Division of Public Health Administrative Manual

Chapter:


DPH Business Operations
Title:



Procedure for Closing Out a Grant

Current Effective Date:
2/23/09

Revision History:
1

Original Effective Date:
8/25/08

This procedure is the final step in the grants management process.  Related information is contained in the Division of Public Health’s (DPH) Grants Management policy and in procedures for Applying for a Grant, Preparing to Receive a Grant, Implementing a Grant, and Managing a Grant.
Closing out a Grant
At the end of a grant project, the Grant Manager will want to assure that the following items have been addressed to facilitate closeout: 
1. 
Liquidation of Encumbrances

Purchase orders (PO) related to E-Procurement or contract encumbrances should be either liquidated or the POs closed. This could result in a final unobligated balance.

2.
Final Project Report  

At the end of the grant period, the funding agency may require a final project report.  The funding agency will specify the timeframe in which this report is due.  This report is programmatic in nature and relates to the success in meeting overall grant deliverables, and it can be submitted by the Grant Manager, unless otherwise specified by the funding agency.  A copy of the final report should be submitted to the DPH Grants Coordinator for the file. 

3.
Final Financial Statement Report (FSR)

The DHHS Controller’s Office will prepare the final FSR.  A copy of the report must be sent to the DPH Grants Coordinator, who in turn will distribute it to the DPH Budget Office and Department of Health and Human Services (DHHS) Budget and Analysis. 
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