
CLOSEOUT CHECKLIST FOR SUBCONTRACTS 

Subcontract Number: 
RA: 
Awarding Agency: 
Period of Performance: 

Total Amount Invoiced: 
Amount of Last invoice 

OR:  
UTEP PI: 
Subrecipient:  
Prime Award Number:  
Project Title: 
Total Amount 
Allocated: 
Date of Last Invoice    
FFATA Complete: 

Date final technical/progress reports are due: 

Closeout review should begin 90 days prior to the award end date. Depending on the funding source, expenditures 
must be fully recorded 30 or 60 days after the award end date. This checklist will assist you in assuring a timely 
and accurate close out of your sponsored agreements. 

Appropriation: 

1 Is any re-budgeting required (including sub-account)? 

2 Compare the agency-approved budget with the ending budget, has it changed? 

3 Is re-budgeting by line item allowed? 

4 Is there a limitation on re-budgeting? 

Review expenditure activity on Milestones/Peoplesoft (90 days prior: 

1 Is the fund in overdraft? If so, contact PI and GMA for necessary transfers. 

2 Are expenditures allocable to the award? 

3 Are expenditures treated consistently as a direct or indirect cost? 

4 Are expenditures adequately documented? 

5 Are expenditures consistent with project SOW and Budget Justification? 

6 Are all expenditures allowable based on the terms and conditions of the award and awarding 
agency policy and guidelines?  

7 Are there any unallowable expenditures? 

8 Were expenditures incurred within the budget period? 

9 Have we verified with RA/PI that Subcontract will not be extended? 

: 
: 

: 
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*** Do not send it before the end of a Subcontract unless we know for sure that the Subcontract is over, like it's an early termination.  

Even in this case we want to make sure we receive a final invoice. *** 

Technical Needs:  

1 
 

Does the agency require any supplemental documentation submitted with the final financial 
report or invoice? If so, forward this information to GMA. 

2 
 

Does the agency require any additional documentation per terms and conditions of the agreement 
(i.e., list of equipment)? If so, request information from PI and save them to project files.  

3 
 

Have all outstanding Effort Reports been certified? 

 
 
Final Financial Review: 
 

1 
 

Is Cost-sharing applicable? If yes, cost sharing must be reported to awarding agency. Request 
from subrecipient, ensuring it is certified. 

2 
 

Have all invoices been fully paid? 

3 
 

Have we downloaded expenditures from Milestones and matched to PeopleSoft? 

4 
 

Have we received invoice marked as ‘FINAL’? 

 
Moving to Subrelease:     Date Subrelease Sent: 

1 
 

Reach out to students with OR, PID, Transaction Report 

2 
 

Review drafted Subrelease for accuracy 

3 
 

The students will reach out to the subrecipient and request they sign and return the 
Subrelease within 10 business days, making sure to CC subcontracts@utep.edu and 
iamillwardpena@utep.edu. (Students will use below email template) 

Subrelease email template:  
To:  subrecipient PI, admin, and financial contact 

CC:  subcontracts@utep.edu, iamillwardpena@utep.edu & UTEP PI 
 

Hello, 
 
We are currently in the process of closing the above referenced Subcontract. Attached is 
the SubRelease form. Please sign and return by _.  
 
You can reach out to subcontracts@utep.edu and iamillwardpena@utep.edu, should 
have any questions. 
 
Sincerely, 



The University of Texas at El Paso 
Office of Sponsored Projects, Research & Innovation 

  
 
 
 

Notes: 

 4 
 

If we have not received the Subrelease within 10 business days, follow up weekly and 
reach out to the UTEP PI, if necessary. 

 
 
Once we receive the subrelease:    Date Subrelease Received: 

1 
 

Ask the student to file. 

2 
 

Add the subrelease to GART with the following language “Hello ____, attached is the subrelease 
for project ____, ready for processing. No further GMA action needed. Thank you!” Add the 
Accountant and Monica Roskoppf. 

3 
 

Once it is processed with GMA, ask the student to add it the subk DB, close the subk shell, then 
close GART. 

 
 
 

References: 
Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards - §200.306 - Cost Sharing or Matching 
https://www.ecfr.gov/cgi-bin/textidx? 
SID=5760b88468e0f8917d48635a0aab8c8e&mc=true&node=se2.1.200_1306&rgn=d 
iv8 
 
Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards - Subpart E - Cost Principles 
https://www.ecfr.gov/cgi-bin/textidx? 
SID=5760b88468e0f8917d48635a0aab8c8e&mc=true&node=sp2.1.200.e&rgn=d 
iv6 
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