07/31/07 .00 11,700.00 11,700.00
P Stored Parameters
P Expanded inquiries #+D0C AUTHORIZED#% #+%+#DOC DISBURSED®+ ##%DOC CHG-ADW##+%
Deloted Grans Ingu #%D0C CANCEL AUTH* #DAC CANCEL DISB#% ##00C CANCEL CHE*
= **DOC FUTURE AUTH* ***DOC ZNAP DISE** ***DOC 3INAP CHRG**
View Payment Commen **FCO AUTHORIZED** ***FCO DISBURSED®® *#*FCO CHG-ADV***+
’ Reports . **FCO FUTURE ATUTH* ***FCO SNAP DIZE** ***FCO SHNAP CHRG**
Authorization TOTAL: 11, 700.00 11, 700.00 11, 700.00
My User Info -00 0o -0o0
.00 11,700.00 11,700.00
11,700.00 11,700.00 11,700.00 —
.oo 11, 700.00 11, 700.00 HITS:
OPEN & CLOSED: 1,452,343.00 1,287,767.75 1,364,272.43 CT:
OPEN: 1,213,865.56 1,049,290.31 1,125,794.99 CT:
CLOZED: 238, 477.44 238,477.44 238, 477.44 CT:
A
< | & | E
&] Click ko expand nested items 2| @ nternet

The FCO-E table for the specified grant/agreement will appear.

Change the print layout to “Landscape” and print the FCO-E report for the file and to refer back
to during the closeout process.
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Sample FCO-E Report

—

a hitps://pmssecure, dpm. psc.gov/pls/pmsprodipms_start.pms_frame_set - Microsoft Internet Explorer [‘._

Fie Edit View Favorites Todls  Help "}l

@Back é _) \ﬂ @ _ﬂ f,55earch \EJ\-{FMHES {{3 T# & _|ﬁ

fiddress i@https:Hpmssecure.dpm.psc.gw,fplsfpmsprodfpms_start.pms_frame_set v! Ga Links

| INQUIRY: Docuent Data w/ FCO Jecments Extended DATE: OF TINE: 12:13:40 PX i

t1+ SEAACH PARAMETERS tHttfttfattatatttnttaatsassasatans \ .
GRANT AWARD: 5854302302 2

nnnnnnnHnnnnhnnnn FEARET ARSI AASIAESY

FUOCTHE CPNE FRETEIEeAt THSTH68 8T8 54410rganization Named teseese
6J28P  8J28 829773554 KAN3L3 3TATE UNIVERSITY
HES-REG: 07 STATE: K5 PNT: ACH 3TOP: N MAN-REV: N 272: File GROUP: F84 USER: VNESEVL

