Attachment #5

	CLOSEOUT PROCEDURES



CLOSEOUT REQUIREMENTS (NON-CARS NOOs)  
Grantees are required to submit a closeout package at the termination of a NOO.  The FSR must be marked “Final” and a completed closeout package is due to both the comptroller’s office and BWDA within 60 days after the termination date of the NOO or after the NOO has been fully expended (whichever occurs first).  All drawdowns MUST be completed prior to the submission of the closeout package.

The complete closeout package includes:

· Final Financial Status Report (2 pages – FSR and FSR Details) 

· Final Status of Funds;

· Grant Recipient’s Release; 

· Grant Recipient’s Assignment of Refunds, Rebates, and Credits; and

· Grant Recipient’s Closeout Tax Certification.

One set containing each of these forms must be completed for each NOO. 

Please refer to Chapter 11, Appendix A - List of Attachments for downloadable Financial Status Report forms and the Grantee Closeout Package forms.

EXPLANATION OF FORMS

· Final Financial Status Report.  A printout of the Final Financial Status Report from the Financial Management System must be submitted.  The Final Financial Status Report includes the FSR form and the FSR Details form.

· Final Status of Funds. Enter required information on each line item.  Cash drawn must equal cash expenditures prior to submission of the closeout package.  

· Grant Recipient’s Release.  On line two (2) of the Grant Recipient’s Release, enter the total allowable costs incurred during the program period. This number should be written out, for example, $213,547 would be recorded as Two-hundred thirteen thousand, five-hundred forty-seven.  This amount must equal the total expenditures listed on the Final Financial Status Report.

· In numbered paragraph 1, list any outstanding claimants by name, address, and amount due each.  Attach a separate list if necessary.  For unclaimed wages or outstanding checks, list the total amount and possible claimants.  If there are no unclaimed wages or outstanding checks, insert NONE in the space.

· In the case of Corporations, the Release should be signed by the president or vice-president of the Corporation (or their authorized designee) and attested to by the secretary or treasurer.  Commonwealth agencies or political subdivisions (counties or municipalities) are not required to fill out the corporate attestation portion of the Release.  Counties or municipalities should have the form signed by the chief elected official(s) or such official’s authorized designee.

· Grant Recipient’s Assignment of Refunds, Rebates, and Credits.  Enter the Grant Recipient’s Name, Grant Number, Address, Contract Number, Date, Signature and Title of Authorized Signatory in the spaces provided.  In the case of Corporations, the Assignment should be signed by the president or vice-president of the Corporation (or their authorized designee) and attested to by the secretary or treasurer.  Commonwealth agencies or political subdivisions (counties or municipalities) are not required to fill out the corporate attestation portion of the Assignment.  Counties or municipalities should have the form signed by the chief elected official(s) or such official’s authorized designee.

· Grant Recipient’s Closeout Tax Certification.  Enter the Contract Number, Grant Recipient Name,  Grant Recipient Address and FEIN in the appropriate spaces.  Sign and submit the Certification form verifying that the fiscal agent has complied with the requirements for obtaining identification and account numbers regarding federal, state, and local taxes and the provisions of W-2 forms.  
Note:  All excess cash-on-hand must be returned to the commonwealth prior to the submission of the closeout package.  

Checks must be made payable to the “Commonwealth of Pennsylvania” and mailed to:

Department of Labor and Industry

Bureau of Workforce Development Administration

ATTN:  Fiscal Operations

651 Boas Street, Room 1200

Harrisburg, PA  17121

Original Closeout Packages must be mailed to:

Pennsylvania Office of the Budget 

Office of Comptroller Operations – Federal Accounting

555 Walnut Street, 9th Floor

Harrisburg, PA 17101

and a copy of the reports and forms sent to:

Department of Labor & Industry

Bureau of Workforce Development Administration - Grants Services 

651 Boas Street, Room 1200

Harrisburg, PA  17121

LATE SUBMISSIONS
Prompt submission of financial closeouts is required so that the Department can accomplish:

· Calculation of program performance (including those necessary for determining eligibility for applicable incentives);

· Assessment of local area’s performance against plan;

· Timely reporting of expenditures to the federal government; and

· Reconciliation of expenditures input through the commonwealth's Primary Accounting System.

