CHAPTER XI

CLOSE OUT

I.
INTRODUCTION


The close out process encompasses a series of activities. It verifies that CDBG funds have been properly spent and that the city/county complied with requirements in completing its program the timeliness of close out and the content of the information presented may be a factor for the evaluation of future CDBG applications. It is important that your community pay careful attention to the final step in the CDBG management process – grant close out.


This chapter provides procedures for the close out of Single Purpose, Comprehensive, Planning fund, and Economic Development fund CDBGs. The tasks to complete for close out will vary dependent upon the type of grant. The tasks which make up the close out procedures are:

TASKS A:
Initiate, Conduct, and Certify Final Inspection.


B:
Obtain and Submit Newspaper Advertisements for “Notice of Completion”.


C:
Complete and Forward “Final Wage Compliance Report”.


D:
Provide Documentation that Public Hearing was Held.


E:
Prepare and Submit “Performance Assessment Report”.


F:
Prepare and Transmit “Financial Status Report” (SF-269).


G:
Perform Audit as Applicable and Resolve Audit Findings.

II.
REFERENCES

•
CDBG Regulations 24 CFR 570, 492 “Auditing”.


•
Title I, Section 104 (d) and 24 CFR 570, 498 “Reporting”.


•
The Davis-Bacon Act.


•
Code of Alabama, Title 39, Public Works.


•
OMB Circular A-133.


•
The ADECA Audit Policy (Exhibit X-2).


Contact the ADECA for documents not found in the Management And Implementation Manual.

III.
GRANTEE RESPONSIBILITIES

Your responsibility is to effectively and efficiently manage and close out your CDBG program. Prompt program close out is one indicator of local capacity to administer a small cities grant and may influence future funding. Close out is initiated when:


1.
Final inspection of your last construction contract takes place (public works grants), or


2.
Beneficiaries are in place (i.e. jobs).


In any case close out documents are due to the State at the time indicated in your most recently State approved Local Program Implementation Schedule. If your program has any unresolved/uncleared findings from the ADECA monitoring visit(s), clear them prior to close out.


The chart below identifies the type of project and associated task (marked by “X”) required for close out.


PROJECT
TASKS


A B C D E F G

Single Purpose


Public Works
X
X
X
X
X
X
X


Single Purpose


Housing



X
X
X
X


Comprehensive


Public Works
X
X
X
X
X
X
X


Comprehensive


Housing



X
X
X
X


Economic


Development
X
X
X
X
X
X
X


Fund-Infrastructure


Economic


Development


X
X
X
X
X


Fund-Loans*


Planning Fund



X

X
X


*Tasks A and B also apply if contracts are awarded by the grantee rather than the industry.


TASK A:
INITIATE, CONDUCT, AND CERTIFY FINAL INSPECTION


Each construction contract requires a final inspection to determine if work has been completed satisfactorily and in conformance with plans, specifications, and contract conditions. The final inspection of the last construction contract of public works grants initiates program close out activities. Ensure the following:



1.
The engineer/architect initiates the final inspection.



2.
Representatives of your program, the contractor, and the engineering/architectural firm should all be present during the final inspection.



3.
Notify your ADECA Program Supervisor of the date.



4.
Submit the “Final Inspection Certification” to your ADECA Program Supervisor (Sample VI-18, REQUIRED).




* If your grant program involves mores than one prime construction contract, complete and retain all “Final Inspection Certifications” and file all at close out. (See Chapter VI, Task L, for details regarding this requirement.)


TASK B:
OBTAIN AND SUBMIT NEWSPAPER ADVERTISEMENTS FOR NOTICE OF COMPLETION


1.
Submit to your ADECA Program Supervisor the “Affidavit of Publication” from the newspaper and a published copy of the “Notice of Completion” (Exhibit VI-19), or



2.
Submit a copy of the notice and proof by the Probate Judge or Sheriff and the contractor that the notice was posted in the courthouse for 30 days. (Method to use if newspaper is not published in your area.)




* If your grant program involves more than one prime construction contract, retain all proofs of the “Notice of Completion” and forward at close out.




See Chapter VI, Task O, for details regarding this requirement.


TASK C:
COMPLETE AND FORWARD FINAL WAGE COMPLIANCE REPORT


1.
After approval of all final payrolls, complete the “Final Wage Compliance Report” (Exhibit VI-20, REQUIRED).



2.
Submit all reports to your ADECA Program supervisor at close out.



3.
The Davis-Bacon Act requires a “Final Wage Compliance Report” to be completed on each construction contract. Chapter VI, Task N, provides details.


