SUBAWARD CLOSEOUT

This publication is funded in part by a grant
from the U.S. Forest Service, Department of Agriculture.

DNRC is an equal opportunity provider.



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:
final report

final disbursement request




DOCUMENT | = FINAL REPORT

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

SECTION 8. REPORTS. A Final Report that details the

project status, results, accomplishments, and financial
status will be submitted to DNRC by the Subrecipient for
approval upon project completion. Final reports are due 30
days following the subaward termination date.

Final disbursement of Subaward funds is contingent upon
DNRC’s receipt and approval of the Final Report. A
suggested Final Report format is attached hereto as
Appendix D and incorporated herein by reference.



FINAL REPORT

Appendix D
Subaward Agreement
FINAL REPORT FORMAT

The Appendices of Title Page:

the subaward
agreement usually
contain a format for
the final report.

1. Subrecipient’s name, address & telephone
numbers.

2. Name, address, and telephone numbers of others
who may be contacted concerning the project if the
primary contacts are not available.

3. Funding: Total project cost and amount of
subaward.

Introduction: Describe the project history, project
location, and the purpose of the project.

Discussion and Results: Document that project
goals, objectives, and tasks identified in the Subaward
have been completed. Copy the project goals,
objectives, and tasks verbatim. After listing each goal,



FINAL REPORT
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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.

Request for Disbursement of DNRC Grant Funds / Financial Status Report

X Request for Reimbursement

MONTANA URBAN & COMMUNITY FORESTRY AWARD PROJECT REPORT FORM

| Wise River Restoration Collective | | WsF-18-020 / Wise River Restoration Project |
Subrecipient Name Subaward Agreement Number / Project Mame
| Pericd covered by this request'l From {02/01/2017) | To (D9/30/2017):
Disbursement Total Grant Budget | Funds received from Grant balance Cumulative match
amount by category DNRC ining exp s to date
requested (from grant agreement) (before this request) (after this request) (1:1 match)
Direct Costs:
Sutrecipient SalaryWages/Berefils $1,445.55 $20,000.00 $18,554.45] $0.00
Operating Expenses 5247 63 $5,000.00] B4, 752 37 $0.00
Fayments to Landownars (Beneficiaries) $24,680.00 $60,000.00 $35,320.00] $0.00 $100,000.00)
Cortracted Services $2,500.00 $5,000.00| $2,500.00] $0.00
SutTetal $28,873.18] $90,000.00 $61,126.82 $0.00 $100,000.00
Indirect Costs (11.11%) $2 88?.32[ $10,000.00 $7,112.68 $0.00
TOTAL $31 .?60,50[ $100,000.00} $68,239.50| $0.00 $100,000.004

Subrecipient Representative / Preparers Signature

Hourly (a) (b) ()
Type of Rate or Quantit Grant Applicant | $ Value of Total
Project Expenses* Piece Rate ¥ Funds Cash Donated & | (a)+ (b) +(c)
{per each) Requested Match In-Kind

Contracted Inventory Update (wibids) 30.00/hr 147 3,000 1,410 4,410
Trees 30.00 200 1,000 3,000 4,000
Shipping Flat 200 trees 300 300
Tree Posts 1.00 200 200 200
Excavating 50.00/hr 12 600 600
Lunches for work crew 5.00/meal 40 200 200
Indirect Costs 8% 320 320
Grand Total 4,320 4810 800 10,030




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.

SECTION 7. DISBURSEMENTS. Subrecipient shall submit claims
for disbursement of Subaward funds to the DNRC liaison, using
the “Request for Disbursement of DNRC Grant Funds / Financial
Status Report” form, attached hereto as Appendix E and
incorporated herein by reference. Documentation of reimbursable
costs incurred and paid must be submitted with the request.
Documentation may include, but is not limited to, itemized
receipts, vendor invoices, inspection certificates, transaction
ledgers or other financial reports that clearly show expenditures,
payroll records, copies of checks, bank statements, and other
forms of proof of payment. DNRC will determine whether
documentation submitted adequately supports the disbursement
request and may require additional documentation before
approving payment. Reimbursement of Subrecipient’s
expenditures will only be made for expenses included in the
Project Budget in Section 5 that are clearly and accurately
supported by the Subrecipient's records. Request for final
disbursement of Subaward funds is due 30 days following the
subaward termination 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):