LGY# t4E4GRANT DOCH##¥4t  t4tt)THORIZED®#++ #%tsDISEURSEDt++% 43 +sCHG-ADY+24% sRPT DISE+ RS D3
tHACANCELED AUTH®® ##CANCELED DISE®® #t#CANCELED CHGtt
tErtpIterses 1aDOC FUTURE AUTH® #DOC SHAP DISBt® #:DOC SHAP CHRGH RI CT
ERFCOTRERERERES +1FCO AUTHORIZED#* #4FCO DISBURSED## ###FC0 CHG-ADV#t+ #3UB ACCTH Fs
tTEEEGHT THIEDT +1FCO FUTURE AUTH? ##FCO SNAP DISE®* #%FCO SHAP CHRGY®
% 5654302302 119,807.00 119,807.00 119,807.00 06/30/2007 I 0
' 5,535.00 5, 535,00 5, 535.00
148077175147 .00 119,807.00 119,807.00 N4
2002-xaP201-HE0 5,535.00 5, 535,00 5,535.00 54302302 0
02/01/02 017314 .00 5, 535,00 5, 535.00
2002-XANP293-4521 60,300.00 60, 300,00 60,300.00 54302302 0
02/01/02 01/31/04 .00 60,300,00 60,300.00
2003-XANP301-4521 5,000.00 5, 000,00 5,000.00 54302302 KEY
02/01/02 05/31/05 .00 5, 000,00 5,000.00 : - :
48,972.00 48,972.00 48,972.00 54302302 ¢ 1: Issue Date :
.00 48,372,100 48,972.00 ¢ 2: Award Number :
¢ 3:EIN :
:  4: Object Class .
\ #4D0C LUTHORIZED®* t#3D0C DISBURSED®® t%400C CHG-ADVrtt S 5. CAN 2
#4000 CANCEL AUTH# *DOC CANCEL DISE*+ t4D0C CANCEL CHG¥t : !
#400C FUTURE AUTH? *#D0C SHAP DISE*® t%#00C SHAP CHRGY® : :
8 #4FCO AUTHORIZED®* +#3FCO DISBURSED®® t#4FCO CHG-ADVH¥t : 7: Budget Start :
6 #FCO FUTURE AUTH? *#FCO SHAP DISE*® t%#FCO SHAP CHRGY® : Date :
TiL: 119,807.00 119,807.00 119,807.00 : :
5, 535,00 5, 535,00 5,535.00 : :
o weanm o wEne G
118,607.00 118,607.00 118,807.00
.00 119,807.00 119,807.00  HITS: 1 p
@jtlicktuexpandnested iterms é © Intermet
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Section C
How to Enter On-Line Authorizations

Closing an agreement in HHS is done on the same screen that is used to open or amend a
grant/agreement. To close a grant/agreement you must close it using the On-Line Authorization.

2 https:Hpmssecure. dpm. psc.goviplsipmsprod/pms_start, pms_frame_set - Microsoft Internet Explorer

Fle Edt Wew Favortes Took  Help i
@Back ' ﬂ \j F6) Search '\”nL"Favorites A Q. A B 1 ﬁ
J ¥ U/ W @ = L
Airlress ‘@https‘Hpmssecure.dpm.p;c.gow'pl;,l'pm;prod,fpm;_;tart.pm;_Frarne_set v‘ ks ?
A

INQUIRT: Docuwent Data w/ FCO Sequents Extended DATE: 07/24/2008 TIME: 10:55:33 il

-~ PAYMENT
%% SEARCH PARANETERS #osssdsaiassdnasaasahasadsahasssss

MANAGEMENT GRANT AUARD: E2E2435760

SYSTEM I AL

FRCCTHE SPINT asssfI#esas shasaD3assss srevaasirganization Napersasenss

e BMZ7P  8M27 151601004546 625447932 NONTANL STATE MHIVERSITY
Production

2617 HHS-REG: 08 STATE: NT PNT: ACH 5TOP: N MAN-REV: N 272: File GROUP: F34 USER: VNESEVL
g;ﬂ;;f;;;ﬁt;l AGY® weEisGRANT DOCw#ssss  wwdsj[THORIZED##%+ #%#sQI3RURSED## %% #¥ %% #(HG-ADY#w¥%% sRPT DISE* |
#%FCANCELED AUTH## ##CANCELED DISE## ##3CANCELED CHG#+
. Ap AT bbb #4DOC TUTURE AUTH* #4DOC SINAP DISE** #+DOC GHAP CHRG* |
CU_”af&AH FRRTFCOSFRERRAREY #*FCO AUTHORIZED** #*FCO DISBURSED®* #¥+FCO CHG-ADV¥#+ *3UB ACCT?
PEKQaﬂdAﬂ #RFREGEE FERENDEE #*FCO FUTURE AUTH® #*FCO SWAP DISE** *¥FCO SNAP CHRGH+
I 5833485700 11,700.00 11,700.00 11,700.00 08/30/2007
: .o .o .o
}LI_:IL(:':S 1581601004546 .00 11,700.00 11,700.00
: 2005-ZaUP501-4521 11,700.00 11,700.00 11,700.00 53485760
08/25/05 07/31/07 .00 11,700.00 11,700.00

