Close Out Instructions

The online close out process includes two status changes; 

1) Submit the close out forms/documentation (M/AO or Admin) 

2) Submit the requisition (M/AO).

You will receive system emails throughout the process.

Please review the “Grantee Checklist” for details on required reports and close out documentation. 

Part One
Close out Forms and documentation submittal (AO or Admin)
Please complete the following forms online, and SAVE:

1) Final Project Summary form

2) GIS data form(s): If GIS work was done with grant funds, one form for each data layer created.
3) Use the “Closeout Documentation” form to upload the following:

a) Financial Documentation – (Please see Grantee Checklist on Forms tree for required financial documentation)
b) Final Product(s)
If mailing, list each document name on the Closeout Documentation form and check “mailed to DEHCD”
To electronically submit your close out

When all of the above has been completed/uploaded, the Authorizing Official or the grant Administrator can click on Change Status while viewing “close out documentation submitted” in the “next possible status” window. CAUTION: Once the status has been changed, you will no longer be able to upload/Save documents or forms.

Part Two
Final requisition 
Detailed requisition instructions on Forms tree of online Grant. Create a new requisition, complete the forms and Save. 

1) Only an Authorizing Official can then electronically submit the requisition. 

2) You may requisition at this time for any funds that have been expended but not yet received from the program. Any funds received but not expended must be returned along with your closeout, and the check made out to the State of Vermont.