Landowner

Payroll

Invoice Mileage log

Volunteer log

records

agreement

and paid:

Payroll report Check stub




FINAL DISBURSEMENT REQUEST

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

WILLOW CREEK RESTORATION: MATCH TRACKING FOR SUBAWARD AGREEMENT HZF-18-019

Date Budget Category | Notes (name, project, activity) Calculations Match
Subrecipient Project Manager DuBois mapped | $23.37/hrx 8
B 2917 S/W/B Johnson plan. hr 5186.96
9/08/17 Payment to J Johnson paid Forestry Services, N/A $6.200.00
contractor Inc. for hazardous fuel treatment e
. . ) 10 indiv x 20
9/14/17 | Volunteer Time | Willow Creek restoration hr x $21.04/hr $4,208.00
Total Match $10,594.96




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.
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DE Jonsonac

(.?3 SHOWERS LIKELY 54 + 35 romcasine | SATURDAY, OCTOBER 22, 2006 | missou

éélébraiiné; contemplating
Montana’s forestry industry




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.

RE: Close of Wise River Restoration Agreement — WSF-17-020
Dear Ms. Greene:

The Department of Natural Resources and Conservation (DNRC) has
reviewed and approved the Final Report and Final Disbursement Request
submitted by Wise River Restoration for subaward agreement WSF-17-
020.

Final disbursement of $17,264.00 was issued by DNRC on 10/10/2017. The
dishursement included previously withheld funds in the amount of
$5,600.00.

The maximum amount available under the WSF-17-020 agreement has
been disbursed to Wise River Restoration. There are no further obligations
on the part of DNRC under this agreement.

The WSF-17-020 agreement is considered complete and closed as of
10/10/2017. Per the RECORDS AND AUDITS section of the agreement, you
must maintain appropriate and adequate records relating to this
Subaward for three (3) years after 10/10/2017.




CLOSEOUT LETTER

The closeout letter will document the following:

A
-

| activities under the subaward have been completed.

he Final Report has been received and approved.

T

ne 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 | 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.

SECTION 9. RECORDS AND AUDITS. The Subrecipient must
maintain appropriate and adequate records showing complete
entries of all receipts, disbursements, and other transactions
relating to this Subaward for three (3) years after the later of either
the final Subaward payment or the termination or expiration of this
Subaward. The DNRC, the Montana Legislative Audit Division, or
the Montana Legislative Fiscal Division may, at any reasonable
time, audit all records, reports, and other documents that the
Subrecipient maintains under or during the course of this
Subaward to ensure compliance with its terms and conditions.




DOCUMENT RETENTION

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

Any other
records
pertinent to the
subaward

Supporting Payroll and

Financial records documents for procurement
transactions records




DOCUMENT RETENTION

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

RE: Close of Wise River Restoration Agreement — WSF-17-020
Dear Ms. Greene:

The Department of Natural Resources and Conservation (DNRC) has
reviewed and approved the Final Report and Final Disbursement Request
submitted by Wise River Restoration for subaward agreement WSF-17-
020.

Final disbursement of $17,264.00 was issued by DNRC on 10/10/2017. The
disbursement included previously withheld funds in the amount of
$5,600.00.

The maximum amount available under the WSF-17-020 agreement has
been disbursed to Wise River Restoration. There are no further obligations
on the part of DNRC under this agreement.

The WSF-17-020 agreement is considered complete and closed as of
10/10/2017. Per the RECORDS AND AUDITS section of the agreement, you
must maintain appropriate and adequate records relating to this
Subaward for three (3) years after 10/10/2017.




QUESTIONS ABOUT

SUBAWARD CLOSEOUT?

Contact DNRC Forestry Division
at (406) 542-4300.
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