In regard to this last item, it is important that the commonwealth be given full credit for local area expenditures.  Under reporting of expenditures could result in the reduction of funding allocations.  Late submissions must be electronically scanned to the Grants Services Resource Account RA-LI-BWDA-GS@PA.GOV and followed up with a mailed set of documents.
Grantees failing to submit required financial documentation within the required timeframe shall forfeit eligibility for the receipt of any applicable incentive awards.  Further, grantees that submit documentation that is incorrect and receive incentive awards greater than they were due will have the additional funds disallowed during the subsequent program year or at the time of audit.

Habitual failure to submit financial documents timely will result in the loss of drawing funds.  Remedial action will be taken by BWDA and progressive sanctions will be applied.  

REFUNDS AND AUDIT DISALLOWANCES

Grantees that are required to repay funds to the commonwealth as a result of audit disallowances need not reopen closeouts to reflect such payments.  In addition, grantees who collect funds from sub-recipients as a result of audit disallowances will not be required to reopen closeouts to reflect payments.  All audit disallowances repaid will be treated in accordance with this policy.

Note:  See Audits and Debt Collection for further information.

REFUNDS AFTER CLOSEOUT

Funds recaptured beyond the 60-day closeout period as a result of refunds from workers’ compensation, PHEAA, Pell, and/or any other similar refunds must be returned to the Commonwealth.  Any refund of expenditures submitted by a grantee to the commonwealth from previous years, after closeout, will be considered a refund and treated in accordance with this policy.  These refunds will not reduce a previous year's expenditures or increase the current year carryover.  As referenced previously, recipients will not be required to revise final closeout packages to reflect such refunds.

Funds returned to the commonwealth that still have a useful life would be available for redistribution.  To ensure that all refunds and audit disallowances are properly tracked, they must be identified by grant number and appropriate cost categories.  Grantees must also maintain adequate documentation in their financial records to properly account for any audit disallowances and refunds in order to provide a proper audit trail.  These funds will be accounted for separately and, based on availability, may be reallocated to grantees at the discretion of the Department.  The funds may be reallocated to grantees that have demonstrated their ability to fully expend available resources and documented a need for additional resources.

While it may be necessary for grantees to refund program monies to the commonwealth beyond the 60-day closeout period due to extraordinary circumstances, grantees must make every effort to develop adequate procedures to ensure that the closeout package submitted as "Final" accurately reflects all expenditures for the life of that grant.

Please Note: These next 2 pages are samples of the FSR and FSR details forms. You will need to use the fillable Excel versions listed as Chapter 8 attachments.
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Final Status of Funds

	GRANTEE NAME
	     
	CONTRACT NUMBER
	     

	
	
	

	ADDRESS
	     
	

	
	     
	
	

	
	     
	
	

	
	     
	
	


	Contract #
	
	FUNDS DRAWN (NET of ADJUSTMENTS)
	
	EXPENDITURES (PER FSR)
	
	EXCESS

CASH*

	1.     
	
	$
	
	$     
	
	$     


	
	
	
	
	


AUTHORIZED SIGNATURE



TITLE



       DATE

*Excess cash on hand must be returned to the Commonwealth of Pennsylvania.

