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Digest:  
This interim directive (ID) reissues without change, the direction previously issued in 
id_1509.11-2010-1.

16.31 - Adds supplemental project agreements to list of applicable instruments.

16.31a - Clarifies direction for Federal financial assistance (SF-425) and non-Federal financial assistance financial documentation requirements. 

16.31b - Clarifies direction for Federal financial assistance (SF-PPR) and non-Federal financial assistance performance documentation requirements. 

Digest--Continued:  
16.32a – Changes caption from “FSM 1580 Instruments, Except Interagency Agreements” to “Validating Unliquidated Obligations for FSM 1580 Instruments, Except Interagency Agreements.”  In paragraph 3b, clarifies direction for the deobligation and close-out step.  In paragraph 4, revises form name.

16.32b – Changes caption from “Interagency Agreements” to “Validating Unliquidated Obligations for Interagency Agreements.”  In paragraph 2b clarifies direction for the deobligation and close-out step.

16.33 – In paragraph 1, clarifies direction and adds modification form option to deobligation process.  In paragraph 2a, removes reference to “final” invoice and provides other minor changes.  In paragraph 3, clarifies review process for Deobligation Only, Deobligation and Close-out, or Close-out Only Documentation.  In paragraph 4, clarifies signature requirements for Modification and De-obligation and Close-out forms.
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16.31 - Financial and Project Progress Reports 

Program managers shall ensure final financial and project progress reports are obtained prior to initiating close-out procedures for grants, cooperative agreements, and other agreements (that is, Interagency, Participating, Challenge Cost-Share, Joint Venture, Cost-Reimbursable agreements, including supplemental project agreements) that establish financial obligations.  If this is not possible, see section 16.35, of this chapter.  The program manager is responsible for accepting and approving the final close-out documentation.  All documentation must be substantive in nature (see sections 16.34 and 16.35), and maintained in the official agreement file.  Original, paper copies are preferred although final reports that are voluminous, such as those from a research environment, may be maintained via electronic means.  Final reporting documentation must clearly indicate the report’s final status, as required by either Office of Management and Budget (OMB) Circulars for Federal Financial Assistance or by Forest Service directives, as set forth below, for other obligating instruments.

16.31a - Financial Report Requirements

Standard Form SF-425 must be used for Federal financial assistance financial reporting, and may be used for partnership agreements.  Alternatively, any financial reporting form may be used for partnership agreement reporting, but the format must include, at a minimum:

1.  Recipient/cooperator’s name.

2.  Federal Identifier Number.

3.  Employer Identification Number (EIN).

4.  Funding period (that is, duration/dates of agreement).

5.  Financial reporting period (for example monthly, quarterly, and so forth).

6.  History of the financial transaction payments (which, at a minimum, includes: the previously reported period, the current reporting period, and a cumulative total).

7.  History on recipient/cooperator’s contributing share (which, at a minimum, includes: the previously reported period, the current reporting period, and a cumulative total).

8.  Amount of Unliquidated Obligation, if any.

16.31b - Project Progress Report Requirements

Standard Form SF-PPR must be used for Federal financial assistance progress reporting, and may be used for partnership agreements.  Alternatively, any progress reporting form may be used for partnership agreement reporting, but the format must include, at a minimum:

1.  Recipient/cooperator’s name.

2.  Federal Identifier Number.

3.  Reporting period.

4.  Written, narrative summary of project progress.

16.32 - Managing Unliquidated Obligations

16.32a - Validating Unliquidated Obligations for FSM 1580 Instruments, Except Interagency Agreements

3.  Reconcile the agreement’s invoice and payment information against the recipient/cooperator’s completion of the scope of work to determine if a valid ULO exists.

b.  If an invalid ULO exists, then the agreement is ready for deobligation only or deobligation and closeout. 

4.  After validating, complete form FS-6500-235, De-Obligation and Close-Out Request Form.
16.32b - Validating Unliquidated Obligations for Interagency Agreements

2.  After making a good-faith attempt, requesting assistance from the G&A specialist in order to reconcile jointly the interagency agreement’s billings and receipt of payment information.  

In the case of either paragraph 1 or 2, above: 

b.  If an invalid ULO exists, then the agreement is ready for deobligation only or deobligation and closeout.  
16.33 - Roles and Responsibilities, and Steps, for Initiating De-obligation of Funds and Close-out

1.  Initiating De-obligation Only, Deobligation and Close-out, or Close-out Only.  After identifying an invalid ULO, the program manager shall either:

a.  Deobligation Only.  Complete form FS-1500-19, Modification, and submit to their G&A specialist for review.  Program managers should include supporting substantive documentation, if applicable.

b.  Deobligation and Closeout or Close-out Only.  Complete and sign (block 11) 
FS-6500-235, De-Obligation and Close-out Request Form, and attach the supporting substantive documentation, if applicable.  Note:  a master agreement cannot be closed prior to the close-out of all related supplemental project agreements, which may require an I-Web review to determine whether the last supplemental project agreement is closed.  Next, the program manager shall forward the FS-6500-235 form (and substantial documentation, if any) to their G&A specialist for review.  
2.  Related Billing Issues.  

a.  Cooperator Overbilling.  If the recipient/cooperator forwards an invoice or SF-270 that bills the Forest Service for costs exceeding the total funds obligated for the instrument, then the Forest Service may pay out only an amount equal to the total Forest Service obligated amount.  Therefore, program managers should contact the recipient/cooperator immediately and ask them to submit a revised invoice or form SF-270 that, in the cumulative, does not exceed the total Forest Service obligation amount.  

3.  Review of Deobligation Only, Deobligation and Close-out, or Close-out Only Documentation.  The G&A specialist shall review for sufficiency all deobligation and closeout related transactions, including: the FS-1500-19, Modification; the FS-6500-235, De-Obligation and Close-out Request Form; and, any required supporting substantive documentation provided by the program manager.  After review and approval, the G&A specialist shall assign an agreement modification number.  All documentation must be scanned and attached to the grant or agreement I-Web record.

4.  Signatures and Release of Liability.
a.  The FS-1500-19, Modification.  Bilateral signatures are required for a modification to deobligate funds.  The program manager is responsible for obtaining party signatures.  The dual signatures signify that all applicable administrative actions and all required work as described in the instrument is completed, minus the request for de-obligation of funds.  

b.  The FS-6500-235, De-Obligation and Close-out Request Form.  The signatory official, or their designee, and cooperator representative, or their designee, shall sign FS-6500-235, whenever substantial documentation is not provided with the form.  By signing the form, the recipient/cooperator releases the Forest Service from any and all liabilities.  Furthermore, the dual signatures signify that all applicable administrative actions and all required work as described in the instrument is completed, minus the 
request for closeout only or de-obligation and close-out activity(ies).  Also, it 
signifies that all invoices, including the final invoice, have been provided to the Forest Service, and, if applicable, the Forest Service has either paid the cooperator for all monies owed, or the Forest Service has collected all over payments made to the cooperator. 

For the purpose of FS-6500-235, if the signatory official designates a staff member to act on their behalf (for example, the unit budget coordinator), then documentation should be provided to the G&A specialist indicating the designation of the designee by the signatory official (for example, an email by the signatory official to the designee stating that they are permitted to act on their behalf for the purpose of completing the FS-6500-235).
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