On-Line Authorizatior #D0C AUTHORIZED*+ #¥¥DOC DISBURSED®* #%3DQC CHG-ADV##%%

Phiiect Exebatiohe Click #D0C CANCEL AUTH® *DOC CANCEL DISEST DO CANCEL CHo#s
OnLine Authofization A Here #3Q0OC FUTURE AUTHT #%%D0OC 3NAP DISE®® #%%DOC SNAP CHRGF®
FFFCO AUTHORIZED®T #%%FCO DISBURZED®® #%%FCO CHG-ADYTwws
My lser Infa *rFCO FUTURE AUTHT *YYFCO SNAP DISET™ *roFCO SNMAP CHRGTT
TOTAL: 11,700.00 11,700.00 11,700.00
.o .o .o
.o 11,700.00 11,700.00
11,700.00 11,700.00 11,700.00 =
.an 11,700.00 11,700.00 HITS:
OPEN & CLOSED: 1,452,343.00 1,287,767.75 1,364,272.43 CT:
OPEN: 1,213,865.56 1,049,290.51 1,125,794.99 (T
CLOAED: 238,477, 44 238,477, 44 238,477, 44 i
¥
¢ - | o
féjdickto collanse nested items é & Internet

e Click “Authorization” on the left-hand sidebar. Four authorization options will appear below it.
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Fle Edt Yiew Favarites Tools Help

Qu- O HEAG Pooform @ 2-5 8 UM

¢ Click on “On-Line Authorization.” The system redirects to the On-Line Authorization screen.
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e Complete the following information on the “On-Line Authorization” form using the information
on the Document Data w/FCO Segments Report printed previously. (See sample Document Data
w/FCO Report on Page 53 of these instructions.)

o Issue Date: Date you are doing the close-out. (See #1)
o Award Number: Grant/Agreement number with no dashes. (See #2)

o Document Reference: Will always be “ARS”

o Fiscal Year: Most current fiscal year (if multiple). Closing only one FY will close the
whole grant (See #8)

o Awarding Agency ID: “FAGAXA?” with the (?) representing the unique alpha letter for
your Area, i.e. “FAGAXAW”

o Old Agency Code: Leave blank
o CAN: 4 digit alphanumeric funding code or source (appropriation) assigned by ARS the
awarding agency; Common Accounting Number; also referred to as Internal Org Code.

(See #5)

o Object Class: 4 digit alphanumeric Object Classification code assigned by the ARS
awarding agency; it is a further breakdown of funding under a CAN. (See #4)

o Transaction Code: "050" for initial, amendment or follow-on transactions "059" to close
a grant/agreement, ARS does not use 055 or 056. To close an agreement, the code is

always “059.”

o Reverse Code: Usually “1- Normal,” but if the authority of the grant is being reduced at
the same time it is being closed, use “2- Reverse.”

o Modifier Code: "3" for initial obligation "5" for follow-on transactions or amendments.
Always use “5” when closing.

o Budget Start Date: Date that appears on the FY you are closing

o Budget End Date: Last date the agreement was extended to. (See #6)

o EIN: Must be exactly as it appears on the FCO-E print-out {12 digits}. (See #3)

o DUNS: Leave blank.

o Incremental Amount: Leave blank if the authority of the grant is not being reduced.
o Special Report Code: No

o Federal Government: No
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2 https:/fpmssecure, dpm.psc.gov/plsipmsprod/pms._start.pms_frame_set - Microsoft Internet Explorer
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eBaEk - e b B 0‘,@5%% ﬁFavGr&es 9‘ @- & ' - D ﬂ

ﬁﬂd?&55|ahtt Mpmssecure, dpm psc.govipls/prsprodipms_start, pras_frame_set I ..Gﬁ.  Links

o4ea0s | S nasaan2a0 !

