Grant Close out Procedures
Step 1- Prepare and submit a Final QPR. 
Make sure that the “final” box is checked. Before final report is submitted, make sure to review the following.  
I. The Narrative - Make sure the narrative is complete and reflects final activities and the status of the grant. If the narrative addresses accomplishments, make sure that they are consistent with the numbers that are entered for the grant activities. The narrative must include HUD Lead-Based paint reporting requirements for housing rehabilitation activities.
II. The Project Closure Report – This report can be found on the Forms page of the grant under CGMM Formatted Report and identifies inconsistencies, incomplete programmatic or financial information/data. It will identify if milestones have not been completed or beneficiary information has not been entered, budget inconsistencies etc. If one of these appears on this page it will prevent the grantee from closing the project. All financial information, beneficiary, milestones, performance measures must be entered and projects must be closed before the final QPR is submitted. 
III. The Data Reports – There are four reports that should be reviewed to be sure that program data is entered into the system completely, accurately and consistently. These four reports can be found on the Forms page of the grant under CGMM Formatted Reports and are: Detail Beneficiary Statistics; Housing Unit Statistics; Summary Beneficiary Statistics; Unit of Measure Tracking Statistics.
The numbers in these reports are generated from various pages (applicant, beneficiary detail, summary detail etc.) that grantees complete within the various activities. Activity data are recorded by the grantee on certain pages. These pages are clearly marked as to which activities should be reported on the particular page. For instance, housing activities are only reported on the Applicant page.

The reports should be compared and in some cases checked for consistency of numbers. As an example, total beneficiaries on the Detail report should match total beneficiaries on the Summary report. If they don’t match, something is wrong. Similarly, total housing rehab units on the Housing Units report should match total units on the Unit of Measure report. 
IV. CEO Certification - Upload a letter on the city/town’s letterhead, signed by the community’s chief elected official that the report (narrative and data) has been reviewed and is correct and complete.
After DHCD review/approval of the final quarterly, DHCD will change the status of the grant to “Grant Closure Initiated” and the grantee should complete the following-
Step 2- Prepare and submit the Final Statement of Costs and Certification of Completion forms
V. Final Statement of Costs and Certification of Completion forms – These forms will be automatically calculated and filled in and should be available on the “View/Forms” page. (If the form does not appear to be correct, contact your fiscal representative.) The grantee should print the PDF version and have the CEO sign, and upload in Intelligrants. At this point, the grantee will change the status of the grant to “Grant in Closure”. 
DHCD will then begin its review/approval process of the Certification of Completion form as well as the status of the Single Audit submission. DHCD will make the following changes in the status of the grant during the review process:
i. Close Out De-Allocation Review
ii. Grant Close Out Fiscal Manager Review

iii. Grant Close Out Special Conditions

iv. Grant Close Out Final Agreement

Step 3- Review, Sign and return the Close-Out Agreement to DHCD

Once the grant is in “Grant Close-Out Final Agreement” status, DHCD will mail a Close-Out agreement to the CEO contact of the grant. This agreement then needs to be signed and returned to DHCD. 

After DHCD receives the signed Close-Out Agreement, the grant status is then moved to “Grant Closed” and one copy of an executed Close-Out Agreement signed by the Associate Director of DCS is mailed back to the CEO contact of the grant and one copy is uploaded into Intelligrants.
