
 

 
 
 
 
 
 
 
 
 
 
 

PROCEDURE TITLE:   
Sponsored Project Closeout  
 
APPLIES TO:  
All principal investigators, departmental staff, and administrative units involved in managing 
externally sponsored projects 
 
ADMINISTRATIVE AUTHORITY:  
Office of Research & Innovation (ORI) 
Sponsored Projects  
Office of the Provost and Vice President of Academic & Student Affairs 
Division of Finance & Administration 
 
APPROVED BY:  
President Koffi C. Akakpo  
 
EFFECTIVE DATE:  
June 23, 2025 
 
NEXT REVIEW DATE: 
June 23, 2027 
 

PROCEDURE STATEMENT:  
 

The timely and accurate closeout of sponsored projects is a critical institutional responsibility. This procedure 

establishes the required actions and shared responsibilities for finalizing all financial, technical, and 

administrative aspects of a sponsored award. Adherence to this procedure is mandatory to ensure compliance 

with sponsor requirements, federal regulations, and sound financial stewardship. 

 

DEFINITIONS: 
 

Award Closeout 

The process of completing all required reports, reconciling all financial transactions, and fulfilling all 

administrative obligations with a sponsored project after its period of performance has ended.  



 

 

Period of Performance 

The time during which the PI may incur obligations to carry out the work authorized under a sponsored award.  

 

Principal Investigator (PI) 

The individual with primary responsibility for the overall management and success of the sponsored project.  

 

Sponsored Project 

A research, training, public service, or other activity that receives funding from an external source through a 

grant, contract, or cooperative agreement.  

 

PROCESS: 
 
The closeout of a sponsored project is a collaborative effort. The timeline below outlines the key deadlines and 
actions required. 
 
1. 90 Days Prior to Project End Date 
The Office of Research & Innovation (ORI) will send an official notification to the PI and the relevant departmental 
administrator, reminding them of the upcoming project end date and initiating the closeout process. 
 
2. 30–60 Days After Project End Date 
The PI and their departmental administrator must complete all final project-related financial activities, including: 
 

• Ensuring all project costs have been incurred and posted to the project account. 
 

• Reconciling all expenditures and resolving any errors or unallowable charges. 
 

• Certifying that all cost-sharing commitments have been fulfilled and documented. 
 

• Finalizing all payments to subrecipients and vendors. 
 
3. Submission of Final Reports (within Sponsor Deadlines) 
All final reports must be submitted by the deadlines specified in the award agreement, which are typically 90 to 
120 days after the project end date. 
 

• Final Technical/Performance Reports: The PI is responsible for preparing and submitting these reports 
directly to the sponsor, with a copy provided to ORI. 
 

• Final Financial Report (FFR): The Division of Finance & Administration, in collaboration with ORI, is 
responsible for preparing and submitting the official FFR to the sponsor. 
 

• Invention and Property Reports: The PI, with assistance from ORI, is responsible for submitting any required 
final reports on inventions or property acquired with project funds. 

 
4. Final Award Closure 



 

Once all reports have been submitted and all financial transactions are complete, the Division of Finance & 
Administration and ORI will formally close the award in KSU’s systems and archive all records in accordance with 
the institutional record retention policy. 
 
Responsibilities 
 

• Principal Investigator (PI): Responsible for completing the scientific scope of work, submitting all required 
technical reports, ensuring all expenditures are appropriate and timely, and assisting with the resolution of 
any outstanding financial or administrative issues. 
 

• Department/College: Responsible for assisting the PI with the final reconciliation of all project expenditures, 
ensuring all cost-sharing commitments are met and documented, and managing the closeout of any 
subawards. 
 

• Office of Research & Innovation (ORI): Responsible for initiating the closeout process, providing guidance 
on sponsor requirements, reviewing and submitting required administrative reports (other than financial), 
and coordinating with the PI and Finance to ensure a timely closeout. 
 

• Division of Finance & Administration: Responsible for preparing and submitting the final financial report to 
the sponsor, processing final payments, and officially closing the award account in KSU’s financial system. 

 
Enforcement 
Failure to complete closeout activities in a timely manner can have serious consequences, including the 
sponsor's refusal to pay final invoices, disallowed costs that must be covered by the department, and damage 
to KSU’s reputation, potentially jeopardizing future funding. Persistent non-compliance by a PI may result in 
restrictions on their ability to submit future proposals. 
 

REFERENCES AND RELATED MATERIALS: 
 

• Uniform Guidance, 2 CFR § 200.344, “Closeout” 

• KSU Record Retention Policy  

• KSU Principal Investigator Responsibilities Regulation  
 

CONTACTS:  
 

Subject Office Telephone  E-mail 

General Questions Sponsored Programs (502) 597-5837 Dorothy.Daley@kysu.edu  
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