COMMONWEALTH OF PENNSYLVANIA

DEPARTMENT OF LABOR & INDUSTRY

Grant Recipient's Release

	Pursuant to the terms of Contract No.
	     
	and in consideration of the sum of

	     


(Total of amounts paid and payable)

	Dollars
	($     )
	which has been or is to be paid under the said grant to

	     


Grant Recipient's Name and Address

hereinafter called the Grant Recipient, or to its assignees, if any, the Grant Recipient upon payment of the said sum by the Commonwealth of Pennsylvania, Department of Labor & Industry, hereinafter called the Commonwealth, does remise, release, and discharge the Commonwealth, its officers, agents, and employees, of and from all liabilities, obligations, claims, and demands whatsoever under or arising from the said Grant Recipient except:

1.  Specified claims in stated amounts or in estimated amounts where the amounts are not susceptible of exact statement by the Grant Recipient, as follows:

	     


(If none, so state)

	IN WITNESS WHEREOF, this release has been executed this
	

	day of
	     
	, 20     .


	
	     

	
	(Grant Recipient or Corporate Name)

	BY
	

	
	(Authorized Signatory Agent

	
	for Grant Recipient)

	
	

	
	Title


NOTE:  Attach a copy of the current signatory authorization showing that the individual signing on behalf of the Grant Recipient is authorized to do so.

COMMONWEALTH OF PENNSYLVANIA

DEPARTMENT OF LABOR & INDUSTRY

Grant Recipient's Assignment of Refunds, Rebates and Credits

	Grant Recipient
	     
	Grant No.
	     

	
	
	
	

	Address
	     
	
	

	
	
	Contract No.
	     

	
	     
	
	     

	
	
	
	

	
	     
	
	

	
	
	
	

	City and State
	
	
	

	
	
	
	


	Pursuant to the terms of Contract No.
	     
	and in consideration of the reimbursement of 

	costs and payment of fees, as provided in the said grant, and any assignment thereunder, the

	     


(Grant Recipient's Name)

(hereinafter called the Grant Recipient) does hereby:

Assign, transfer, set over and release to the Commonwealth of Pennsylvania (hereinafter called the Commonwealth), all right, title and interest to all refunds, rebates, credits or other amount arising out of the performance of the said grant, together with all the rights of action accrued or which may hereafter accrue thereunder.

Agree to take whatever action may be necessary to effect prompt collection of all such funds, rebates, credits or other amounts due or which may become due, and to forward promptly to the Commonwealth of Pennsylvania, LECS Comptroller's Office, Federal Accounting, checks (made payable to the Commonwealth of Pennsylvania) for any proceeds so collected.  The reasonable costs of any such action of effect collection shall constitute allowable costs when approved by the Grant Officer as stated in the said grant and may be applied to reduce any amount otherwise payable to the Commonwealth under the terms hereof.

Agree to cooperate fully with the Commonwealth as to any claim or suit in connection with such refunds, rebates, credits or other amount due; to therewith; and to permit the Commonwealth to represent it at any hearing, trial or other proceeding arising out of such claim or suit.

	IN WITNESS WHEREOF, this assignment has been executed this
	     
	day of

	     ,
	20     .


	
	     

	
	(Grant Recipient or Corporate Name)

	BY
	

	
	(Authorized Signatory Agent

	
	for Grant Recipient)

	
	     

	
	Title


NOTE:
Attach a copy of the current signatory authorization showing that the individual signing on behalf of the Grant Recipient is authorized to do so.

COMMONWEALTH OF PENNSYLVANIA

DEPARTMENT OF LABOR & INDUSTRY

Grant Closeout Tax Certification

In the performance of Contract No. _______________________, I certify that I have complied with requirements of the law and the Commonwealth of Pennsylvania, Department of Labor & Industry, regarding the obtaining of employer identification/ account numbers:  collection, payment, deposit, and reporting of Federal, State and local taxes; and the provision of W-2 forms to employees/ enrollees who are not now my employees.  For present employees/enrollees, (formerly employed under the grant), W‑2 forms will be furnished as specified in IRS Circular E, Employer's Tax Guide.

	Name of Grant Recipient
	     

	
	

	Address
	     

	
	

	
	     

	
	

	
	     

	
	

	Employer Identification Number
	     

	
	


	
	
	
	
	


Authorized Signature




Title



       Date

