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• What is the RAPID Smart Closeout Tool?

• Why is the RAPID Tool important?

• Who utilizes the RAPID Tool?

• How is the RAPID Tool beneficial?

• Which funds should be incorporated into the RAPID Tool?

Course Objectives
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• Check the Notice of Award or the most recent award snapshot for the project/budget end 
dates and the invoice and/or financial report due dates

• Sign up for automatic fund closing notification emails!
◦ Contact your IT office to request notifications

◦ For additional information, visiting the EFM FAQ page https://efm.research.ucla.edu/faq/#q3.1

When Do Funds Need to be Closed?

https://efm.research.ucla.edu/faq/#q3.1
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Automatic Fund Closing Notification Email 
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Final due date to 
Sponsor

Closeout due
date to EFM

EFM analysis due 
date to department 
(Note 1)

Department confirmation 
due date to EFM (Note 1)

Examples

60 days or more 
after fund end date

30 days prior to 
sponsor deadline

Within 15 days after the 
COP due date

Within 3 days after receipt of 
EFM’s analysis

When the final is due to the sponsor 90 days after the fund  

end date:

▪COP is due to EFM: by 60 days after the fund end date
▪EFM analysis will be completed during 61 - 75 days after the  

fund end date

▪Department confirmation due date will fall within 64 - 79  

days

▪EFM prepares and submit the final prior to the sponsor due  

date

45-59 days after fund 
end date

½ of time
between fund end 
date and sponsor 
due date

Within 10 days after 
COP due date

Within 3 days after receipt of 
EFM’s analysis

When the final is due to the sponsor 45 days after the fund  

end date:

▪COP is due to EFM: by 23 days after the fund end date
▪EFM analysis will be completed during 24 - 33 days after the  

fund end date

▪Department confirmation due date will fall within 31 - 40  

days

▪EFM prepares and submit the final prior to the sponsor due  

date

Timeline for Closing

https://efm.research.ucla.edu/closeout-deadlines/

https://efm.research.ucla.edu/closeout-deadlines/
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Final due date to 
Sponsor

Closeout due
date to EFM

EFM analysis due 
date to department 
(Note 1)

Department confirmation 
due date to EFM (Note 1)

Examples

30-44 days after fund 
end date

½ of time
between fund end 
date and sponsor 
due date

Within 1/3 of the time 
between COP due date 
and sponsor due date

Within 1/3 of the time 
between COP due date and 
sponsor due date after receipt 
of EFM’s analysis

When the final is due to the sponsor 30 days after the fund  

end date:

▪COP is due to EFM: by 15 days after the fund end date
▪EFM analysis will be completed during 16 - 20 days after the  

fund end date

▪Department confirmation due date will fall within 21 - 25  

days

▪EFM prepares and submit the final prior to the sponsor due
date

Fewer than 30 days 
after fund end date

▪Contact EFM accountant upon receipt of the first fund expiration notice, which is sent 90 days prior to the fund  expiration and coordinate 

with EFM to plan financial closeout of the fund.

▪In cases where EFM is not contacted 90 days prior to the fund expiration, EFM will contact the department to  establish the due date for 

the closeout packet 30 days prior to the  sponsor due date.

▪COP reminders will be sent 15 days prior to the COP due date to EFM for all cases

▪Note 1: These due dates are applicable only when the requested information is not provided to EFM timely, or when the COP is not

submitted by the deadline. For more detailed process, refer to the step 4. in the procedure for "Financial Closeout of Sponsored Projects".

Timeline for Closing

https://efm.research.ucla.edu/closeout-deadlines/

https://efm.research.ucla.edu/wp-content/uploads/financial-closeout-sponsored-projects-procedure.pdf
https://efm.research.ucla.edu/closeout-deadlines/
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• Download the RAPID Smart Closeout Tool 

• Available at the ORA Online Resource Center

Downloading the Tool

http://portal.research.ucla.edu/

http://portal.research.ucla.edu/index.aspx?Section=PostAward
http://portal.research.ucla.edu/
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• The “RAPID_Closeout_And_Reporting_Tool” is the file utilized for creating closeout packets

• The “Installation_Instructions” PDF file troubleshoots Excel versions

Inside the Download
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• Addresses what to do with information on reports

• Includes Best Practices, Hints and Tips

• Includes Glossary of referenced terms

User Guide
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• Occasionally a new version of the tool is released
◦ Current version is dated 04/21/2022.

