From:	. IT-ES MyUFL
To:	PI, Departmental Admin
Subject:	  RE:  90 day Closeout Notice for Your Award (PeopleSoft Project # XXXXXXXX)
University records indicate that you have an award that will expire in approximately 90 days. This award is identified as:

Sponsor Name: SPONSOR NAME
Title: AWARD TITLE
Award #: XXXXXXXX
Award REF #: SPONSOR REFERENCE NUMBER
PeopleSoft Project #: XXXXXXXX
Expiration Date: 20XX-XX-XX

To help plan accordingly you should check your award's available balance by clicking on this link:
myinvestiGator
	I.  
	Considering a No Cost Extension?

	 
	If you anticipate the need for a no cost extension and your award terms and conditions include federal Expanded Authority, Research Terms and Conditions (RTC) or Federal Demonstration Partnership (FDP), your Sponsored Research Office can approve a one time no-cost extension of up to 12 months. To request this extension please follow the No Cost Extension instructions.

	 
	For terms and conditions with other types of awards, a no cost extension will likely need to be approved by the sponsoring agency. If you are not sure of the correct procedure to obtain an agency approval please contact your department's Grant Administrator or a Research Administrator in the respective Sponsored Research Office.
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	II.  
	Anticipating your Project's Completion On-Time?

	 
	If you are planning to complete the project by the Expiration Date listed above, we ask that you take a moment to determine what Final Reports will need to be prepared and delivered. The key feature to a successful close is the timely submission of all technical, financial, and other reports (e.g., Invention Report) as required by the sponsoring agency.

	 
	Typically the following items will need your attention: 
· Final Technical Report - check your award terms and conditions to determine if you must prepare such a document.
· Encumbrances - please work with your department fiscal and administrative personnel to clear existing budget encumbrances including travel, purchase orders, and other unpaid invoices before the project end date. Please click here to review your latest closed month's encumbrance report in PeopleSoft. Please note that if you have no encumbrances, then no report will be available.
· Subcontractors - if you have engaged a subcontractor, it is time to check on their progress towards finishing their work scope. Remember that the University of Florida must receive their final invoice before we can close out your award.
· Cost Sharing - if your project committed cost sharing, it would be a good time to ensure that all amounts have been properly reflected. Please ask your department fiscal and administrative personnel to review this matter.

	 
	For further information, please refer to DSP's closing out process and closeout reports
(http://research.ufl.edu/research/handbook/closeout.html). 

	 
	Your Contracts & Grants Research Administrator is (RA Last Name, RA First Name, 352-XXX-XXXX)

	 
	Finally, please take into consideration any Subprojects to ensure coordination with your fellow investigators for closeout purposes.




