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NRF fund maintenance – Closing a fund
Introduction

At the completion of the NRF grant/award period, the NRF fund must be closed. The following steps must be followed prior to closing the fund. If you have any queries, contact the relevant person in Central Research Finance (CRF) for assistance, see: 
List of contacts. 
Procedure

Completed by the department
1. Execute the Commitment/actual and Budget – across fiscal years drill down report. See: Procedure: Executing the commitment/actual and budget drill down report
· Check that all relevant project expenditures have been processed against your fund. 

· The table below indicates what needs to be checked before signing off each field in the FM007 form: 
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 Hierarchy and select Expand all in the Hierarchy dialog box so that the commitment item hierarchy is expanded to the lowest level. 

	For form field…
	Do the following with reference to the report/s in SAP…

	Purchase Orders/Requisitions
	· Investigate and clear any amounts in the Variance column.

	Budget
	· Ensure that the Variance column against the Tot-Exps line is zero. 
· If there is a negative balance, liaise with CRF re expenditure to be moved. 

	Revenue
	· Ensure that the only revenue in NRF funds are NRF grant payments made against GL70.
· Transfer any third party reimbursements (GL720) to the relevant expenditure GL account as per original purchase order.

	Floats, Advances, Petty Cash, etc.
	· Ensure that the Actual column against the Floats line is zero. 
· If it is not zero, investigate and clear all floats, i.e. advances and petty cash. 

	Claims (e.g. mileage, reimbursement)
	· Ensure that claims appear in the Actual column. 

	Salary payments
	· Execute the Payroll Posting report for the fund to confirm that all payments were made (see: Procedure: Executing the Payroll Posting (from Mar 2004) Report)

	Salary funds
	· Advise the HR department regarding any appointments against the fund to be moved or terminated. 

	Procurement card
	· If all transactions do not appear in the Actual column, follow up to make sure that they appear.  
· Remove the NRF fund link from the card.
· To change details on the Purchasing card, refer to the MM019 form. 

	Journals
	· If all journals submitted to CRF do not appear in the Actual column, follow up to make sure that they appear.  

	Reporting (research and financial)
	· Ensure that the annual/final research reports have been submitted to the NRF.

	Notifications
	· Notify all relevant parties who process transactions directly to the fund of:

· closure of fund, and 
· new funds, where required (e.g. Post rooms, Photocopy Depots, Telephone Exchange Unit, etc.). 


· Attach a copy of the report/s to the completed FM007. 

2. Mark the following fields on the FM007 which are not applicable to NRF funds as N/A:
· Sales Orders

· Bridging Finance

· Investments

3. Once all these checks have been done, send the fully authorised FM007 form to Central Research Finance (CRF). 

Completed by Central Research Finance (CRF)
1. Check the following and authorise the fund closure:
	In the field...
	check that..

	Claims
	· all relevant expenses have been claimed from NRF.

	Revenue
	· Revenue against GL70 equals the amount claimed from the NRF.

	Budgets
	· all budgets have been correctly loaded and any unspent budget returned to control fund.  

	Reconciliation
	· Budget, Expenses and Revenue amounts are all equal.

· if they are not equal, investigate and correct. 


List of contacts 
Please liaise with the relevant Senior Finance Officer in Central Research Finance if you are unsure about any of the processes. 
	Faculty
	Contact name
	Contact details

	CHED
	Ilhaam Velloo
	(ext 5911)

	Commerce Faculty
	Merle Christians
	(ext 2005)

	EBE Faculty
	Merle Christians
	(ext 2005)

	GSB
	Michael Mbatha
	(021 406 1256)

	Health Sciences Faculty
	Nopinkie Tom
	(ext 2006)

	Humanities Faculty
	Nompendulo Gosa
	(ext 2007)

	Law Faculty
	Merle Christians
	(ext 2005)

	Science Faculty
	Rosina Mbobo
	(ext 2004)

	
	Rovena Hendricks
	(ext 2003)
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