• Announcement sent via ORA News List Serve

• All users should download latest version from ORA Portal to utilize the latest features and 
updates

• Sign up for ORA News on the ORA and Department News Subscription website

https://form.research.ucla.edu/ora/ora-news-subscription/

Updates to Tool

https://form.research.ucla.edu/ora/ora-news-subscription/
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• QBD login and password are required
◦ For QDB access, contact your Departmental Security Administrator (DSA)

◦ For re-setting QDB passwords, contact the ITS Help Desk at (310) 267-4357

Log In
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The Tool
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Pre-Closeout Checklist



14

Pre-Closeout Checklist

• Use the Pre-Closeout 
Checklist
◦ For monthly, quarterly and final 

reconciliations

◦ To complete prior to the beginning of 
the closeout process
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Pre-Closeout Checklist: Highlights

• Ability to sort using filters

• Hyperlinks to referenced documents or websites

Reminder: 
Don’t forget to save!
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Pre-Closeout Checklist: Highlights

• Dynamic instructions



Smart Closeout Tool
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• Smart Closeout pulls data from FS, PATS and 
other databases

• Generates list of reports (Excel Workbook; 
each report has its own tab)

• Only includes applicable Tabs
◦ E.g.: If the FAU/fund is not a Training Grant, 

Training Grant tabs will not appear

Smart Closeout Tool: Overview
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• Linked Fund Manager submits a Closeout Packet for their linked Account/Cost Center to the 
Home Department Fund Manager

• Home Department Fund Manager submits the complete Closeout Packet for ALL Account/Cost 
Centers (home and linked) to EFM

Home vs .  L inked Awards

Submission Process

EFMLink Home

Linked fund manager prepares closeout 

packet for a specific account/cost-center 

and submits to the home department

Home department prepares one closeout 

packet that incorporates all account and 

cost-centers for entire project and submits 

to EFM

EFM receives the closeout packet and only 

communicates with the home department 

fund manager about the packet.

https://efm.research.ucla.edu/closeout-procedure/

https://efm.research.ucla.edu/closeout-procedure/
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• Home Department Fund Manager
◦ Run the Tool for the overall FAU

◦ Enter the fund number only

◦ Leave the “*” in the Account and cost center fields

• Linked Fund Manager
◦ Run the Tool for a linked Account/CC

◦ Enter the full FAU into the Account, Cost Center 
and Fund Fields

Accessing Account Information
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• Complete the Closeout Checklist once all changes have been made to the other closeout 
packet tabs

• Color coding
◦ White Cells: completed by fund manager

◦ Red Triangle: provides hyperlink to more information

• Locked cells Dynamic instructions

• Certification Form

• Total Unliquidated/Unobligated Balance

The Closeout Checklist
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• White Cells: Fund manager completes, if applicable
◦ In most cases, fillable fields should contain either a $ amount or a Y/N

◦ Other data fields are either auto-generated, or auto-calculated, and are locked

• Peach: Data in fields should not be changed

• Other Colors: There is a tab associated with that cell within the Smart Closeout Packet

Overview: Color Coding
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• The “>” symbol next to the line number: Additional information available within the row

• It can indicate one of two things:
◦ The row has a tab associated with it

◦ Double clicking on the “Requirements” fields within the row will navigate the user to the associated 
tab

◦ A link to a website is contained within the field

◦ Double clicking on the “Requirements” field navigates user to the website

Overview: Further Information Indicators
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• Information in the red triangle can be accessed by clicking it

• It can indicate one of two things:
◦ There is a link to a website (clicking will reveal the URL)

