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       FAH-30B
SUBJECT:
PROCEDURE FOR REASSIGNMENT OF OFFICE OF SCIENCE (SC) 605 GRANTS AND COOPERATIVE AGREEMENTS WITHOUT COST SHARING AND SBIR/STTR PHASE I GRANTS FOR CLOSEOUT

1.
Purpose:
To revise the procedures to limit the transfer for reassignment of  SC 605 grants and cooperative agreements without cost sharing and SBIR/STTR Phase I grants to Team D instruments.

2.
Effective Date:
Upon issuance.

3.
Applicability:
Office of Acquisition and Assistance

4.
Supercedes:
FAH-30B, dated October 15, 2001.

5. Procedure:

A.

Within 5 business days after the term end date of an applicable agreement, the Team D Contract Specialist shall:

(1)
Establish a separate closeout section in the award file and complete the top portion of the “Financial Assistance Closeout Checklist/Data Entry Form” (AA-13-G).

(2)
Place the file in the designated area in Room 3D-21A.

Note:  If verification of completion (by the Team D Contract Specialist with the Project Officer) cannot be accomplished 30 days prior to the term end date, the Team D Leader shall be informed and the file documented.  The Team D Contract Specialist shall retain responsibility for the instrument until it moves into closeout.

B.
Within 5 business days of placing the file in Room 3D-21A, the Support Division (Beverly Wilson) shall assign responsibility for closeout of the agreement to a Contract Specialist/Procurement Technician within ACQ.  Closeout responsibilities shall be assigned to individuals in the Operations Division, the Support Division and the Special Programs Division.

C.
Within 5 business days of being assigned closeout responsibility, the Contract Specialist/Procurement Technician shall:   
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(1) Complete an IPAR placing the agreement in closeout status and moving the agreement onto their Weekly Specialist Report.

(2) Issue a closeout letter specifying all closeout requirements.

(3)
Enter initial data into the ACQ Closeout System.

D.
The assigned Contract Specialist/Procurement Technician shall have full responsibility for completing all tasks and requirements necessary to effect closeout of the agreement, and shall work diligently to ensure that the agreement is closed out within standard lead-times (See FAH-30A, Closeout of Financial Assistance Instruments).

E.
The Contract Specialist's/Procurement Technician's Team Leader/Supervisor is responsible for monitoring progress in meeting closeout goals.

F.
The Support Division shall be responsible for issuance of the monthly “CH-ACQ Closeout Report”. 


F. T. Sienko, Director


Support Division


Office of Acquisition and Assistance 
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