
 

SOP #  OSRA0014 

Effective Date:  01/09/2025 

SOP Owner:  OSRA 

 

Page 1 of 5 
 

Award Closeout 
Standard Operating Procedure 

 

1. Purpose 

The majority of grant making sponsors require timely and accurate closeout processes as a 
condition of receiving a grant award. The award closeout process is a collaborative effort of all 
parties involved in ensuring completion of all project work, filing required reports, and resolving 
financial matters.  
 
Principal Investigators (PIs) and their Departmental Staff are responsible for thoroughly reviewing 
all award notices for full closeout requirements and details. Non-compliance with sponsored 
project closeout requirements has adverse consequences including, but not limited to, forfeiture 
of final payment, delayed or reduced future funding, less favorable award terms and conditions, 
and audit finding risks. The submission of final financial, performance, and other reports to the 
sponsor and the closeout of completed projects within the sponsor’s required timeline helps 
mitigate risks and negative consequences. 
 

2. Scope 

This standard operating procedure (SOP) should be used by Academic Departments, Principal 
Investigators, and OSRA when preparing and submitting technical closeout documentation for an 
award sponsor. It outlines the responsibilities of PIs and their Departmental Staff when submitting 
documents to OSRA for internal review.  
 
While closeout requirements can vary depending on sponsor and grant type, this document 
standardizes the process by which all technical closeout documents requiring institutional sign-off 
should be prepared and submitted to OSRA.  
 
Please note however that OSRA policies do not apply to final financial reporting 
requirements. Submission of Final Financial reports must be coordinated between the 
Department and the appropriate Grants Accounting Team in Finance. Finance’s Final 
Financial Report Checklist is available here for additional guidance.  
 

3. Prerequisites 

PI must have an active award containing award closeout reporting requirements.  
 

4. Definitions 

OSRA – Office of Sponsored Research Administration 
GCA – Grants and Contract Accounting 
eRA Commons – Department of Health and Human Services (including NIH) web-based grants 
management system 
FRPPR – Final Research Performance Progress Report, required format for NIH closeout 
FIS – Final Invention Statement 
FFR – Final Financial Report 
CTL - Cornell University Center for Technology Licensing (CTL) 

https://finance.weill.cornell.edu/sites/default/files/2024-10/Financial%20Report%20Checklist%2010.04.24.pdf
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5. Policy 

 
Upon receipt of a Notice of Award, the PI, Department, and OSRA must review the terms and 
conditions to determine closeout requirements and due dates. PI and Department must track due 
dates to ensure required documentation is submitted in accordance with sponsor, departmental, 
and OSRA deadlines. For NIH awards, OSRA Operations provides award closeout reminder 
notifications approximately 45 days in advance of the project period end date. 
 
PI and their Department Staff are responsible for preparing the closeout documents, following all 
sponsoring agency and departmental policies and deadlines.  
 
All final progress report documents that require institutional sign-off must be submitted to OSRA 
within seven (7) business days of the deadline. OSRA Specialists will do their best to prioritize 
review and submission of reports routed after the internal deadline, however that will depend 
upon volume. Final progress reports will be overdue until reviewed and submitted. Requests for 
submission without OSRA review will not be accommodated. 
 

6a. Procedure for NIH Closeouts 

 
NIH closeouts are comprised by three separate reports, all of which are due within 120 calendar 
days of the end of the period of performance (project period), as required in Section 8.6 of the 
NIH GPS. The reports become overdue the day after the 120 calendar day period ends. 
 

- Final Research Performance Progress Report (FRPPR) 
- Final Invention Statement (FIS)  
- Final Federal Financial Report (FFR) 

 
Final Research Performance Progress Report (Final RPPR) 
 
Upon receipt of the e-mail reminder from OSRA Operations Team, the Final RPPR must be 
initiated in the eRA Commons by the PI via the Requires Closeout link, to allow Department 
delegates to start collecting the required documents and information.  
 
Once all documents and information have been finalized, the FRPPR must be routed to the 
Signing Official for WCM. Departments must ensure FRPPRs are free of errors prior to routing, 
as reports received with errors will be immediately returned for completion. If assistance is 
needed, the assigned Specialist should be contacted. 
 
The OSRA assigned Grants Specialist will claim the routed FRPPR and initiate review. If 
revisions are required, OSRA will provide feedback to the Department and return the FRPPR via 
Commons for edits. If revisions are not required, OSRA will submit the FRPPR and share a copy 
with PI and Department. A copy of the submitted FRPPR will also be uploaded to the WRG PT 
record. 
 
Final Invention Statement (FIS)  
 

https://grants.nih.gov/grants/policy/nihgps/HTML5/section_8/8.6_closeout.htm?Highlight=8.6
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The OSRA Grants Team will contact the Cornell University Center for Technology Licensing 
(CTL) approximately one month before the FIS due date to verify if any inventions or patents 
were reported under the award.  
 
For awards for which no inventions or patents were reported, the OSRA assigned Specialist will 
submit the FIS confirming that there is nothing for report. 
 
For awards for which inventions or patents were reported, the OSRA assigned Specialist will 
share the information provided by CTL with the Department staff so the FIS can be prepared and 
routed to the Signing Official for WCM for review and submission. 
 