2003 FAGAXAN

212002 Budge
148077175147

e Print the screen before clicking “Submit.” All of the information entered to this point will be
saved.

e Click Submit.
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viplsipmsprodipms_start.pms_frar net Explorer

File Edit View Favorites Tools  Help |.
Qe - @ - | Do oo @ 2-00 @ @
fddress | @] https: reasear4] dom, pac, govipls/pmsprod pms_start, pms_frame_sek | By | Links

e [fall information was entered correctly, a screen verifying the completion will appear.

60



e [f there are problems with the data entered, you will receive a list of error messages that you can
scroll down to read. At this point you may:

A hitps://pmssecure. dpm. psc.gov/pls/ipms prod/pms_start. pms_frame_set - Microsoft Internet Explorer,

Fle Edt  view Favorites  Tools  Help

i 2 = r -~ T
e Back ~ () \ﬂ @ {0 | J) search ¢ Favorites &« 2 & QJ iﬂ
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L
- PAYMENT | rrocetues e
MANAGEMENT g2l . o
: @p |z oo ooen On-Line Authorization (7]
SYSTEM 3-Double Click Name
Production Issug Auard Documsn
2.6.17 Date'ln?’f24;2DDB | Numher|58543|]23n2 | Reterancel 05 |
"~ User: WFL1KLH #
- FRI08/01/2008 » -
Fiscal
& : 5t TR Aoy FAGAAN OR  recnad v |
Collapse-All * L Eoiles
Object
P Expand a1l caN: P30S Clas=] 4521
g uiry :
i 4 T ot R Modifi
b Repouss i TGO tamat O ereress s v
Authorization
0'“_ G Au(hOliZ'ﬂiC;ll Dudast Otadt Dates 02/01,/2002 Dudgs=t Cnd Cate:{ 01/01/2007
Correct Exceptions - EIN{ 148077175147 DuNs] \ [ |
. On.line Authorization Approval R Ammmt_
My UUser Info
£ Special Report Code: (3) ng () ves Federal Gevernment: (2) ves () Mo
Errar Massages:
T L record does not exist for Award Number as entered.
Check Modifier Code, FY, 0l1d Agency Code, CAN, Object
Class and EIN.
Ci ct Delet i |
_ v .
&1 No Further items 2 @ Internet

e Correct the problems and click “Correct” until all of the problems have been corrected and the
transaction is accepted. The verification screen will then appear.

e Click “Cancel” to exit the transaction temporarily. As long as you have clicked “Submit” at least
once before cancelling, your information will be saved and can be retrieved later to complete the

transaction using the Correct Exception menu option.

If the transaction was completed the Authorization is awaiting approval. Approving an on-line
authorization is accomplished using the On-Line Authorization Approval function of the PMS.

Once the on-line transaction is completed, to totally complete closing out the grant/agreement, the
approving official must approve the transaction on-line.
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Section D
How to Approve Online Authorizations

To approve authorizations entered into the system through the On-Line Authorization feature of the
HHS/PMS, you must do the following:

Go to the HHS Division of Payment Management Web site: http://www.dpm.psc.gov/

R hiips://pmssec

pm. pac.gov/pla/pmaprod/pms_start. pms._frame._set - Microsoft Internet Explorer =1
Fle  Edb  View Favortes Tools  Hel
Qe - O [x] (A & | o 3k - B
acldress [ https://omesecurs dom.pac aovipls/omsnrodipma_stark.pms_Frame_sek M= e
Coogle (Gl ~ | Go 4 5 Ef v | ¥ Bookmerksw [ 21 blocked | 4 Check w w foiolinl v AL [ Serd bow (b Settings~ | S8y -
PAYMENT 'I'n P
MANAGEMENT e ragmen
e M I Syste
anagement System
W The Division of Payment Management
User: WFLTKT .
T st a o0 Click
-
Callspes All
P Expand Al Here
P lnauine
P Bapons
P Regisuwarion
P Authosizatio
My Usar lnfo
el e oDPwV PSEe 41
The Division of Payment Management is within the
Financial Management Service of the
Program Support Center of the
U. S. Department of Health and Human Services
4] Click to expand nestad tems 2 & internet
72 srart i = mn L e @Y S OESiean

e Click “Authorization” on the left-hand sidebar. Four authorization options will appear below it.

