
[image: image1.png]


Grant Closing Procedures

A.
Purpose 
The following procedures are to be followed by sub-grantees to close out 21st CCLC awards that have reached the end of their approved cycles (i.e., following the five-year or three-year funding cycles).  These procedures are established in accordance with the Education Department General Administrative Regulations (EDGAR), 34 CFR, Part 74 (Administration of Grants and Agreements with Institutions of Higher Education, Hospitals, and other Non-Profit Organizations), EDGAR, 34 CFR, Part 80 (Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments), and State of Georgia guidelines, regulations and policies pertaining to closing-out a grant.  
B.
Records Retention
While EDGAR, 34 CFR, Part 74.53 and Part 80.42, states that all sub-grant related records, including all financial and programmatic records, supporting documentation, statistical records (i.e., data collection records, both retained in the Afterschool 21 system and on-site) and other records required by the terms and conditions of the sub-grant award, by program regulations and/or by policies must be retained for three (3) years after the award cycle expires, the statute of limitations is five (5) years after the award cycle expires.  Therefore the Georgia 21st CCLC requirement is that all financial and programmatic records, etc. described heretofore, should be retained for five (5) years after the award cycle expires. EDGAR, 34 CFR, Part 80.42 (4)(d) allows for copies made by microfilming, photocopying, or similar methods to be substituted for the original records.  
The start date of the retention period begins on the day that the sub-grantee submits to GaDOE its final expenditure report, referred to as the Completion Report (i.e., defined as being no later than 30 days after the last date of funding availability under the sub-grant award cycle, or October 30).  For example, the final year Completion Report for sub-grantees ending their three-year award cycle that began in FY09 is October 30, 2011.  Assuming the sub-grantee complies with the October 30, 2011 dead line, all records from the start of the three-year award cycle, July 1, 2008, for this sub-grant award must be made available for audits, examinations, excerpts, and transcripts through October 30, 2016.  
It is to be noted that the rights of access to records remain for as long as the records are retained – meaning, rights of access to records that continue to exist beyond the required five year period may be accessed.  It is also to be noted that if any litigation, claim, or audit is started before the end of the three-year period, the records shall be retained until all litigation, claim, or audit findings have been resolved and final action taken – meaning, the records must not be destroyed after five years if a resolution has not been reached.
All records, including the programmatic and fiscal records of contractors compensated for services with 21st CCLC funds, must be retained following the same procedures listed in the preceding paragraph.  This includes retaining purchase orders, invoices, receipts, and any and all documentation supporting expenditures associated with the implementation of the grant award services.  Ensuring that independent contractors retain records adhering to the length of time specified may be problematic, and it is recommended that all contracts with independent contractors contain language citing records retention requirements for services paid for with 21st CCLC funds.  For further guidance pertaining to this requirement, please see EDGAR, CFR Part 74.48(d) and Part 80.36(i)(10).
When establishing storage locations and records access protocols, it is required that the sub-grantee inform the GaDOE program office in writing as to who is the designated custodian of the records and where and how the records may be accessed should a closed award be subject to an audit, monitoring, or other authorized investigation.  It is also to be noted that all records retained must be stored in such a manner so as to comply with FERPA regulations.  
C. Equipment and Supplies
EDGAR, CFR 34, Part 80.3 defines “equipment” as tangible, nonexpendable, personal property having a useful life of more than one year or an acquisition cost of $5,000 or more per unit.”  Supplies are defined as all other tangible personal property other than equipment, as defined above. 

Property and inventory records, including acquisition and disposal information, should be retained for five years following the close-out of the grant, as specified in the preceding paragraphs regarding Records Retention.  

Per EDGAR, CFR 34, Part 80.32; if the program continues once the grant funds cease, the program may continue to use the equipment that was previously acquired.  As part of the close-out of an award, and when the program no longer continues to operate, sub-grantees must offer to transfer 21st CCLC equipment/capital outlay items to other programs or projects currently or previously supported by Federal funds.

For the proper procedure to follow for the disposition of equipment and supplies, please refer to section XI, sub-section F of the Operations Manual for Sub-grantees.   In addition, for proper procedures regarding Inventory documentation, see Section XI. A. Property Records and Inventory in the current Operations Manual for Sub-grantees.      
D. Budget Amendment Requests
All final GaDOE 21st CCLC program budget amendment requests must be submitted via the Consolidated Application system and approved by May 15 for the fiscal year in which the grant award cycle ends. 
E. Nutrition Programs
If there is no longer a need for a School Nutrition Program, sub-grantees are required to contact the school district School Nutrition Program manager to advise him/her of the program ending status.  The manager may need to make arrangements to conduct a final site visit where nutrition fiscal records and unique close out requirements will be reviewed.  The manager will make you aware of how to prepare for the visit and any other items that may need to be reviewed. 
F. Reports
All school year performance reports, including final evaluation reports, certification of Cayen AfterSchool 21 data, and all CAYEN Afterschool 21 reporting requirements required as a condition of the grant award must be submitted to GaDOE by June 30th of each year set during each year of 

the grant and the final year of the grant award [EDGAR, 34 CFR 80.50]. F
All summer performance reports should be submitted to the district’s ERES and all data updated in Cayen AfterSchool 21 by 
September 1 of each year.
G. Later Disallowances and Adjustments
The completion of the grant award cycle does not effect:
a) GaDOE’s right to disallow costs and recover funds on the basis of a later audit or other review(s);

b) The sub-grantee’s obligation to return any funds due as a result of later refunds, corrections, or other transactions;
c) Records retention as required by GaDOE; and,

d) Audit requirements in accordance with Georgia’s A-133 Single Audit policies and procedures. 
H.      Final Closeout
GaDOE will close out a grant when it determines that all applicable administrative actions and all required work of the sub-grantee have been completed and approved.
II. Grant Closeout Checklist
The following are items to consider tracking when you are planning for, or are in the process of closing out your 21st CCLC program grant award.  The list is not all-inclusive, and some items may not apply to your particular situation.  Additional actions unique to your situation may also need to occur.  These items simply represent GaDOE 21st CCLC aforementioned requirements and other suggestions.
1. Notify of program closing, in writing:
a. Your school district officials;

b. Your staff;

c. Your partners;

d. Parents/Families/Legal guardians and their students;

e. Governing authorities/board;

f. Any other program stakeholders.

2. Notify families of other possible programs including contact information, if appropriate and available.

3. Develop a comprehensive action timeline for your close out procedures to occur, and make sure that all impacted individuals know their roles and responsibilities in the process, as well as clear due dates.
4. Properly close out all vendor contracts and finalize all payments requirements so that nothing remains due or in question.

5. Take appropriate action on all pending invoices to ensure complete payment for goods and services delivered.

6. Submit all requests for re-imbursement of allowable expenditures following GaDOE’s re-imbursement process.

7. Finalize any outstanding monitoring review corrective actions

8. Submit your final program evaluation as required by GaDOE

9. Complete the disposition proposal and submit to GaDOE (Section XI. A. Property and Inventory in the current Operations Manual for Sub-grantees).
10. Submit Completion Report by Oct. 31.

Dr. John D. Barge, State School Superintendent
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