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Once you have expended all of your grant funds, you are ready to start the close-out process. The

following steps will outline this procedure.

1) FINAL FINANCIAL REPORT
Submit your Final Quarterly Financial Report on the OPM Grants Portal. You may submit this report as
soon as your funds are expended; you do not need to wait until the end of the quarter.

In order for the Quarterly Financial Report to be considered final, it must show that all funds have been
expended. If you have already submitted a Quarterly Financial Report in the second quarter that showed
all funds have been expended, do not submit another financial report.

2) FINAL REPORTS
You will receive a call from your OPM Grant Manager. (See attached list to find your OPM Grant
Manager.) He/she will confirm that you have expended all your funds and are ready to proceed with the
rest of the close-out process. He/she will also discuss the types of final reports you need to complete.

a. FINAL PERFORMANCE MEASUREMENT TOOL/PROGRESS REPORT
Each town must fill out this report. It will be emailed to you by your OPM Grant Manager. Please
fill out the spreadsheet, attach it to an email, and send it back. You should fill out the report
based on your activities within the most recent quarter.

***For example, if you expended all your funds on February 20th, you would be in the
January-March quarter. Since your project was completed in February, you would report on
your activities from the beginning of the quarter (January) through February 20",

b. FINAL JOBS (OMB 1512) REPORT (if applicable)
If your town is required to submit a Jobs Report spreadsheet, you will be emailed one by your
OPM Grant Manager. Please fill out the spreadsheet, attach it to an email, and send it back. You
should fill out the report based on your jobs data within the most recent quarter.

***For example, if you expended all your funds on February 20th, you would be in the
January-March quarter. Since your project was completed in February, you would report on
your jobs data from the beginning of the quarter (January) through February 20%".



c. PROPERTY INVENTORY REPORT (if applicable)
This report is sent to towns that had any equipment/supplies purchases. If you qualify, you will
be sent one by your OPM Grant Manager. Please fill out the spreadsheet, attach it to an email,
and send it back. Instructions are included within the report.

d. TIME ACCOUNTABILITY WORKSHEET (if applicable)
This report is sent to towns that reported any jobs data. In order to fill this out, you will need to
know the names, dates, numbers of hours, and descriptions of services that were compensated
with ARRA JAG funds. If you qualify, you will be sent one by your OPM Grant Manager. Please
fill out the spreadsheet, attach it to an email, and send it back. Instructions are included within
the report.

3) SITEVISIT
After all reports are completed and approved, your OPM Grant Manager will call you to arrange a
mutually convenient time for a compliance monitoring site visit. Separate instructions, including what
to expect and what to have available at the meeting, will be sent to you once the date has been
arranged.
WE WILL NOT BEGIN SITE VISITS UNTIL APRIL 157, 2010.

4) GRANT CLOSE-OUT LETTER

Once all of your town’s finances have been reconciled and a successful site visit has been completed,
your town’s project officer, Chief Executive Official, and financial officer will receive an email with your
grant close-out letter. This will signify your grant is officially closed.
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