[image: image1.jpg]SAN JUAN COLLEGE





Grant Closeout Checklist
	Purpose

	

	This form is designed to provide the College with feedback on grant implementation and administration. Project directors will be asked to complete the questionnaire and bring it to a grant closeout conference for discussion with the Office of Strategic Development.

	Grant Information

	Name of Grant:
	     

	Funding Agency:
	     

	Project Director:
	     

	Department:
	     

	Begin Date:
	     
	End Date:
	     
	Extension 

End Date:
	     

	

	

	1. How did your project address priorities identified in the San Juan College strategic plan? How did your project meet the mission and vision of San Juan College?

	     
2. Please briefly list the major goals and objectives of the grant and your assessment of the effectiveness of the grant project in meeting them.

	     
3. How did what was written in the grant proposal program and/or budget differ from implementation?

	     
4. What was the impact of the grant on San Juan College?

	     
5. How will the work of your grant be incorporated into your department/the College?

     
6. Was the grant transferred to a community-based organization? If so, was a transition team formed?
     
7. Describe your experience as project director?
     
8. Did you receive support/assistance from specific persons or departments in the College? What additional assistance would have been helpful?
     
9. Please describe your experience working with the Office of Strategic Development and Business Office.
     
10. What improvements or additions could be made in the accounting and Strategic Development services provided?
     


	


	Purpose

	This checklist is designed to serve as a general guide to project directors of grants to assist them in completing the closeout process at the end of a grant. Individual grants may have requirements that extend beyond or differ from this checklist. If there are any questions regarding closeout requirements for a specific grant, project directors and their supervisors/administrators should consult with the Office of Strategic Development and/or the Grants Accounting Department.

The Grants Accounting Department is responsible for meeting the financial closeout requirements of all grants and will contact project directors, their supervisors/administrators, and the Office of Strategic Development as needed.

The project director should complete this document during the last three to six months of the entire grant project.

Checklist
Step

Task

Consult with

(as appropriate)

Recommended Completion Date

Actual
Completion
Date

1

Final Programmatic Report (usually due up to 3 months after the grant ends)

A
Review program guidelines to determine final reporting requirements
Office of Strategic Development
     
     
B
Review any previously-submitted programmatic reports
Supervisor
     
     
C
Compile final project data/results/progress
Supervisor, Project staff, External Evaluator1
     
     
D
Draft final programmatic report
Supervisor, Office of Strategic Development
     
     
2

Final expenditures (to ensure that all grant funds are spent prior to the last day of the grant)
A

Review current budget and develop final spending plan to ensure that all remaining grant funds be expended completely and appropriately
Grants Accounting Department
     
     
B

Expend all remaining grant funds

Supervisor
     
     
 1An External Evaluator only needs to be consulted if an external evaluation has been conducted as part of approved project activities.
Step
Task

Consult with

(as appropriate)

Recommended Completion Date

Actual
Completion
Date

3

Equipment and Supply Disposition (in preparation for what happens after the grant ends)
A

Inventory all remaining project equipment, supplies, and materials

Project staff, Grants Accounting Department, Property Management Department
     
     
B

Determine current value of individual equipment (tagged) items

Property Management Department
     
     
C

Determine current value of individual unopened/unused supplies and materials

Project staff, Supervisor
     
     
D

Report current values of equipment, supplies, and materials to the Office of Resource Development to determine if communication is required with the funding agency regarding disposition 

Supervisor, Office of Strategic Development
     
     
E

Follow disposition instructions provided by the Office of Resource Development

Supervisor, Office of Strategic Development, Grants Accounting Department
     
     
4

Time and Effort Documentation

A

Review originally-approved proposal budget to identify all staffing commitments (grant and match)

Grants Accounting Department
     
     
B

Determine time and effort documentation already documented in Grants Accounting files

Grants Accounting Department
     
     
Step

Task

Consult with
 (as appropriate)

Recommended Completion Date

Actual Completion Date

C

Determine time and effort documentation still remaining to be documented and documentation format

Grants Accounting Department
     
     
D

Obtain  remaining time and effort documentation

Project staff, Sources of time and effort match
E

Submit time and effort documentation to Grants Accounting Department

Grants Accounting Department
     
     
F

Confirm satisfaction of time and effort documentation

Grants Accounting Department
     
     
5

Non-Personnel Matching Documentation (if applicable)

A

Review originally-approved proposal budget to determine source and value of match (annual and cumulative)

Grants Accounting Department
     
     
B

Review program guidelines to determine amount of required match

Office of Strategic Development
     
     
C

Determine source and value of match documentation already documented in Grants Accounting files

Grants Accounting Department
     
     
D

Determine match still remaining to be documented and documentation format

Grants Accounting Department
     
     
E

Obtain remaining match documentation

Sources of match
     
     
F

Submit original match documentation to Grants Accounting Department (keep copies in program operation files)

Grants Accounting Department
     
     
G

Confirm satisfaction of match

Grants Accounting Department
     
     
6

Record Retention (in preparation for extended record storage after the grant ends)

Step

Task

Consult with 
(as appropriate)

Recommended Completion Date

Actual Completion Date

A

Determine required retention period for program records

Office of Strategic Development
     
     
B

Determine secure location for storage of program records (electronic and paper)

Supervisor
     
     
C

Review program records to dispose of duplicate documents

Supervisor
     
     
D

Organize and label boxes to store program records

Supervisor
     
     
1

Documents of similar purpose and content should be placed together, preferably in the same box

     
     
2

The outside of each box must be clearly labeled to indicate: (a) Box number (e.g., 1 of 20, 2 of 20); (b) Funding agency and program (e.g., U.S. Department of Education, Title III); (c) Grant year and budget period of documents contained in the box (e.g., Year 1, 10/01/07-09/30/08); (d) Destroy date2
     
     
E

Submit an inventory list of boxes and their contents, plus the exact physical location of the boxes, to the Office of Resource Development and the Grants Accounting Department

Office of Strategic Development, Grants Accounting Department
     
     
Upon completion, the project director, supervisor and representative from Resource Development should sign and date then distribute this checklist as follows:
· Original to the Office of Resource Development for filing in official grants file.

· Copy to Grants Accountant
Project Director

Date
Supervisor (Dean or VP)
Date

Grants Development and Compliance Officer
Date



2 Destroy dates vary depending upon federal, state, and program regulations applicable to each grant. It is critical that the Project Director label each box correctly based on a retention period confirmed by the Office of Strategic Development.
