ARRA Closeout Standard Operating Procedures
The purpose of this document is to establish the Office of Acquisition and Logistics Management (OALM) Closeout Standard Operating Procedures (SOP) for all National Institutes of Health (NIH) Offices of Acquisitions (OA) awards funded under the American Recovery and Reinvestment Act (ARRA) (Public Law 111-5).
These closeout procedures are specifically for ARRA awards only.  ARRA awards made under existing contracts under ongoing programs must closeout the ARRA segment embedded on that contract upon completion, and it must be noted that this does not necessarily constitute closeout of the entire contract.  Those contracts which were awarded and fully funded with ARRA funds should be fully closed out in accordance with FAR 4.804.
Closeout is the process by which the Office of Acquisition determines the performance under a contract is complete and satisfactory, final payments have been made, and all applicable administrative actions have been completed by the ARRA recipient, as well as the OA.  This includes submission and inspection/acceptance of all deliverables and required reports, reconciliation of all invoices, and completion of final closeout certifications.  
The closeout procedures outlined in this document should be initiated to ensure the ARRA requirements are appropriately closed:
· Final Report submitted by ARRA recipient (including Final Report on federalreporting.gov);
· All Significant Errors identified and corrected in accordance with OMB Guidance M-10-08;
· All ARRA funded milestones, services, deliveries, and/or construction  are complete and no additional work will be funded;
· All invoices are paid prior to the final ARRA  funds expiration date (09/30/2015) and all outstanding ARRA funds are de-obligated;
· All work and other agreements are complete under the ARRA funded contract or portion of a contract;
· No further work using ARRA funds is still outstanding; and
· The Contracting Officer in consultation with the COR has verified and documented that the project is complete.


The attached Final ARRA Report Certification shall be submitted:
· Within 60 days of the existing ARRA action.
· For those fully funded ARRA contracts that take longer to close out due to other circumstances such as waiting for final indirect rates, all items should be completed and any items that cannot be completed should be identified as such with adequate reasoning/justification provided.  
· If a final certification cannot be accomplished, a certification with adequate reasoning/justification must be provided by 09/30/2015. 
· Once all items are completed, the CO shall submit a fully complete certification to OALM for the contract file within 60 days of contract expiration.
Final Reporting on Federal Reporting.Gov:
Reporting a project as “Final” on Federal Reporting.gov does not discharge the CO and Contractor from following any other closeout procedures and regulations established by NIH and the FAR.  ARRA recipients must submit quarterly reports on the use of ARRA funding through a nationwide data collection process and have reported estimates on the number of jobs created and/or retained.  When a project is marked “Final”, on Federal Reporting.gov the recipient is no longer required to report on subsequent quarters.
The CO shall:
· Review final report on Federal Reporting.gov as follows:
· Verify that the contractor’s final report indicates a "Y" in the Final Report data field and "Fully Complete" in the Project Status data field in FederalReporting.gov. 
· Note:  Indication of a final Section 1512 report does not replace any other closeout procedures required by the contractor or Federal agency. 
· Identify significant errors (see Attachment 2:  Common ARRA Errors).
· Ensure all deliverables have been met.
· Verify Obligated and Invoiced Amounts.
· Ensure Quarterly Project Description accurately depicts the project.
· Use the Commenting function in Federal Reporting.gov to alert the contractor of errors within the report.
· Mark the report as reviewed. 


Attachment 1: Final ARRA Report Certification
Each Contracting Officer (CO) should complete, upon closeout of an ARRA award, a copy of this certification and sign it for each “Final” award submitted to federalreporting.gov.
Complete certification and include in contract file once approved and submit copy to: arraacquisitions@mail.nih.gov
Additional pages may be attached as necessary
Contracting Officer: _________________________________  IC: __________________
Recipient Name: __________________________________________________________
Award ID / Order Number (if applicable): ______________________________________
The closeout procedures outlined in this document should be initiated to ensure the ARRA requirements are appropriately closed:
· Final Report submitted by ARRA recipient (including Final Report on federalreporting.gov);
· All Significant Errors identified and corrected in accordance with OMB Guidance M-10-08;
· All ARRA funded milestones, services, deliveries, and/or construction  are complete and no additional work will be funded;
· All invoices are paid prior to the final ARRA  funds expiration date (09/30/2015) and all outstanding ARRA funds are de-obligated;
· All work and other agreements are complete under the ARRA funded contract or portion of a contract;
· No further work using ARRA funds is still outstanding; and
· The Contracting Officer in consultation with the COR has verified and documented that the project is complete.


