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(Watch for changes due to STAR)
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This is a quick summary and reminder of a few key points on contracts and project closing procedures. Information was taken from the DTIM/Program Management Manual (PMM). Please note that lots will change once STAR is implemented.

Closing improvement contracts and projects is an important step performed by DTSD regions and DBM/Bureau of Business Services (BBS). Closing completed contracts and/or liquidating unneeded encumbrances allows state budget authority tied to unneeded encumbrances to be used elsewhere, excess federal funds obligated on a project to be released and used on other projects, and WisDOT’s Audit Section to schedule any required audits. Closing completed improvement projects further allows the department to final voucher FHWA for federally funded projects, and after completing any required audits, the department can issue final invoices to local units of government, and again, after completing any required audits, project files to be closed and finalized projects will be deleted from accounting screens and from standard reports.

Improvement contracts are closed when the invoice is marked final. If it is later determined that a previously approved invoice represented the final invoice, this information should be relayed to BBS/Expenditure Accounting Unit so they may close the contract. Contracts that cover more than one project cannot be closed until they are ready to be closed for all projects covered by the contract. However, the Expenditure Accounting Unit can liquidate encumbrances no longer needed for an individual project, which allows the individual project to be closed to charging. All contracts associated with a project must be closed or have a zero encumbrance before a project can be closed. Design projects require all LET contracts linked to the design ID to be awarded. Design projects should be closed within 30 days of the last awarded LET project. The type of project determines who initiates the closing.
Regions request closing of other projects by using review control code “L – Closing Initiated” in FIIPS. Design improvement projects are within 30 days of the last letting. The region project manager requests closing non-let improvement projects; and, regional right of way staff requests closing of RE projects. This process can also be used for projects that are normally closed automatically by BBS. If encumbrances from a multi-project consultant are zero, the project can be closed via review control code L, rather than waiting for the overall consultant contract to be closed. The regional project manager requests closing projects because of the quarterly reports on inactive contracts and projects.
Access Database on Inactive Contracts and Projects
DTSD maintains an Access database of inactive contracts and projects in an effort to flag contracts or projects that may have been is missed in the closing process described above. It is not a substitute method for closing projects. The Access database is updated quarterly and includes: open non-real estate improvement contracts that have not been charged to over the last six months; open improvement projects that were authorized over a year ago, have not been charged to over the last six months, and have no open contracts associated with them.
· Regions should never request a contract be closed UNLESS they are confident no outstanding invoices exist. Reopening a closed contract causes significant rework and at certain stages, can be impossible.
Final Closing Process
When projects are final, BBS/Fiscal Services initiates final settlement with any local units of government involved with the project’s funding, closes the project to all charges by putting it into Accounting Stage 8, prepares a Final Cost Statement, and prepares a Final Federal Voucher for federally funded projects. Final projects with no current fiscal year activity are deleted from the Financial Operating System (FOS) each January. Associated purchase orders are deleted from the Encumbrance Accounts Payable System (EAPS). Data for projects that have been deleted from FOS is still available for reporting in the MIIPS Data Warehouse (e.g., detailed cost reports can still be run). FIIPS retains project information including final project costs and funding information. BBS also maintains contract, invoice and other imaged project documents.

Again, be reminded that changes are coming due to the STAR project
