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FY04 FISCAL CLOSEOUT SCHEDULE BY PROCESS 
This document includes both memo and enclosure.
TO:

Distribution

FROM:
151/Director, Regional Finance Office (RFO)

SUBJECT:
Fiscal Year (FY) 2004 Fiscal Closeout Procedures 

As the end of another fiscal year approaches, it is important that the members of the resources, financial management, procurement, and logistics communities focus special attention on the timely processing of funding and fiscal documents.  The purpose of this memorandum is to highlight the key actions and deadlines for commitments and obligations.  Information is also provided regarding the timely processing of travel, carrier accounts, expiring funds, and other emergency documents.  

To facilitate the closeout process, key actions and dates have been identified. Enclosure 1 provides background information and sorts the same actions and dates by process, i.e., commitments and obligations.  Please go to the Core Financial Web site for the FY 2004 Master Fiscal Closeout Schedule that displays all closeout related actions, in order, by date.   
Effective August 2, 2004, the RFO has established an End-of-Year Hotline at x6-6926 for our customers to call with problems or concerns about processing end-of-year documents.  Alvin Frazier of the Financial Services Department will staff the Hotline.  Questions concerning end-of-the year travel may be directed to Linda Outzs, after August 2, 2004, to:

· Linda Outzs at x6-5138 regarding obligations, vouchers, and cancellations for travel by Greenbelt personnel. 

· Questions regarding store stock requisitions should be directed to Robert Clark, Code 232, at x6-7740.  If you have any questions regarding the general closeout procedures, please contact Alvin Frazier at x6-6926.
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FY04 FISCAL CLOSEOUT SCHEDULE BY PROCESS

COMMITMENTS

Cut-off dates for commitment of specific funds are listed below.  These multiple dates allow time to process commitments as late as possible in the fiscal year, yet provide adequate time to review fund status and take any necessary action to assure full and efficient use of all funds.  With limited time remaining, it is important that all commitments be processed efficiently to meet commitment and obligation plans.

All funds expiring September 30, 2004, must be committed by July 30, 2004, using normal commitment procedures in SAP.   All expiring fund commitments received after this date, will be rejected by Code 157, unless using emergency procedures outlined in the procedures for processing emergency documents.     

All uncommitted prior year funds as of August 2, 2004 will be withdrawn by Code 150 for use at the Center Director’s discretion.

 All FY03 SAT, HSF, MPS, and FY04 Institutional funds must be obligated by 

September 24, 2004.   

OBLIGATIONS

The following funds expire for obligation purposes on September 30, 2003:

a. FY03 Science, Aeronautics, and Technology (SAT) Appropriation 
              

     803/40110(03)

b.  FY03 Human Space Flight (HSF) Appropriation 803/40111(03)

c.  FY02 Non-Discrete Construction of Facilities (C of F) Appropriation 802/40112(02)

e.  Reimbursable orders that expire on September 30, 2004 (period of performance or customer’s appropriation)

Mid-September has been established as the target date for recording the bulk of routine obligation data into SAP.  While the final closing of the system will be September 26th, documents must be routed to Code 210, by COB, September 24.  

All obligation documents processed by procurement after September 24 will be dated October 1, 2004.  All emergency (i.e., cost in excess of obligations or insufficient contract funding) obligation documents must follow the emergency procedures guidelines.

Transfer of funds between documents for expiring funds must be received in Code 210 by the August 27, 2004, obligation cutoff.  Transfer of funds requests for actions to be processed after August 27 must be approved by the Directorate designee before procurement action.  This approval must be on the transfer request to procurement requesting the transfer of expiring funds between documents.  

NOTE:  GSFC must comply with the Economy Act which requires that all reimbursable agreements citing a period of performance or appropriation that expire September 30, 2004, be obligated by September 30, 2004.

