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	FM007  Application to close a fund



NOTES

· Send completed form to your Faculty/PASS/Research finance office.

· Once authorised by the Faculty/PASS/Research finance manager, send to General Ledger Section, Finance Department, Bremner.
· If more you are applying to close more than one fund, instead of using this form, please use the FM007 spreadsheet. 
	A. To be completed by applicant

	Fund number
	
	Funds Center
	
	Fund holder
	

	Fund name
	
	Fund application
	

	Reason for closing fund
	

	The following items have been checked (Refer to separate help doc for procedure if necessary):
	Completed (Yes/No)

	Purchase Orders/Requisitions
	There are no outstanding commitments on this fund.
	

	Budget
	The actual balance/budget variance on this fund is ZERO.
	

	Revenue (for research contracts)
	All revenue in respect of research agreement invoiced and received by the fund.
	

	Sales Orders
	All Sales Order line items on the Delivery Due List are cleared and all invoices on the fund are paid.
	

	Bridging Finance
	All bridging finance has been returned.
	

	Floats, Advances, Petty Cash
	All floats, including petty cash, and advances have been cleared.
	

	Instant Money
	Fund delinked and final reconciliation of Instant Money completed.
	

	Claims (e.g. mileage, reimbursements)
	All claims have been processed against this fund.
	

	Salaries payments
	All regular monthly salaries have been processed to this fund.
	

	Salary funds
	All people employed against this fund have been moved, and HR has processed all these changes.
	

	Procurement card
	All procurement card entries have been processed to this fund and card(s) linked to new fund(s), if appropriate.
	

	Investments
	All income from investments has been processed to this fund.
	

	Journals
	All journals submitted have been processed in respect of this fund, including of the final balance.
	

	Analysis of fund
	Final Excel analysis of SAP fund balances (budget and actual) completed.
	

	Reporting (research & financial)
	Final reporting and other deliverables submitted and accepted by funder.
	

	Business Objects
	All scheduled BOBJ reports updated to exclude closed fund.
	

	Notifications
	All parties who process charges (e.g. postage, photocopies, telephones, bankfin petrol card) have been notified of the new fund to use.
	

	NRF & MRC funds
	The fund closure has been approved by the Central Research Finance FM/AFM.
	

	Completed by
	
	Date
	

	Email
	
	Extension
	

	Authorised by fund holder
	I have checked the above and authorise that the fund be closed.

	Fund holder (print name)
	
	Signature
	

	B. To be completed by Faculty/PASS Finance Manager

	I confirm that this fund has no outstanding commitments, the actual balance is zero, bridging finance returned, all payments and claims have been processed and, where relevant, interested parties notified of new fund to use.

	Approved by Faculty/PASS finance manager or nominee
	Name


	Extension 



	
	Signature


	Date
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