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WHAT IS SUBAWARD CLOSEOUT?



SUBAWARD CLOSEOUT IS

a series of activities that

• officially ends the subaward agreement.

• documents that all required project work and 
administrative actions have been completed.



HOW TO INITIATE CLOSEOUT



TO INITIATE CLOSEOUT

Submit two documents to DNRC:

1. final report

2. final disbursement request



DOCUMENT 1 = FINAL REPORT

The Reports 
section of the 
subaward 
agreement contains 
instructions for the 
final report.



FINAL REPORT

The Appendices of 
the subaward 
agreement usually 
contain a format for 
the final report.



FINAL REPORT

In some cases, the 
subaward points to a 
DNRC webpage 
with a suggested 
format for the 
report.



FINAL REPORT

The final report is an
opportunity to

• describe project 
accomplishments.

• demonstrate that you 
have fulfilled the goals 
outlined in the subaward 
agreement.



FINAL REPORT

The final report also requires a final accounting and description 
of any match contributions required by the agreement.



FINAL REPORT

The final report provides the data DNRC needs
to demonstrate to the federal government

that federal program goals are being met,
increasing the likelihood of future grant funding.



DOCUMENT 2 = FINAL DISBURSEMENT 
REQUEST

Submit a final disbursement request documenting your final expenses.



FINAL DISBURSEMENT REQUEST

The request is typically due 
no later than 30 days 
after the termination of 
the subaward agreement.

See the disbursements 
section of the subaward 
agreement for the specific 
due date. 



FINAL DISBURSEMENT REQUEST

In the final request, you will also need to 
document any match contributions

required by the agreement.



FINAL DISBURSEMENT REQUEST

Whenever possible, provide proof that costs of match were incurred
(you were obligated to pay the expense):

Payroll 
records Invoice Mileage log Landowner 

agreement Volunteer log

and paid:

Payroll report Check stub Receipt Transaction 
report

Bank 
statement



FINAL DISBURSEMENT REQUEST

Consider 
including a 
match 
tracking table 
that further 
clarifies match 
contributions.



FINAL DISBURSEMENT REQUEST

Most subaward agreements require that the final 
payment be withheld, pending:

completion of the project.

approval of the Final Report by the DNRC 
Program Manager.



FINAL DISBURSEMENT REQUEST

If subaward funds were withheld from previous 
disbursements, these funds are automatically added 

to the final payment by DNRC.

No additional request
for withheld funds is needed.



OTHER CLOSEOUT DOCUMENTS



OTHER CLOSEOUT DOCUMENTS

Send a copy of any project 
materials created as part of 
the project or paid for by 
subaward funds, such as:

• photos or maps

• brochures or handouts

• reports or GIS data



OTHER CLOSEOUT DOCUMENTS

Please also send any 
write-ups or news articles 
showcasing your 
project.



OTHER CLOSEOUT DOCUMENTS

Photos documenting your project are welcome.



FINAL STAGES OF CLOSEOUT



CLOSEOUT LETTER

After all necessary 
documents are 
submitted and approved 
and final disbursement 
is processed, DNRC 
will send a closeout 
letter.



CLOSEOUT LETTER

The closeout letter will document the following:
All activities under the subaward have been completed.

The Final Report has been received and approved.

The final disbursement request has been approved and 
processed.

Any withheld funds have been released.

The subaward has been officially closed.



CLOSEOUT LETTER

The closeout letter will also provide instructions
on record retention requirements

related to your subaward.



HOW LONG DO I NEED TO RETAIN 
MY SUBAWARD DOCUMENTS?



DOCUMENT RETENTION

The requirements for 
subaward document 
retention are 
described in the 
records and audits 
section of the 
subaward agreement.



DOCUMENT RETENTION

Typically, the following documents related to the subaward 
need to be retained for a period of three years:

Financial records
Supporting 

documents for 
transactions

Payroll and 
procurement 

records

Any other 
records 

pertinent to the 
subaward



DOCUMENT RETENTION

Your closeout 
letter will provide 
the exact date 
from which to 
count three years.



QUESTIONS ABOUT
SUBAWARD CLOSEOUT?

Contact DNRC Forestry Division

at (406) 542-4300.
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