TASK D:
PROVIDE DOCUMENTATION THAT A PUBLIC HEARING WAS HELD


1.
Submit the “Affidavit of Publication” for the advertisement for the public hearing.



2.
Submit the minutes and a roster of attendees from the hearing.


TASK E:
PREPARE AND SUBMIT PERFORMANCE ASSESSMENT REPORT


1.
Prepare the “Performance Assessment Report” (Exhibit XI-1, REQUIRED).




•
Make sure all four (4) forms are complete and accurate.




•
check beneficiaries. Are they in line with those stated in the original application or amendment?



2.
Submit as required to your ADECA Program Supervisor assigned to your program:




•
Single Purpose and Comprehensive Public Works and Economic Development fund involving infrastructure. Submit within 90 days of the payment of the retainage to the contractor.





** If your grant program involves more than one prime construction contract, submit as above but after completion of all construction activities.




•
Single Purpose and Comprehensive Housing Grants; Economic Development Fund Loans. Submit within 90 days of completion of all activities.


TASK F:
PREPARE AND TRANSMIT FINANCIAL STATUS REPORT (SF-269)


1.
Prepare the “Financial Status Report” (SF-269) according to instructions (Exhibit XI-2, REQUIRED). Send request for payment for 25 percent administrative retainage.



2.
Submit to your ADECA Program Supervisor along with the Performance Assessment Report.




•
All outlays on this report must agree with the books of record except that administration will appear to have been fully expended.


TASK G:
PERFORM AUDIT WHERE APPLICABLE AND RESOLVE AUDIT FINDINGS


1.
Close out will be completed pending receipt and acceptance of the final audit and resolution of any audit findings for communities expending $300,000 or more of Federal funds during the fiscal year.



2.
Submit four (4) copies of the audit report to the ADECA Audit Review Section within nine (9) months after close out of the your community’s fiscal year, or upon completion by the State Examiners of Public Accounts (counties).



3.
See Chapter X for audit procedures and requirements.

IV.
REQUIRED RECORDKEEPING AND FILES

Close out files should include copies of all close out documents. At a minimum include:


•
“Final Inspection Certification” (Include in construction contract file also).


•
“Notice of Completion” (Include in construction contract file also).


•
“Final Wage Compliance Report” (Include in construction contract – Labor Standards file also).


•
“Performance Assessment Report.”


•
“Financial Status Report” (SF-269).


•
Audit Report, where applicable.


•
Audit resolution materials and correspondence.


•
All correspondence and other information pertinent to close out.

V.
REPORTING

The following documents, except the audit report, should be submitted with the “Performance Assessment Report” to your ADECA Program Supervisor:


•
“Final Inspection Certification” (Exhibit VI-18, REQUIRED).



** If your grant program involves more than one prime construction contract, retain and submit all certifications at close out.


•
“Notice of Completion” (Sample VI-19).



** If your grant program involves more than none prime construction contract, retain and submit all at close out.


•
“Final Wage Compliance Report” (Exhibit VI-20, REQUIRED).



** Complete report after approval of all “Final” payrolls.



** If your grant program involves more than one prime construction contract, retain and submit all at close out.


•
“Performance Assessment Report” (Exhibit XI-1, REQUIRED).



** Single Purpose and Comprehensive Public Works and Economic Development Fund Grants involving infrastructure. Submit within 90 days of the payment of the retainage to the contractor.



*** If your grant program involves more than one prime construction contract, submit as above, but after completion of all construction activities.



** Single Purpose and Comprehensive housing Grants; Economic Development fund Loans. Submit within 90 days of completion of all activities.


•
“Financial Status Report” (SF-269) (Exhibit XI-2, REQUIRED).


•
“Audit Report. Submit upon receipt form audit firm, but no later than nine (9) months after the end of your community’s fiscal year, or upon completion by the State Examiners of Public Accounts (counties).

VI.
COMMON PROBLEMS/DEFICIENCIES

•
Required close out forms and documents are not submitted on time.


•
The ADECA is not notified of the final inspection.


•
Representatives of your program, the contractor, and the architectural or engineering firm are not all present at the final inspection.


•
“Notice of Completion” is not published as required.


•
Forms and documents are not completely or correctly prepared.


•
“Performance Assessment Report” is incomplete, late, or not adequately prepared.


•
Monitoring findings have not been addressed or cleared prior to close out.


•
Audit Problems/Deficiencies are discussed in Chapter X.


•
“Financial Status Report” and audit, where applicable, are not consistent with each other.

VII.
SUPPORT MATERIALS

•
“Final Inspection Certification” (Exhibit VI-18)


•
“Notice of Completion” (Sample VI-19).


•
“Final Wage Compliance Report” (Exhibit VI-20).


•
“Performance Assessment Report” (Exhibit XI-1).


•
“Financial Status Report” (SF-269) (Exhibit XI-2).


•
“Applicants for CDBG Assistance Form” (Exhibit XI-4)


•
“Alabama CDBG Close Out Procedures (Exhibit XI-5)