◦ There is logic involved in how the Closeout Checklist auto-generated the data (clicking will reveal the 
logic)

Overview: Further Information Indicators
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• Included in the Closeout Checklist and Pre-Closeout Checklist

• Instructions will change based on response

• Instructions will also change based on the Total Unobligated/Unexpended Balance in Line 26 of 
the Closeout Checklist

Overview: Dynamic Instructions
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• Right clicking on the arrows at the bottom 
left of the Smart Closeout Packet reveals a 
menu of all tabs

• Clicking on any of the tab names will 
navigate the user to that tab

Hints & Tips: Quick Navigation Tip
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• Save frequently!
◦ Save the packet frequently to prevent loss of work

• If you save as an “Excel Macro-Enabled Workbook” (*.xlsm), you’ll be able to run macros 
embedded in the file even after saving
◦ This includes creating the certification page

• Use the Smart Closeout Packet naming convention:
◦ Fund Number_Closing/Cert/Backup_vX

◦ Ex: 12345_Closing_v1.xlsm

Hints & Tips
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• Use the Glossary
◦ Located in the last chapter of the User Guide

◦ Includes quick links to websites for additional information

• Quick Cell Summation
◦ Highlight any cells within a spreadsheet containing numbers

Hints & Tips
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• Verify previous funds have been closed and no balances remain on the General Ledger

• If any balances remain in the previous fund(s), analyze and make the necessary adjustments 
to zero out the balance or contact EFM to prepare a revised report.

MFNOA: Multiple Fund Number, One Award
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• Verify that the Current F&A Base Code and F&A Rate are correct according to the award 
snapshot and sponsor award documentation
◦ Code A: Salaries & Wages (excluding employee benefits)

◦ Code B: Total Direct Costs (with specified exception)

◦ Code C: Total Direct Costs (with specified exception)

◦ Code D: Salaries & Wages (including employee benefits)

◦ Code J: Modified Total Direct Costs

Approp. (Appropriation) and Financial

https://www.finance.ucla.edu/corporate-accounting/base-object-code-table-for-indirect-costs
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• Contact your EFM Accountant for corrections to the Current F&A Base Code, F&A Rate or 
STIP Notation
◦ 1198xx tab has more information on STIP fund Notation

◦ Review the F&A Reconciliation in PAMS

◦ WARNING: Changes to the F&A Base, F&A Code or STIP Fund Notation may impact the overall fund 
balance

◦ IMPORTANT: For funds that have been assigned (and approved by sponsor) more than one F&A rate 
(e.g. on & off campus rates), work with OCGA and EFM to establish a separate Account/CC for each 
rate

Approp. And Financial



32

• Provides list of Warning Object Codes transactions charged to the FAU/Fund

• Warning Object Codes: Based on Corporate Accounting’s Non-Payroll Object Codes –
Warning List

• ITD (Inception to Date) Financial column represents the total amount charged to the 
FAU/Fund for each object code listed
◦ Detailed transactions for a particular Object Code is available on the last tab

Warning Object Code

http://ga.accounting.ucla.edu/

http://ga.accounting.ucla.edu/
http://ga.accounting.ucla.edu/
http://ga.accounting.ucla.edu/
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• The “Unallowable Object Codes” tab provides a list of object codes that are generally not 
allowed on contract and grant funds, but were charged to the FAU/Fund

• Unallowable Object Codes: Based on Corporate Accounting’s Non-Payroll Object Codes –
Unallowable List

• ITD (Inception To Date) Financial column represents the total amount charged to the 
FAU/Fund for each object code listed
◦ Detailed transactions for a particular object code is available on the second to the last tab

Unallowable Object Codes

http://ga.accounting.ucla.edu/

http://ga.accounting.ucla.edu/
http://ga.accounting.ucla.edu/
http://ga.accounting.ucla.edu/
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• PSC uses object code 3495 – Security/Safety Services to record the transport of payment to 
departments (e.g. armored courier services)
◦ For contract and grant awards, this object code is designated as “Unallowable”