2 https:/fpmssecure.dpm.psc.gov/pls/pmsprodfpms_start. pms_frame_set - Microsoft Internet Explorer E||E|E\
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Production
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Collapse All .
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P inc uiry Here
’_Repons 34

k Registration
¥ Authorization

Batch Balancing DPM
On-Line Authorization

. Correct Exceptions .
On-Line Authorization Approval /

. Authorization Batch The Division of Payment Management is within the
Iy User info Financial Management Service of the

- - Program Support Center of the
U. S. Department of Health and Human Services

&] Click to collapse nested items 2 & Internst
‘4 start WY Closecutinstructions ... 2} hktps: ecure. dp. .. 2 oEal g 37 @) e GEoiio A

¢ Click “On-Line Authorization Approval” on the left-hand sidebar. Selecting this option will
present a list of authorizations to approve.
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e Click the agreement you want to approve.
e  Click the select button.

o The On-Line Authorization, as entered in its entirety, will display. Review the

authorization transaction. The Approver cannot change any data; all the fields are
protected. If the transaction can be processed then Approve the transaction.
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Review the information associated with the authorization. At this point you may:

o Click “Approve” to approve the authorization. You will be presented with a screen
confirming the transaction is complete.
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e To perform the same transaction click on
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the “Repeat Same Transaction Type,” otherwise choose
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o Click “Reject” to reject the authorization. You will be presented with a screen
confirming the rejection which will permanently delete the authorization record, or click
Cancel Delete.” To perform the same transaction “click” on “Repeat Same Transaction
Type,” or choose a new transaction from the system menu.

* TO REJECT THE AUTHORIZATION TRANSACTION:

* The On-Line Authorization, as entered in its entirety, will display. Review the
authorization transaction. The Approver cannot change any data; all the fields
are protected. If the transaction cannot be processed then “Reject” the

transaction.

= If the transaction is deleted and it needs to be corrected and processed, then
it must be reentered using the On-Line Authorization screen.

o Click “Cancel” to take you back to the preset list of approvals.
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You may now either logout of HHS/PMS or you may perform another transaction.
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EXHIBIT 4

sarmple Deobligation Letter
USDA
—

Research, Education, and Economics
Agricultural Research Service

Date

Attention:
Name
Address (send via e-mail)

Re:  Agreement NO. XX-XXXX-X-XXX
Title
Principal Investigator

Notification of Official Closeout

Dear:

Enclosed is a fully-executed copy of Amendment No. 1 of the referenced agreement which
reduces the Federal obligation by $xxx.xx, in order to deobligate the remaining balance of

unexpended funds. This is an administrative change which does not require your
representative’s signature. Accordingly, this agreement is hereby officially closed.

If you should have any questions, please do not hesitate to contact me.
Sincerely,

NAME
Authorized Departmental Officer

Enclosure

cc: (send via e-mail)
ADODR

AO

ABFO

PA

NFC

Agreement File

O=2s

Address of Servicing ADO
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EXHIBIT 5

Sample Cleseout Lelter

USDA
2N

United States Department of Agriculture

Research, Education, and Economics
Agricultural Research Service

Date

Attention:
Name
Address (send via e-mail)

Re:  Agreement NO. XX-XXXX-X-XXX
Title
Principal Investigator

Notification of Official Closeout
Dear:

Our records indicate the referenced Agreement expired on (Enter Date). We have received all
final reports and final payment has been made. Accordingly, this agreement is hereby officially
closed.

If you should have any questions, please do not hesitate to contact me.
Sincerely,

NAME
Authorized Departmental Officer

cc: (send via e-mail)
ADODR

AO

ABFO

PA

NFC

Agreement File

J=2s

Address of Servicing ADO
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