CLOSEOUT OF EXPIRED APPROPRIATIONS

On November 5, 1990, Title XIV, Section 1405 of the National Defense Authorization Act for Fiscal 1991 (Public Law 101-510) established new guidelines for appropriated fund accounting and funding adjustment authorization for all government agencies.  The law states as of September 30 of the fifth fiscal year after the availability period ends for all appropriations, all obligated and unobligated balances will be canceled, and the expired appropriation will be closed.  In order to comply with this law, all outstanding obligations funded by appropriations that expired on September 30, 1999, will be canceled on September 30, 2004.

All obligations, costs, and disbursements funded by appropriations being cancelled September 30, 2004, must be accurate.  Once the appropriation is closed, no financial activity can be processed against it.

After appropriations are closed, payments will be processed from current appropriations that are funded by NASA Headquarters’ operating accounts for the UPN/FPN that funded the canceled obligation.  

The Cost and Commercial Accounts Department, Code 155, will work with the appropriate specialist  in Code 210, to liquidate the outstanding obligations for the documents that are subject to cancellation on September 30, 2004.

 TRAVEL

All outstanding travel claims should be processed as expeditiously as possible to ensure that travel funds are not unnecessarily encumbered.  Also, the canceled trips with outstanding travel orders should be processed through Travel Manager immediately. Failure to do this will result in unused funds at the end of the fiscal year.

Reimbursable travel will be processed as usual.  Please pay particular attention to the cut-off dates for processing of any new reimbursable agreements.

Reimbursable travel vouchers for advanced payment/must-bill non-government agreements must be submitted as soon as possible to ensure that reimbursable WBS are mapped.  Failure to do so will result in the loss of direct funds.

Effective August 2, 2004, Linda Outzs of the Financial Services Department is the focal point for end-of-year travel activity at Greenbelt and Wallops for year-end travel activity.  Questions regarding obligations, vouchers, and cancellations should be directed to Linda on extension 6-5138.  Questions regarding travel rejects and accounts status should be directed to Melissa Mouer on extension 6-6089.   

ASSESSMENT CYCLE    

All carrier accounts will process September 20-24, 2004. The RFO will roll up all expired unobligated funds on September 26, 2004, for final disposition.
EMERGENCY PROCEDURES

All purchase request  to commit expiring funds must be routed to Code157 by C.O.B. July 30, 2004.  After July 30, 2004, all purchase requests will be classified as emergency transactions and will be processed through September 24, 2004.    

The Contracting Officer must state on the Procurement Verification form (Enclosure 3) that the funds will be obligated by September 26, 2004.  In addition to the Contracting Officer’s signature, the Directorate designee must also approve the procurement.  Alvin Frazier, Code 157, must receive Enclosure 3 before Code 157 releases the purchase request. 

All emergency (document has cost in excess of obligations or contractor runs out of funds) obligation documents signed after TBD for a September obligation date, must be coordinated with both Code 157 and Code 210.

VALIDATION OF OUTSTANDING COMMITMENTS FOR EXPIRING FUNDS

All outstanding commitments for expiring funds, as of close of business 

July 30, 2004 (last processing date for July activity), must be reviewed by the appropriate resource manager and Contracting Officer.  The resource manager must also provide the Resources Team, Code 157, with a status of outstanding commitments by COB, August 2, 2004.  Please use Business Warehouse (BW),

R3 or a comparable report, for commitments to be decommitted.  All decommitments  must be processed by C.O.B. September 24, 2004. 

GSFC FORM 20-7s, WFF FORM WI-929s, AND AMMS
September 23, 2004  is the final day for issuing store stock through the appropriate forms and systems; this measure will enable the Property and Reporting Team to begin year-end reporting and Code 230 to review fund status and take any necessary action to assure full and efficient use of all funds.  After the September 23, 2004, 

cut-off, requisitions will be processed under emergency procedures requiring the Directorate designee’s signature.  Any questions regarding store stock requisitions should be directed to Robert Clark, Code 235, at extension 6-7740.
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