• Departments will need to provide a justification explaining the benefit of the expense to the 
project
◦ Upon receipt of a valid justification, EFM will leave the expense as originally recorded to the fund 

under object code 3495 (no NPEAR required to change the object code) and include the expenses in 
the financial deliverable

◦ If no justification is provided, department must move expense off the fund to an unrestricted FAU

Object  Code 3495:  The  Except ion

Unallowable Object Codes

http://ga.accounting.ucla.edu/

http://ga.accounting.ucla.edu/
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• Effective 1/1/2017, changes have been made to the classifications of warning and 
unallowable object codes.

• For transactions with a Trans Doc Date after 1/1/17 on the Unallowable Object Code List, if 
the cost item belongs to the project, sufficient justifications will need to be provided, and a 
journal will need to be processed to correct the object code to an allowable object code.

• For transactions with a Trans Doc Date prior to 1/1/17 on the Unallowable Object Code List, 
if the cost item belongs to the project, sufficient justifications will need to be provided, but a 
journal will not need to be processed to correct the object code to an allowable object code.

• For the transactions on the Warning Object Code List, if the cost item belongs to the project, 
sufficient justifications will need to be provided, but a journal will not need to be processed to 
correct the object code to an allowable object code, regardless of the Trans Doc Date.

Warning & Unallowable Object Code Classification Changes



36

• The transactions on the Unallowable Object Code List has a Trans Doc Date of prior 
01/01/2017.  Thus a journal does not need to be processed.  Sufficient justifications will still 
need to be provided.

Warning & Unallowable Object Code Classification Changes
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There are two options:

• Access the Online Financial System Reports (OFSR)
◦ Fund Balance > Fund > Subj/Object Summary

Or 

• Smart Closeout Tool
◦ Run the Detail - All report for line item transactions

How do I view transactions that make up the expenditures 
for Object Codes?
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Detail – All Report
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• Type in the object codes you want to see details for, separated by commas

• Or use “*” to see all object codes

Detail – All Report
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• Use Fund inception date

Detail – All Report
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• If the report is for one Object Code: use 
default organization to create a standardized 
spreadsheet

• If the report is for two or more object codes: 
Move the “object” field to the top of the 
Sort box by highlighting “Object” and clicking 
“Up”

Detail – All Report
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• The resulting “Detail – All” report will appear in the Smart Closeout Packet as a new tab

Detail – All Report
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• https://ga.accounting.ucla.edu

Applicability / Allowability of Object Codes

https://ga.accounting.ucla.edu/
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Expenses After End Date
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• Review each transaction for allowability

• To determine allowability, it may be necessary to review:
◦ BruinBuy order dates

◦ Packing slip receipt dates

◦ Check with the UCLA recharge service center for original service/order date/ receipt date

• If allowable, provide a justification stating the benefit of the transaction to the project in the 
Justification Comment column as well as provide back-up documentation to substantiate the 
expense.

Reviewing Expenses After End Date
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• If unallowable, must remove transaction from ledgers via:
◦ NPEAR

◦ Journal Entry – For transactions too old (i.e. > current fiscal year + 2 prior fiscal years) to process via 
NPEAR

• NPEARs, take the following steps:
◦ Process the NPEAR(s)

◦ Wait one business day and re-run Smart Closeout Packet or Include on the Additional Adjustment tab

• The NPEAR’d transactions should no longer appear on report

• The NPEAR amount will be incorporated into the Total Expenditures on ledgers

Reviewing Expenses After End Date
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• The blank template is provided so that the fund manager can manually enter transactions 
that meet ALL of the following criteria:
◦ Transaction does not appear on the current open or closed ledger

◦ Transaction is expected to be charged to the FAU/Fund prior to closing

◦ Transaction is NOT accounted for in any other tab

• For all adjustments, backup documentation is required to be provided with the closeout 
packet

Additional Adjustments
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• Review each transaction manually entered on the spreadsheet