Certification:
The CO Certifies this action as "Final" which indicates that this ARRA report meets OMB guidance for final reporting and that no further ARRA reports are required to be filed for this ARRA funded contract.  
After 60 days of contract expiration please complete as much of this certification and provide a justification as to why certain portions cannot be completed and provide a timeframe as to when all items will be complete. 
 Signature:
Contracting Officer:_______________________________  Date______________



Attachment 2: Common ARRA Errors
Report Information:
ARRA_Reporting_January_XX-2013.xlsx (ARRA Reporting) - Reflects the key award information that is provided to OGAPA/OMB on the ARRA Master File of awards.   This report is used for comparison against information published on Recovery.gov (see Prime Reports below).
Prime_Reports_Contracts_01.XX.13.xlsx (Prime Reports) – Reflects the key award information submitted by the ARRA recipient.  This information must be verified against that of the ARRA Reporting spreadsheet. If anomalies are found corrections must be made to reduce inaccuracies in reporting.  The information contained within the Prime Reports spreadsheet will be published on Recovery.gov.
Key Award Data Review for Significant Errors 
[bookmark: _GoBack]Recipient Name – identify recipient names that do not match the name identified on the ARRA Reporting spreadsheet received from ARRA Acquisitions (OALM).  
Award Type - The award type must be “Contract”.
Award ID - FPDS Data element 1A (Procurement Instrument Identifier or PIID) as indicated on the ARRA Reporting spreadsheet.
Order Number – identify order numbers that do not match the ARRA Reporting listing. This field should not be used for any other purpose, i.e., ADB Number.
Recipient DUNS – The prime recipient organization’s 9-digit Data Universal Numbering System (DUNS) / or CCR/SAM registration. This number must be “active” in CCR/SAM in order for the recipient to report during the required reporting period.
Final Report – clarify the conditions upon which a recipient may check “Y” in this field.  Conditions upon which the recipient may check “Y”:
· All ARRA funded milestones, services, deliveries, or and/or construction is complete 
· No future funding will be added to the project/award
· The Contracting Officer in consultation with the COR has verified and documented that the project is complete
Project Status Field – Evaluation of completion status of the project or activity; or the status of the work that has been completed to date. This evaluation should be based on performance progress reports and other relevant non-financial performance information. For awards funding a single project or activity, the recipient has the option to choose one of the following options: 
· Not started; 
· Less than 50% completed; 
· Completed 50% or more; and
· Fully Completed. 
In the event of a “Final Report” the project status field must indicate Fully Completed.
Award Amount – The total Recovery Act amount obligated by the NIH. 
Number of Jobs - Jobs created and retained. An estimate of the combined number of jobs created and jobs retained funded by the Recovery Act during the current reporting quarter in the United States and outlying areas. The number shall be expressed as ‘‘full-time equivalent’’ (FTE), calculated quarterly as all hours worked and funded by the Recovery Act during the current reporting quarter divided by the total number of hours in a full-time schedule for the quarter, as defined by the recipient or federal contractor. For more information on how to perform this calculation, please see OMB Memorandum M-10-08, found at http://www.whitehouse.gov/omb/assets/memoranda_2010/m10-08.pdf. 
Description of Jobs Created/Retained - The recipient should provide a brief narrative description of the types of jobs created and jobs retained. 
Agency Codes – The funding and awarding agency codes for NIH ARRA Contracts should be 7529; please ensure the correct agency code is identified within the ARRA report.
Congressional District - Recipients should use existing congressional district designations when reporting in January 2013. Congressional districts will change for the April 2013 reporting period.
TAS Code - The Agency Treasury Account Symbol (TAS) that identifies the funding Program Source. This Program Source is based out of the OMB TAS list.  The NIH TAS Codes can be found on the OAMP website “NIH Codes for use in ARRA Contractor Reporting”.  
Award Description - Award Title Description with the purpose of each funding action. A brief descriptive title of the project or activity funded in whole or in part with Recovery Act funds. If the contract funds multiple projects or activities, the recipient must provide a descriptive title that captures the general focus area, e.g., ‘‘community development,’’ ‘‘comprehensive community mental health services to adults with a serious mental illness,’’ etc. 
Quarterly Activities/Project Description shows activity during the quarter recipients must provide complete descriptions in both the “Award Description” and “Quarterly Activities/Project Description for Prime and Sub-recipients” fields. OMB M-10-08 require recipients to provide narrative descriptions that are sufficiently clear to facilitate understanding by the general public. Standards of completeness include, but are not limited to, the following attributes: 
· Explanation of all abbreviations or acronyms that may be unfamiliar to the general public 
· A description of all significant services performed/supplies delivered, including construction, for which the prime contractor invoiced in this calendar quarter. 
· Adherence to instructions and examples for narrative fields in OMB and agency-specific guidance 
· Taken in conjunction, entries in the “Award Description” and “Quarterly Activities/Project Description for Prime and Sub-recipients” fields must provide, at a minimum, clear and complete information on the award’s purpose, scope and nature of activities, outcomes, and status of activities 
· Ensuring that the quarterly activities/Project Description coincides with the Number of Jobs reported by the recipient.  For example, if the report shows significant activity during the quarter and the recipient has report Zero number of jobs created and/or retained.  
· In instances where the final prime recipient expenditures are less than the award amount listed on the report due to an amendment in the original agreement or if the project came in under budget, the recipient must provide a description in this field explaining why the final amount in the “Total Federal Amount of ARRA Expenditure” field does not equal the amount in the “Award Amount” field, and confirming that no more funds will be expended by the prime recipient.

