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	                                                  AmeriCorps Program Closeout Check List 

Closeout is an important part of grants accountability.  It helps to ensure that grantees have met all financial and programmatic reporting requirements.  ServeNebraska has created the checklist below to assist grantees in a successful grant closeout.  For questions about the closeout process, contact Janet Schmidt at janet.schmidt@nebraska.gov or 402-471-6212.

	

	CLOSEOUT   READINESS
Answering “Yes” to the questions below will indicate you are prepared for Grant Closeout. 
Enter “N/A” if the item is not applicable to your grant or organization such as programs funded by a Fixed Grant.
If the answer is “No” to any item, please contact Janet Schmidt to discuss the items.

	
	YES
	NO
	N/A

	1.
	Have you received a closeout letter with instructions from ServeNebraska by one week after the end of the program year?
	
	
	

	2.
	Have your reviewed and understood all closeout requirements?
	
	
	

	3.
	Have you made arrangements for a program evaluation to be conducted and be submitted to ServeNebraska by December 31st?
	
	
	

	4.
	Are all program funds expended or otherwise obligated?
	
	
	

	5.
	Did all program expenditures or fund obligations happen during the authorized grant period?
	
	
	

	6.
	Have all expended grant funds been requested for reimbursement?
	
	
	

	7.
	Are all required ServeNebraska financial reports submitted?
	
	
	

	8.
	Have you printed and signed a final Federal Financial Report from My Service Log for submission to ServeNebraska?
	
	
	

	9a.
	If any grant funds were subgranted, have you completed subgrantee closeouts? 
	
	
	

	9b.
	If subgrantee closeouts are completed, have you completed a Certification of Subgrantee Closeout form to submit to ServeNebraska with other required closeout documentation?
	
	
	

	10.
	If any grant funds need be refunded to ServeNebraska, have arrangements for such a refund been made with Commission staff?
	
	
	

	11.
	Are all required ServeNebraska progress reports submitted?
	
	
	

	12.
	Are all AmeriCorps member time logs in My Service Log completed and signed by members and supervisors?
	
	
	

	13.
	Have performance evaluations indicating whether the member successfully completed service been conducted for all AmeriCorps members?
	
	
	

	14.
	Are all AmeriCorps members exited in My AmeriCorps/eGrants?
	
	
	

	15.
	Are all AmeriCorps members inactive in My Service Log?
	
	
	

	16.
	Is there an inventory record for any equipment purchased with grant funds with a fair market value of $5,000 or more?  
	
	
	

	17.
	Is there an inventory record for total residual supplies purchased with grant funds with a fair market value of $5,000 or more?
	
	
	

	18.
	If applicable, did your organization have an A-133 Single Audit done? (Required if your organization receives $500,000 or more in federal funds)
	
	
	

	19.
	If there are A-133 Single Audit findings, are they resolved?
	
	
	

	20.
	If applicable, did your organization have any independent financial or performance audits done?
	
	
	

	21.
	Are any findings from performance or financial audits resolved?
	
	
	

	

	CLOSEOUT  DOCUMENTATION

	
	YES
	NO

	1.
	Have you retained a signed copy of closeout documentation for your records? 
	
	

	2.
	Have all requested & needed closeout documentation materials been signed and submitted to ServeNebraska?
	
	

	3.
	Has ServeNebraska acknowledged receipt of closeout documentation and the closeout of your grant?
	
	


Please submit a completed signed copy of this form to ServeNebraska along with your closeout documents.

Prepared by (Print Name):
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