• Ensure action has already been taken to process the debits/credits
◦ Direct Retros have been processed

◦ NPEARS have been submitted

• The closeout packet should account for ALL applicable transactions – past, present, and future.  
The “Additional Adjustments” tab accounts for “future” applicable transactions not yet 
accounted for in the Financial System

Additional Adjustments
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10 Minute Break
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• Accessible in PAMS:
◦ Under the Billing and Reporting tab

◦ Under the Fund Details Tab, once you search by fund number

• Provides a calculation and reconciliation of the Computed F&A (what the F&A should be) and 
the Assessed F&A (F&A actually charged) for each Account/CC linked to the fund

F&A Reconciliation

https://pams.research.ucla.edu/

https://pams.research.ucla.edu/
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• If the total variance is:
◦ Negative

◦ Too much F&A was charged to the FAU/Fund

◦ EFM needs to credit 9H by the Variance amount

◦ Subtract variance amount from the current ledger F&A

◦ Positive

◦ Not enough F&A was charged to the FAU/Fund

◦ EFM needs to debit 9H by the variance amount

◦ Add variance amount from the current ledger F&A

F&A Reconciliation
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• Reflects all encumbrance activity for the current open ledger on the FAU/Fund except 
transactions with a zero net effect

• Adjustments should only reflect the encumbrances that will remain on the ledger

Remaining Encumbrance
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• Provides a list of all non-UC sub awards and subcontracts that were charged to the FAU/Fund 
for the current budget period

Sub Awards
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• Review each sub award transaction
◦ Determine allowability

◦ Verify amounts listed for each sub award (budget AND PI approved invoices)

• If an encumbrance remains, determine disposition
◦ Cancel remaining encumbrance?

◦ Carry forward to next budget period, etc.?

• Verify ALL invoices received and all payments processed from each sub recipient, including 
the FINAL invoice
◦ Include a copy of the final invoice with the Closeout Packet submission to EFM

What  to  do  with  th is  informat ion?

Sub Awards
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• Provides a summary of each sub award purchase order (PO) charged for all budget periods 
within the project period, including previous fund numbers associated with this award

What  to  do  with  th is  informat ion?

Sub Awards – All Years
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• Review each sub award P.O.
◦ Verify first $25,000 for each sub award was coded correctly under object code 7310 (or the entire 

amount for subcontracts less than $25,000)

◦ This is only for MTDC awards (Indirect Base code J)

◦ The remaining amount of each sub award greater than $25,000 should be coded under object code 
7300

• If the sub award P.O. was not coded correctly, process an NPEAR to adjust for the correct 
amount and reach out to EFM to process the F&A adjustment.

What  to  do  with  th is  informat ion?

Sub Awards – All Years

*If a transaction is older than 120 days and to another contract or grant fund, if  possible, wait 
to run the Smart Closeout Tool until EFM has approved the cost transfer for processing



57

• If the sub award P.O. was not coded correctly on a previous fund number that has already 
been closed
◦ Contact EFM to make the necessary adjustments

◦ Override Results column in Line 43 of the Closeout Checklist by placing “Y”

◦ Notes to EFM section of the Closeout Checklist

• Detailed Transactions
◦ Double click on any cell containing an amount

• Include any backup documentation with the Closeout Packet submission to EFM

What  to  do  with  th is  informat ion?

Sub Awards – All Years
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• Report represents cumulative results of transactions not charged to Expenditure or Revenue 
Accounts

• Examples of activity within this account includes:
◦ Multiple Campus Awards (MCAs)

◦ Carryforward entries

◦ STIP (Short Term Investment Pool) transactions

• Review the synopsis and award terms and conditions for any MCAs, Carryforwards or STIP 
on the project

1198xx: MCAs, Carryforward, STIP
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• Verify the final invoice has been received and the final transactions for each MCA appear on 
this report
◦ The Description column will reference a ‘T: UCXX’ if payments are sent to another campus

