Small Project Closeout

1. From the Home screen, select “Accounts.” If you represent more than one
organization, select the Applicant first.

#* # v [l AcconTs v %, PROvECTs v+ $ Fnances v Q

Any Texas Town )

= Create New Request 72 Submit New Reimbursement Request More ~

7] Summary N | Applicant Details - ] Apply for a Grant -
@ Accounts Unique ApplicantID: 2501 There are currently 12 Grants open. If you
wish 1o appy, please click the Apply Now
FEIN# i button below
&l Projects
Payments Account Count: 2 Accounts Open
Project Count: 8 Projects
[51] Quarterly Reports
(& Contacts Quarterly Report No Active QRS (View All
Count:
ount © 1 overdue Quarterly Report
[] Notes
Eligible Obligated: $377,781.90
[} Documents Federal Obligated: $990,78178 (262.26%)
& History State Obligated: 524,192.84 (6.40%)
View Graph
Local Share: $36,289.27 (-168.66%)

2. Select the “Account” that contains the Project(s) that needs to be closed out.
The System will navigate to that account (lines are hyperlinked).

= Create New Request % Suomit New Reimbursement Request More +
] Summary @ Accounts
Quick Search 2esuts oY B &
@ Accounts 5
Program  Grant#  ~ Grant Name Proj Count  Closed Date
HMGP 2099 Mitigation Plan Tracking 1
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3. At the Account page, click the

#“ # i accomts v X, Prowects +  $ Fmances

9999 Public Assitance Test Grant (PA) Any Texas Town

Account for 9999 (PA) - Any Texas Town

tive

| Create New Request

=] summary y ] Account Details
& Projects Project Count: 7 Projects
5 Unobligated
Payments

Eligible Obligated: $377.781.90

[31] Quarterly Reports

@ contacts View Graph

Federal Obligated: $317,299.79 (83.99%)
3 9 Un-Paid

Q

Hotes “

State # 90052 FEIN # 111111111
() Documents W eac 0 Vendor #
B nProcess (s0 DUNS #: 111222333
Type: City
) History W unraig s PhysicalMailing: 1 Longhorn Drive
Sherman, TX,

“Create New Request” button.

Maria Salazar logged in as User 1 Test °

@ Grant -

9999 Public Assistance Test Grant
Public Assistance

Declared: August 25, 2017

Emergency Deadiine: February 25, 2018
Permanent Deadiine: February 25, 2019

 Applicant -

Any Texas Town

Sherman County (5 - Northwest Texas
Region Region)

FIPS # 000-TEST0-00

4. Select “New Small Project Closeout” to be navigated to the form.

Create a New Request

New Account Closeout

complete and all requested funding has been received

New Appeal

Determination regarding account or project eligibility.

This form notifies the State that all work for this disaster is

This form notifies the Siate of a desire io Appeal a Federal

Select the reguest you would like to create by clicking on the name of the request below.
Note: For a list of Applicant or Project-based requests, first navigate to the Applicant or Project screen.

New Withdraw Assistance Request

This form requests the immediate closure of an account of a

grant

New Small Project Closeout

This form notifies the State of small PA project completion and

it is ready to close.

Cancel
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5. The form will display. Complete the form:

a.

October 2019

“Projects” will be highlighted in blue. Select the projects that you would
like to close. Click on a specific project to close that one project; to
select multiple projects, hold down the Ctrl key and click on each project
that you would like to close.

Enter the “Justification” for the Small Project Closeout.

The “Eligible Amount” is a pre-populated field based on the projects
selected in step “a” above.

Enter “Expended Amount” for the project(s).

Click “Save” (the form can be saved without submitting, and retrieved at
a later time from the “Drafts” under your Inbox menu). The form must
be saved before attaching any documents.

Click on the “Add Document” button to upload additional
documentation, if necessary.

Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.

Small Project Closeout Form

Create New Small Project Closeout

"
E Save o Submit ) Cancal

Closeout Request

719 - | oIge i
70 Coe

Justification E——‘|
Eligible Amount E—.s

Net Difieence: $37,301.76
sl

The total amount of m L

oney thal has been expended for all peojects grouped together in this request

Notes & Comments hdd N No Uploaded Documents

Nolssues
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6. After you have saved the form, click the “Summary” tab on the left side menu,
to view the Deliverables. Verify that you have completed all deliverables by
clicking on the box next to the Deliverable. This will place a check mark in the
box to indicate that you completed that specific deliverable.

Note: Each Deliverable must be checked off/completed before the form can be
submitted.

Small Project Closeout

The Project Closeout Completion and Certification Report (P.4)is signed, attached, and lists all Small projects included on the Small February 25, 2018
Notes Project Closeout request. Permanent Deadiine: February 25, 2019

Duplication of Benefits Certiication form s signed, attached, and lists all Small projects included on the request.

View All Completed Deliverables @ Applicant

7. If you click the “Submit” button prior to verifying that all Deliverables have
been completed, the following warning will display. Click the “Okay” button
to return to the Deliverables.

The following requirements must be completed before you can advance:

Deliverables

nce Test Grant

2017
- @ sject Close e S gned, at . n ided or m February 25,2018
Notes o 0seo er February 25,2019

® Applicant

i Workfow e Al Completed Deeraies oy o Toum
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9. You may leave a note when this window is displayed. Click the “Submit”
button when done.

Submit this Small Project Closeout

Before Submitting this Small Project Closeout please fill out the necessary infarmation below

Leave a note:

10.A notification will display letting you know that the Small Project Closeout was
successfully submitted. Select the button for the desired action. “Close” the
window, or “Go to Account.”

Successfully Submitted

You have submitted this Small Project Closeout. You can see the workflow
progress below:

Programmatic
Review
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