Final Federal Financial Report (FFR) 
 
FFRs are not under OSRA purview. Department staff must ensure that the account is ready for 
closeout by reconciling all expenses, verifying if all transactions are correct, and engaging with 
any vendor or subawardee for proper and timely submission of invoices to allow for submission of 
the final financial report. While the FFR is due within 120 days of the end of the project 
period, it is imperative to note that the cash expires after 90 days. 
 
Any questions or concerns must be directed to the Grants & Contracts Accounting Team. 
Finance’s Final Financial Report Checklist is available here for additional guidance. 
 
Special Considerations: 
 
Deadline Extensions 
Similarly to standards RPPRs, the NIH does not grant extensions for submission of Final RPPRs. 
Should there be a delay on furnishing the report to OSRA for review and submission to the NIH, 
the NIH Grants Management Specialist and Closeout Officer may be informed as a courtesy, 
however it is imperative to consider that extensions to submit the report are not granted and the 
institution will be out of compliance with federal award requirements until the reports are 
submitted. 
 
No-Cost Extensions (NCE) 
When OSRA Operations sends a reminder that the award is ending, it is responsibility of the PI 
and Department to verify if a no-cost extension will be needed. If that is the case, the Department 
must coordinate with OSRA to ensure that the NCE request will be submitted to the NIH Grants 
Management Specialist at least 30 days before the end date of the award, per NIH policy. 
Requests submitted after this timeline may be rejected by the NIH, and late submissions reflect 
poorly on the institution. If a late no-cost extension will be requested, Departments must provide a 
justification to OSRA as of why the request is not observant of NIH terms and conditions. 
 
Unilateral Closeout 
The NIH may initiate unilateral closeout if a recipient does not provide timely and accurate 
closeout reports or does not respond timely to NIH requests to reconcile discrepancies in grant 
records.  
 
When recipients fail to submit timely reports, NIH will initiate unilateral closeout. If a recipient 
does not submit all required closeout reports within one year of the period of performance end 
date, NIH will unilaterally close the award and report the recipient's failure to comply with the 
terms and conditions of award in SAM.gov.  
 

https://finance.weill.cornell.edu/sites/default/files/2024-10/Financial%20Report%20Checklist%2010.04.24.pdf
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In addition, failure to correct recurring reporting problems may cause NIH to take one or more 
actions that may include, but are not limited to, corrective actions, withholding of further awards to 
the institution, suspension, or termination per Section 8.5.2 of the NIH GPS. 
 
6b. Procedure for DOD Closeouts 

Final reports for DOD awards are based on the terms and conditions outlined in the award 
agreement. Departments and PIs need to refer to the award agreement for specific content and 
formatting requirements. Similarly to the NIH closeout reports, final DOD reports require a 
technical component, a report on inventions, and a financial report.  
 
Technical and Financial Report 
 
The final technical and financial DOD reports do not require AOR review and approval. Principal 
Investigators and Departments are responsible for preparing and submitting the technical report 
directly via www.ebrap.org by the timeline outlined in the Notice of Award, and for coordinating 
with the Grants & Contracts Account Team for submission of the final financial report. 
 
Final Invention Report 
 
Departments must populate the DDForm0882 to report on inventions or confirm that none have 
been filled as a result of the award. Once completed, the Form should be sent to the OSRA 
assigned Specialist for review with CTL. If the information is consistent, the OSRA Specialist will 
return a signed copy to the Department and PI for submission to the DOD via eBRAP. If the 
information is not consistent with CTL records, a revised version will need to be provided before 
OSRA can return a signed copy. Final Invention Reports may not be signed by the award 
Principal Investigator and must be vetted by CTL prior to submission. 
 
 
6c. Procedure for NSF Closeouts 

Final reports for NSF awards are based on the terms and conditions outlined in the award 
agreement. Departments and PIs need to refer to the notice of award for specific content and 
formatting requirements.  
 
Final NSF reports require a technical component and a financial report. Principal Investigators 
and Departments are responsible for preparing and submitting the technical report directly via 
www.research.gov by the timeline outlined in the Notice of Award, and for coordinating with the 
Grants & Contracts Account Team for submission of the Final Financial Report. 
 
 
6d. Procedure for All Other Sponsor Closeouts 

Closeout reports that require AOR submission and/or signature must be routed to the OSRA 
Specialist for review and submission seven (7) business days before the deadline. The Specialist 
will review and provide comments or proceed with submission/signature and return a confirmation 
to PI and Department. 
 
Closeout reports that do not require AOR submission are to be prepared by the PI with 
Department staff support in accordance with the sponsor requirements and should be submitted 

https://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd0882.pdf
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directly to the sponsor according to the guidance and timeline established in the award 
agreement. The submitted progress report should be forwarded to the assigned OSRA Specialist 
so that a copy can be uploaded into the WRG PT for record retention. 
 
 
7. Process Metrics 

All closeout reports that require submission and/or signature by OSRA are due seven (7) 
business days prior to the sponsor’s deadline.  

 

8. Special Consideration 

 
Closeout due to early termination or transfer of PI 
 
Early termination or award transfer will impact the closeout timeline requirements.  
 
PIs and Departments must coordinate with the assigned OSRA Specialist to prepare and furnish 
all required reports within seven (7) business days before the deadline established by the 
sponsor, according to the process outlined above, and for coordinating with the Grants & 
Contracts Account Team for submission of Final Financial Reports. It is imperative that 
Department staff support coordinate all closeout requirements with the departing investigator in a 
timely fashion. 
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