SPONSORS CLOSEOUT REQUIREMENTS

Type of Sponsor:  DOD Congressionally Directed Medical Research Programs

	Deliverable
	When Due
	Who Is Responsible For Deliverable
	Steps To Get It Done

	FEDERAL CASH TRANSACTION REPORT (SF 272) (FCTR)
	15 Calendar Days after end of current Fiscal Year Quarter (FYQ)
	Accounts Receivable (AR) 
	

	
	
	
	

	
	First working day after POP
	SPO  
	RAPID e-mail notification sent to Principal Investigator, Division Analyst, SPO CO and AR with links to close out documents on SPO website.

	
	Within 10 days after FYQ ends
	Division Analyst 
	E-mail notification sent to AR that all costs are in and final.

	
	Within 15 days after FYQ ends
	AR
	Prepares final FCTR.

	
	Within 15 days after FYQ ends
	AR
	Submit final FCTR to DOD via mail.  Request advance balance (if any from DOE and deobligate unexpended award balance (if any).

	
	Within 25 days after FYQ ends
	AR
	FCTR copy sent to SPO.  Send refund (if any to sponsor, issue SPAA with copy of check to SPO and Division Analyst.


	Final Scientific Progress Report (FSPR)
	30 Days after Period of Performance (POP)
	Sponsored Projects Office (SPO)
	

	
	
	
	

	
	First working day after POP
	SPO  
	RAPID e-mail notification sent to Principal Investigator, Division Analyst, SPO CO and AR with links to close out documents on SPO website.

	
	Within 5 days after POP
	Division Analyst 
	Notifies P.I. FSPR is due to Division Analyst for final submittal to SPO.

	
	Within 25 days after POP
	Division Analyst 
	Submit final FSPR to SPO.

	
	Within 25 days after POP
	SPO
	Submit final FSPR to Patents for review and approval

	
	Within 28 days after POP
	Patents
	Review, sign the Patents Form and submits to SPO

	
	Within 30 days after POP
	SPO
	Submit FSPR to DOD via mail.

	
	Within 45 days after POP
	
	SPO forwards Final FSPR to Division Analyst.


	Patent Report (PR) (DD 882)
	30 Days after Period of Performance (POP)
	Sponsored Projects Office (SPO)
	

	
	
	
	

	
	First working day after POP
	SPO  
	RAPID e-mail notification sent to Principal Investigator, Division Analyst, SPO CO and AR with links to close out documents on SPO website.

	
	Within 5 days after POP
	Division Analyst 
	Notifies P.I. PR is due to SPO.

	
	Within 25 days after POP
	Division Analyst 
	Submit final PR to SPO.

	
	Within 25 days after POP
	SPO
	Submit final PR to Patents for review and approval

	
	Within 28 days after POP
	Patents
	Return Patents Form to SPO

	
	Within 30 days after POP
	SPO
	Submit PR to DOD via mail.

	
	Within 45 days after POP
	SPO
	SPO forwards Final PR to Division Analyst.
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