◦ The Description column will reference a ‘F: UCXX’ if payments were received from another campus

Mult ip le  Campus  Award (MCA)

1198xx: MCAs, Carryforward, STIP
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• Verify Total appropriation and expenses on MCAs
◦ Increase Total Awarded Amount by the amount appropriated to all MCAs on Closeout Checklist Line 14

◦ Increase Total Expenditures by the amount expensed to all MCAs on Closeout Checklist Line 15

Mult ip le  Campus  Award (MCA)

1198xx: MCAs, Carryforward, STIP
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• Verify Total appropriation and expenses on MCAs
◦ Replace “Recharge” on Sub 09 line and replace it with “MCA”

◦ Fill in the columns with relevant information

Mult ip le  Campus  Award (MCA)

1198xx: MCAs, Carryforward, STIP
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• Disposition of interest earned on unexpended funds
◦ When award terms and conditions read “to be deposited into an interest-bearing account”, UCLA 

establishes STIP

• The Financial System does this automatically if the award was coded correctly at the set-up 
stage

Short  Term Investment  Pool  (ST IP)

1198xx: MCAs, Carryforward, STIP
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• Depending on the award terms, one of the following three options will apply to the STIP 
interest income:
◦ Fund Notation A: Return to the sponsor

◦ Fund Notation B: Used for the project

◦ Fund Notation C: Not designated in award terms

◦ Interest earned is placed in UCLA Chancellor’s account

Short  Term Investment  Pool  (ST IP)

1198xx: MCAs, Carryforward, STIP
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• Provides a blank Cost Sharing Contribution 
Report form

• Completion and submission to EFM of this 
form, and sufficient support 
documentation, is required for any awards 
requiring cost sharing
◦ Check Award Snapshot for Cost Sharing 

requirements

Cost Sharing
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• Provides payroll transactions after the end date of the fund
◦ Process Direct Retros in UCPath, if needed, to remove salary that posted after fund end date

◦ Note: if you need to remove salary that posted after the fund end date, calculate the associated 
benefits manually.

• There are separate reports for PPS and UCPath Payroll

Payroll After End Date
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• Provides a blank template for non-payroll cost transfer adjustments unable to be processed 
via the NPEAR System (e.g. current fiscal year + 2 previous fiscal years)

• For adjustments to payroll benefits, 

◦ For UCPath: contact your EFM accountant

◦ For PPS: contact your EFM Accountant

Journal
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• Data entered on this Tab will be directly uploaded to the Financial System by EFM, upon EFM 
approval of the transactions

• Data fields:
◦ Full accounting unit (FAU)

◦ i.e.: Location, Account, Cost Center (CC) and Fund Number

◦ Project Code

◦ Sub Code

◦ Object Code

◦ Source

◦ Description

◦ Reference

◦ Debit/Credit

◦ Document Date

• Transactions listed on this tab must be accounted for on one of the other tabs (e.g. “Warning Object 
Code” tab, etc.)

Journal
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• Provides a template for the required six justification questions
◦ Each of the six questions must be answered for each journal entry requested on the Journal Tab

◦ Review each question carefully

◦ Provide full justification to each of the questions for each Journal Entry

◦ Include back up documentation with the Closeout Packet submission to EFM

Journal Explanation
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• Report provides Administrative Job Titles included as Payroll Expense
◦ Administrative Salary is recoverable under F&A

◦ Disallowed cost unless approved by the sponsor

◦ Process Direct Retros, if needed, to remove Admin Salary 

◦ If applicable, include justification

◦ Reference: https://efm.research.ucla.edu/administrative-salaries/

• There are separate reports for PPS and UCPath Payroll

Admin Salary

https://efm.research.ucla.edu/administrative-salaries/
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• Provides a template for the four required assurances
◦ Review each question carefully

◦ Each of the four questions must be answered by the PI

◦ PI to provide a written justification explaining the balance >25%

◦ Must be endorsed by the Department Chair or ORU Director

Policy 913

http://www.adminpolicies.ucla.edu/pdf/913.pdf

http://www.adminpolicies.ucla.edu/pdf/913.pdf
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• Provides a detail list of equipment transactions charged to the FAU/Fund within 90 days of 
the fund expiration