Contracting Officers will identify instances where these standards are not met through their data quality reviews. CO’s will direct recipients to update or correct these fields during the reporting period or the continuous corrections period, and in subsequent reporting, for instances when incomplete descriptions would mislead the public or fail to provide sufficient information to discern the award’s purpose and activities.
Inconsistencies or Misalignment 
Identify certain data categories that are logically related and those reports that include data that are inconsistent or misaligned between those categories. Examples include: 

· Agency vs. Treasury Account Symbol (TAS) – reports in which the awarding agency (when they are also the funding agency) or the funding agency and TAS codes do not match. 
· Award Type vs. Agency Code – reports that have an award type other than contract.
· Final Report vs. Project Status – reports in which the recipient indicated that this was the final report, but the project status does not indicate “Fully Complete.” 
· Final Report vs. Funds Invoiced – reports in which the recipient indicated this was the final report, but they have yet to invoice for funds that were awarded or there is a significant difference between the amount obligated and the amount invoiced. 
· Project Status vs. Funds Invoiced – reports in which the recipient indicates that the project is Fully Completed, but the Invoiced Amount is minimal compared to award amount. 
· Award Date vs. Jobs Created/Retained – reports with award dates that are after the end of the reporting period and the recipient has reported jobs created/retained. 
· Award Date vs. Projects Completed – reports with award dates that are after the end of the reporting period, but the recipients has reported the project as completed. 
· Recipient DUNS number vs. Agency Financial Records – DUNS numbers that are in NIH financial records but that is not in FederalReporting.gov and vice versus
· Invoiced Amount does not match recorded amount – Verify accuracy of invoice information notify recipient if discrepancy is found
· Orphan Report / Linking Issues – Orphan reports creates linking issues for the Federal Reporting.gov system.  An orphan report is created when a key award indicator is changed, for example, Award ID / or DUNS.  An orphan report must be linked to subsequent reports to ensure that accurate award information is displayed on Recovery.gov.
· Quarterly activities does not reflect why the invoiced amount differs from the obligated amount - recipient can mark their report as “Final” in FR.gov if prime recipient has expended less than the award amount listed due to an amendment to the original agreement or if the project is under budget. 
· If a recipient does mark their report as “Final” in this instance, the recipient will need to update the following data fields in their final recipient report:
· Recipient needs to provide a description in the “Quarterly Activities/Project Description for Prime and Sub-recipients” field explaining why the final amount in the “Total Federal Amount of ARRA Expenditure” field does not equal the amount in the “Award Amount” field
· Recipient needs to confirm that no more funds will be expended at the prime recipient level
· Project Status and Final Report differs (i.e., Final Report status “Yes”; Project Status, i.e., “More than 50% complete; Not Started; Less than 50% complete”).  Verify that recipient has met the required criteria to final report.  Notify the recipient of the change.
· Scenario 1:  Current Reporting Period – the CO can request the recipient correct the report using the Commenting Function in Federal Reporting.gov during the Agency Review Phase.
· Scenario 2:   Previous Reporting Period – The CO can request a change via Arraacquisitions@mail.nih.gov.
· Duplicate Reports – Duplicate reports must be identified and deactivated from the Federal Reporting.gov system.  Report duplicate reports to ArraAcquisistions@mail.nih.gov.
· De-Obligations - If an award is de-obligated or cancelled, the recipient must submit a final report into FederalReporting.gov (FR.gov) for the calendar quarter in which the de-obligation action takes place. Once the report is submitted, the recipient will have satisfied the Section 1512 requirement for providing a final report.
In this report, the recipient will need to update the following FR.gov fields before submitting their report as final. 
These fields are:
1) Provide a description in the  “Quarterly Activities/ Project Descriptions” field for Prime and Sub Recipient describing why the final amount in the “Total Federal Amount of ARRA Expenditure” does not equal the amount in the “Award Amount” field
2) Expended amount
3) Invoiced amount
4) Project status as “Fully Complete”
5) Mark the “Final Report” data field as “Y” to indicate this is the final report
References:
FAR 52.204-11 American Recovery and Reinvestment Act – Reporting Requirements
M-10-08 Updated Guidance on the American Recovery and Reinvestment Act – Data Quality, Non-Reporting Recipients, and Reporting of Job Estimates – December 18, 2009
PL 111-5 American Recovery and Reinvestment Act of 2009
FAR 4.804  Closeout of Contract Files

