
Assets for Independence 

Project Closeout Checklist

	Closeout Activities / Milestones
	Completed / Date

	Draw down any remaining grant funds that will be needed during the closeout process. Plan to draw down these funds as early as possible, but certainly no later than 3 weeks before the 5th anniversary of the grant award. Grantees may not draw down funds after this date.

	

	Prepare and submit the Final Financial Status Report and any Interim Financial Status Reports that are not complete. Check the due dates on the reporting schedule. There should be Year 5 Financial Status Reports in addition to the final, cumulative report. If the project received an extension, there will be Year 6 reports.

	

	Prepare and submit the Final Program Narrative, Program Progress Report, and any Interim Narrative Program Progress Reports that are not complete. Check the due dates on the reporting schedule. There should be Year 5 Financial Status Reports in addition to the final, cumulative report. If the project received an extension, there will be Year 6 reports.

	

	Prepare and submit the Property Inventory Form. 

	

	Prepare and submit all Data Reports. It’s important that all Data Reports are completed. Data Reports are only open for editing between October and November of each year and are always due on December 1st. This might mean that you need to complete a final Data Report after the Close Date of your Grant. Grantees who have a data report due, even for a closed grant, will be contacted at the beginning of the Data Report period.
	

	Return Federal grant funds remaining in the Project Reserve Fund in a check made out to the Department of Health and Human Services. Review the instructions for the final fiscal report.

	

	If needed, work with the Administration for Children and Families to de-obligate any remaining Federal funds that have not been drawn down. 


	

	Reallocate the non-Federal cash contribution to other activities in accordance with your non-Federal funders’ requirements.

	



