Procedures for Closing an Illinois SBDC Service Center

Criteria

OMB Circular A-110 SUBPART D Sec 71 (a) Recipients shall submit within 90 calendar days after the date of completion of the award all financial, performance, and other reports as required by the terms and conditions of the award. (b) Unless the Federal awarding agency authorized an extension, a recipient shall liquidate all obligations incurred under the award not later that 90 calendar days after the funding period or the date of completion as specific in the terms and conditions of the award or in agency implementing instructions.

Closeout/Center Closing procedures include the following steps: 

Lead Center Review - Closeout Plan

In addition to a center financial monitoring work program – the SBDC network has developed a financial closeout plan for any SBDC who may terminate their involvement in the program?  It is recommended that SBDC should start termination or non-renewal closure procedures as soon as the details are known to management.

The Lead Center (State Director’s Office) establishes dates for the following:

· Final financial report due no later than xx xxx xx

· Final programmatic report due no later than xx xxx xx

· Transfer of program income balance to the lead center by xx xxx xx

· Coordinate the disposal of surplus equipment on inventory not to be moved from the host location.

· Identification/Transfer of equipment to the lead center or network locations

Financial Procedures

Preparation of an SBDC Reimbursement request/Final Financial Report for the period 90 days preceding the end state should be prepared and submitting to the Lead Center (State Director’s Office) within a period to be determined. (i.e. within 90 days of the termination date)

1. Obtain copies of departmental ledgers and financial reports. 

2. Obtain a spreadsheet/worksheet to link to center ledgers, for Federal expenditures, in-kind, service center invoices, etc. 

3. Determine if the Lead Center office has performed the following procedures:

4. Reviewed ledgers and supporting documentation and traced amounts back to the Reimbursement request/Financial Status Report 

5. Determine the extent of their review –Was a review performed of the departmental ledger detail report for reasonableness of expenditures?

· Review Federal expenditures 

· Review cash match 

6. Determine that there were no expenditures after the termination date on the Federal account 

7. Determine if operational expenditures after this date were charged to another account.

8. Determine if the ending balance has been confirmed i.e. traced to ledger summary report, payment voucher, etc)

9. Determine if any remaining funds have been forwarded to the lead center account and deposited in their account.

Program Income

No federal and/or program income expenditures should be incurred beyond the termination or non-renewal date.

The ending balance in the SBDC Program Income account must be transferred to the Lead Center (State Director’s Office) by the specified date (This network share must be transferred to the lead center not later than 90 days of non-renewal or the termination date.)

1. Determine if the ending balance has been confirmed i.e. traced to Program Income summary report, ledgers, etc)

2. Determine if the network share of any remaining funds have been forwarded to the lead center and deposited in a separate Program Income account

3. Determine how the transfer of funds (program revenue) was made i.e. (check, wire/e-transfer) at the program termination.

4. Determine if the SBDC has transferred or retained any remaining Program Income funds balance to their account.

Equipment

Identification and reporting of all property purchased with federal funds and/or program income will be reported during the termination or non-renewal phase.

1. Determine the final disposition method used to dispose of any SBDC equipment.

2. Determine if this equipment has been identified as transferred to other centers in the SBDC network or an arrangement to the agreed to value.

3. Determine if any items or equipment have been identified as surplus property, how was the determination made?

4. Determine the SBA role/involvement in the approval to surplus SBDC equipment (Equipment listing/level of review i.e. met w/SBDC personnel, etc.) 

5. Determine if a fair/reasonable agreement was reached in the determination of any equipment the center would keep.

· Review initial cost (invoice, purchase order, etc)

· Any installation costs

· Labor/storage costs if they don’t take equipment i.e. office partitions etc.

· Estimated cost to reinstall  (time /labor to disassemble/storage)
Programmatic procedures

All counseling records/files must be prepared for shipping and forwarded to the Lead Center (State Director’s Office)

1. Final Reporting - Determine the Service Center has prepared a final programmatic report (counseling hours etc.) and submitted it to the Lead Center (State Directors Office) by the specified date after termination.

2. MIS Data Entry - Determine that all counseling and training data has been forwarded to the Lead Center or entered into the MIS (counseling, training, etc) - has the SBDC developed a schedule and plan for entering data and closing out MIS data and program termination?

3. Files to Ship - Ensure that MIS records that have not been entered into the MIS system will be shipped to the lead center.  Any other records not needed may be boxed and stored in a local facility.

4. Client Files – Prepare an inventory list by client/firm, to identify who the client files are and the no. of files in storage;, or the files that may have been forwarded to the Lead Center for safe-keeping.
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