• Be prepared to justify how equipment purchased so late in the project directly benefited the 
award

Detail – Closed Equipment
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• Provides a detail list of the Warning object code transactions charged to the FAU/Fund

• Same detail is generated for the Unallowable Object Code transaction list

Detail – Warning / Unallowable Object Code
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• Adjustments are transactions that need to 
be included in the “Amount EFM will report 
to the Sponsor” (Line 26 of the Closeout 
Checklist), but that are not currently posted 
to the ledger

• Tabs where adjustments may be found:
◦ Warning Object Codes

◦ Unallowable Object Codes

◦ Additional Adjustments

◦ Expenses after End Date

◦ Remaining Encumbrance

◦ F&A Reconciliation from PAMS

◦ Subawards

◦ Trainee Expense Worksheet

◦ Post Period Payroll

What  are  “Adjustments”  and where  can they  typ ica l ly  be  found?

Overview: Adjustments
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• Adjustments must be entered in 3 separate locations within the Closeout Packet

1. The “Adjustment” column in the tab where the finding originals (e.g., Warning Object Codes 
tab)
• For tabs that do not have an “Adjustment” column, include the adjustment on the Additional 

Adjustments tab

2. The “Adjustment” column in the Summary by Sub tab for the appropriate Sub Code 

3. The appropriate line within the Closeout Checklist 

Overview: Adjustments
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• “Closed Approp.” column 
includes carryforward 
amounts

• Serves as a tool to assist 
EFM in the preparation of 
the Financial Deliverable to 
the Sponsor, and to help 
track outstanding 
adjustment by Sub Code

Summary By Sub
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• Home Department fund manager submits the complete Closeout Packet for ALL Account-
cost centers to EFM

• Linked fund manager submits a Closeout Packet only for their linked Account-Cost Center to 
the Home Department fund manager

• EFM only requires a closeout packet from the Home Department

Home vs .  L inked Awards

Submission Process
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• Complete Checklist and then double-click line 48 to generate Certification Form

• Signatures required:
◦ Principal Investigator: mandatory

◦ Fund Manager: mandatory

◦ Others: by departmental policies/processes

• Certification means all financial figures and justifications are complete and accurate

Cert i f i cat ion  Form

Submission Process
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Double Click on the “Generate Certification Form”
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• Auto-populated results
◦ Will recognize if Linked department/account

• 3 items to fill out
◦ Date submitted to EFM

◦ EFM contact

◦ Name of PI

• Obtain required signatures

Certification Form
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• CFR §200.415 Required certification on Federal and Federal pass-through reports and 
invoices:

• (a) To assure that expenditures are proper and in accordance with the terms and conditions 
of the Federal award and approved project budgets, the annual and final fiscal reports or 
vouchers requesting payment under the agreements must include a certification, signed by 
an official who is authorized to legally bind the non-Federal entity, which reads as follows:

• “By signing this report, I certify to the best of my knowledge and belief that the report is 
true, complete, and accurate, and the expenditures, disbursements and cash receipts are for 
the purposes and objectives set forth in the terms and conditions of the Federal award. I am 
aware that any  false, fictitious, or fraudulent information, or the omission of any material  
fact, may subject me to criminal, civil or administrative penalties for fraud, false statements, 
false claims or otherwise. (U.S. Code Title 18, Section 1001  and Title 31, Sections 3729-3730 
and 3801-3812).”

