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To close out your project, you will need to complete two financial forms—a final invoice and a final financial report.
Final invoice

Your final invoice is your last request for funds on the project. As with previous invoices, give expenditures in the same categories as your proposal budget, but mark this one clearly as final. 

Here is a sample final invoice.

FINAL INVOICE

Project number LNE06-XXX

**********************************************************************

Personnel





SARE


match

  Jack Sprat (PI) 
     
      
    

4900

  Molly Egg (research asst)
                  

4000


2000

  hourly labor




 
  262  

Non-personnel

  travel



    


  693

  supplies



   

    18

  publications



     

    86


Other direct costs

  photocopying



      

    21

  subcontracts


              
           1,500


1,500

  service/maintenance, 
      durable equipment


    

    57

  conferences and meetings

    

  100

TOTAL        




       $11,637


3,500

*********************************************************************

Final financial reports

SARE also requires a final accounting of how funds were spent. Before preparing your final financial report, go back to the budget that was approved by Northeast SARE. Using the same expense categories listed there, summarize all the project expenses being reimbursed by SARE  and the balance of SARE funds still unspent. Most SARE grants (with the exception of Agroecosystems awards) do not require matching funds, but if matching funds were part of your contract with SARE, you will need to show matching funds. A sample final financial report might look like:

Project number LNE04-XXX

University of Delaware

Jack Sprat, principal investigator

SARE award: $75,399      Actual project expenditure:  $63,762

Matching funds commitment: $7,488     Actual project matching contribution: $7,488

**********************************************************************






SARE expenditure
match



Personnel

  Jack Sprat (PI) 
     
      
    26,300

 --



  Molly Egg (research asst)
                  9,200

2,000



  Nick Otime (grad student)

      4,800

--




  hourly labor




 0

--

  

fringe (24% of PI)


           --

7,488



Non-personnel

  travel



    
        635
  
--



  supplies



     2,740

--



  publications



          94

--




Other direct costs

  communication


     2,129

--



  photocopying



          54

--



  subcontracts


               10,000

1,500



  service/maintenance, 
      durable equipment


        150

--



  conferences and meetings

        460

--



honoraria


                 7,200

--



Total



               63,762

10,988





***********************************************************************

Once this document is complete, it will need to be signed either by you, your organization’s financial officer, or, if your university policy requires it, an officer from your grants or sponsored program office. Add a line at the bottom of the document that says, “I declare the foregoing is a true and correct statement of the expenses incurred between [starting date] and [ending date]” followed by the appropriate signature and the name, either typed or neatly written out, of the person signing the final financial report.

.

Questions about financial reporting can be directed to Lee Hendrickson at 802/656-0484. Her e-mail is lee.hendrickson@uvm.edu.
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