[bookmark: _GoBack]The Controller’s Department is pleased to announce several upcoming training opportunities.  


Employee Reimbursements: Beyond the Basics:
Learning how to check the status of a reimbursement, how the electronic routing works, and how to avoid common reimbursement audit issues.
September 23, 2015, 9:00 – 11:00 a.m.
1155 ASB
Please register in AccessPlus under the Employee tab, using the UHR Training link.


Working with Accounts Payable:
Learning the processing steps for paying invoices, helping you to avoid common problems with each step, and providing tips for expediting payment.
October 21, 2015, 9:30 – 11:00 a.m.
1155 ASB
Please register in AccessPlus under the Employee tab, using the UHR Training link.


KFS Training for New Users:

A series of three 90-minute hands-on sessions will be offered for the following topics.

KFS Training - Session A
Using the KFS Interface; Using Look-up and Search features; Understanding Accounts, Sub-Accounts and Object Codes
November 5, 2015, 9:00 – 10:30 a.m.
1230 Communications Building
Please register at https://www.it.iastate.edu/events/view/255   

KFS Training - Session B
Creating KFS Vendors, Disbursement Vouchers, Simple Disbursement Vouchers, and Non-Check Disbursements
November 10, 2015, 9:00 – 10:30 a.m.
1230 Communications Building
Please register at https://www.it.iastate.edu/events/view/256 
 
KFS Training - Session C
Using the Action List, General Error Corrections, Distributions of Income and Expense, and Transfers of Funds
November 17, 2015, 9:00 – 10:30 a.m. 
1230 Communications Building
Please register at https://www.it.iastate.edu/events/view/257 

There will be upcoming announcements about KFS user group meetings, similar to those recently started for e-Data users.  The KFS user group meetings will not be hands-on, but will offer an opportunity to discuss more advanced topics and to share tips for a smoother user experience.

If you have any questions about these training events, please contact Bill Cahill at bpcahil@iastate.edu or 4-5124.    Please feel free to forward this email to others as appropriate.  If you have someone in your unit who would like to be included on the Controllers Info Network, please send their email information to Kathy Dobbs, kadobbs@iastate.edu.  Thank you!

New Report Available – Thank you to the Grants Hub!
Award Closeout Checklist
Here’s the link to the new report so you can run it on demand. 
Public Folders ‎> Custom Reports ‎> University Wide ‎> KC-Sponsored Programs Reports > Award Closeout Checklist

Diane Meyer suggested this report, and Jamy Rentschler at the Grants Hub worked with Diane and Mike Ulm to design this report to run interactively through custom reports, and it will also be attached to future Termination Notices for your convenience.  Jamy and Diane envisioned a comprehensive summary of award information to provide PIs and grant coordinators an at-a-glance view of things to review at award closeout, such as a budget summary, subcontract summary, equipment summary and whether or not title to equipment vests with the sponsor.  

This report is a new resource for Grant Coordinators and is not required to be completed or returned. 
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90 DAYS PRIOR TO AWARD END DATE:
DO Review the rate of spending to the time left on the award.

[ Consult with the I to determine if a No-Cost Extension (NCE) is needed to complete
the project. If o, complete the NCE Request Form and send it fo OSPA-

[ I the award is overspent or close to being overspent, consult with the P1 to determine what expenses
are needed to complete the project and where those expenses will be charged.

[ Review any budget categories that are overspent. Check the award guidelines to sce if 2 revised budget needs fo be sent
to the sponsor for approval. If sponsor approval s needed, please complete the Rebudget Request Form and send it to OSPA.

[ If cost share is required, review the cost share documentation to determine if cost share will be met. If
‘you anticipate that cost share may not be met, please contact your Sponsored Programs Accounfant.
30-60 DAYS PRIOR TO THE AWARD END DATE:
[ Review labor charges and payroll encumbrances on the account.
[ Confirm with the PT that the salary has been correctly charged to the project.
[ Process EPAs for anyone who has future payroll encombered on the account afier the award end date.
DO Follow vp with subrecipients.
[ Verify that all outstanding invoices have been paid
[ Confirm that the final invoice will be sent within the timeframe specified in their subaward.

[ Verify that tuition charges on the award are associated with the correct student. Ensure that upcoming
semester tuition charges will not be paid from the award.

[ Review planned expenses with the P1 to ensure all charges will be processed and posted by the award end date.
AFTER THE AWARD END DATE:

Review expenditures to ensure they are allowable, allocable, reasonable, consistent and necessary per the
terms of the agreement. Click here for a list of vnallowable costs on federal awards.

Follow up with the P1 to be sure that all pending expenses have posted.

If the account is overspent, be sure to move expenditures off of the account to bring it in line with the budget s soon
as possible. SPA will not be able to send the final invoice until total expenses are equal to or less than the budgeted amount.

‘Provide service centers with 2 new account number for recurring charges. If a recurring charge is fora
period that is beyond the award end date, the expense should be prorated.

If the award has a cost share requirement, make sure the cost share has been met
and the documentation forwarded to SPA.

o

o

o

o

o

[ Verify that all prior technical reports have been sent and follow up with the PI to verify that the final

technical report and/or any deliverables will be submitted to the sponsor by the required deadline.

o
o
o
o

Follow up with subcontractors to make sure that all prior ovstanding invoices have been paid and that
the final invoice has been seat.

If equipment was purchased on this award, verify if the ftle vests with ISU o the sponsor. If the fitle vests with
the sponsor, contact SPA to discuss equipment disposition options.

If any inventions, patents, or copyrights have resulted from this award, verify that the appropriate paperwork
has been sent to the ISU Rescarch Foundation office and ensure that SPA has been nofified.

If the award is a fixed price award, contact SPA and provide a 290 account number to have the residual balance transferred.