Uniform Guidance Certification Statement
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• Use PAMS to submit the following 2-3 files to EFM:

1. Completed Closeout Packet (Excel-based version)
1. Closeout Checklist

2. All applicable reports/tabs

2. Signed Closeout Certification Form (PDF)

3. Any backup documentation (if applicable)

Items to Submit Through PAMS
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• Upload RAPID Closeout Packet through PAMS

• For questions about PAMS:
◦ Online training materials: https://efm.research.ucla.edu/fund-management-training-resources/#pams

◦ PAMS Help: pamshelp@research.ucla.edu

Uploading through PAMS

https://efm.research.ucla.edu/fund-management-training-resources/#pams

https://efm.research.ucla.edu/fund-management-training-resources/#pams
https://efm.research.ucla.edu/fund-management-training-resources/#pams
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EFM Closeout, Fund Review & 
Report Submission
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• Review:
◦ UCLA Award Snapshot

◦ Sponsor Award Documentations

◦ Notice of Award (NOA) terms and conditions

◦ Reporting requirements

◦ Carryforward provisions

◦ Cost sharing (if required)

◦ Other restrictions

EFM Review & Report Submission Process
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• EFM will require the balance of restricted funds, if any
◦ Most commonly seen with NIH awards

• Best Practice:
◦ Link a separate Account/CC to the fund to record restricted funding

Restricted Funds
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• Review:
◦ Completeness of submitted closeout packet

◦ Final invoice for sub awards/subcontracts, if any

◦ Cost Share report and documentation, if any

◦ Other required documents

◦ Final invoices for Subcontracts/MCAs

◦ Invoices for expenses after end date

◦ Other backup documents as needed

EFM Review & Report Submission Process
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• Review:
◦ Unusual award transactions

◦ Equipment & Supplies expenses incurred close to the end of the award period

◦ Pre- award expenses

◦ Warning items and justifications

◦ Unallowable items

◦ Any other “adjustments”

• Determine action on encumbrances, if any

EFM Review & Report Submission Process
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• Reconcile award amounts
◦ Sponsor System Documents vs. Notice of Awards vs. Snapshot vs. General Ledger

• Perform F&A reconciliation

• Verify balance of restricted components, if any

• Re-compute total expenditures

• Verify total unliquidated obligations

• Re-compute total unobligated balance

• Transfer any overdraft to a department unrestricted FAU

EFM Review & Report Submission Process
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• Submit:
◦ Final Financial Reports

◦ Final Invoices

◦ Final IRR- Intercampus Request for Reimbursement

EFM Review & Report Submission Process
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• Track adjustments

• Collection of remaining A/R balance or refund

• Y:Close / N:Reappropiate (Y/N) of funds in Fund Table

• Archive fund folders

• Record Retention: 6 years (per UC Regents)

• Carryover Transfer of Funds (TOF) after sponsor approval of carryforward funds

EFM Review & Report Submission Process
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Office of Research Administration https://ora.research.ucla.edu/

Extramural Fund Management https://efm.research.ucla.edu/

Office of Contract and Grant Administration https://ocga.research.ucla.edu/

Business & Finance Solutions https://www.finance.ucla.edu/

Department Contacts

https://ora.research.ucla.edu/
http://www.efm.ucla.edu/
https://ocga.research.ucla.edu/
https://www.finance.ucla.edu/
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• RAPID Smart Closeout Tool User Guide
◦ https://efm.research.ucla.edu/wp-content/uploads/rapid-tool-manual.pdf

• ORA Online Resource Center
◦ http://portal.research.ucla.edu/

• Post Award Departmental Responsibilities (Policy 910)
◦ http://www.adminpolicies.ucla.edu/app/Default.aspx?&id=910

Other Resources

https://efm.research.ucla.edu/wp-content/uploads/rapid-tool-manual.pdf
http://portal.research.ucla.edu/
http://www.adminpolicies.ucla.edu/app/Default.aspx?&id=910
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Questions?
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Thank you 
for joining the RAPID Closeout Tool Class!

If you have any questions, we are here to answer

Jevon Echave
jevon.echave@research.ucla.edu

Vivian Juaner
vjuaner@research.ucla.edu

EFM Website
https://efm.research.ucla.edu

mailto:jevon.echave@research.ucla.edu
mailto:vjuaner@research.ucla.edu
https://efm.research.ucla.edu/
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