
Large Project Closeouts



What is a Closeout and its purpose?

 The Closeout process is to finalize the disaster cycle 
by determining the actual costs of completed large 
projects.

 The closeout process is initiated by the Applicant, 
performed by the State, and reviewed and approved 
by FEMA.  Large Projects are those projects totaling 
$121,800 and above.



Large Project Requirements

Before a Close-out …..
 Applicants MUST submit a programmatic progress quarterly report to the State Public Assistance 

Officer (PAO) Kimberly Canarecci (by January 15, April 15, July 15, October 15 and for final 
closeout) for all large projects that are not closed out.  This quarterly report is called the 
Quarterly Large Project Progress Report form.

 The Quarterly Large Project Progress Report form is posted on the DEMHS website.  These 
reports the State must submit to FEMA, so make sure that you send yours on time!  This is a grant 
requirement until you get a final closeout letter.

 When the PAO receives a Large Project Quarterly Report that shows an Applicant has 75% or 
more of their project completed, the PAO or designee, will email to the Applicant the Large 
Project Closeout Request form, Closeout FEMA Template, and the FEMA Project Documentation 
Closeout Checklist.  
 When a project is ready for Closeout, the Applicant must submit the Large Project Closeout Request form 

to the PAO.  This form states all work was completed in accordance to the scope of work written in the 
Project Worksheet, and completed within the approved Period of Performance.  

 Once a Large Project Closeout Request form is received, A DEMHS Public Assistance Coordinator 
will be assigned to work with the Applicant to help prepare and review Closeout documentation 
of the project.  



Large Project Requirements

Preparing for your Closeout…

 Closeout documents must be in order as listed in the FEMA Project 
Documentation Closeout Checklist. Begin to compile these EARLY. 

 Applicants should use the Closeout FEMA Template (labor, equipment, material 
and contract sheets) to document Actual costs.  If actual costs will be or are 
greater than the approved FEMA project notify the State immediately!

 DEMHS PA Coordinator will verify work is completed using the Project 
Completion and Certification Report (PCCR) form, as well as perform a 
review of an Applicant’s closeout package before forwarding to FEMA.

 FEMA obligates large projects.  Subrecipients can request payments from 
Business Office for up to 75% of the federal share on large projects by 
sending in their financial report workbook, GMU 502F, as they complete work.  
Note:  for large projects, they need to document expenses and request payment. 



Closeout Flow

FEMA reviews Closeout package 
and completes project 
amendment on actual costs.

State receives final obligation 
of project.

Close out –Applicant receives 
final funding

Applicant provides state with
Final documentation using checklist.  
State forwards to FEMA when 
completed with its review. 



Closeout Sequence

1. The Applicant:    Informs the State that all work is complete, prepares 
required documentation, and requests final payment.

2. The State:  The District Tech or other State representative verifies all 
work was completed and works with Applicant if necessary to help 
prepare the closeout package. (all documentation on the FEMA 
checklist is required).  Notifies FEMA that the applicant is ready for 
closeout.

3. FEMA:  Reviews the request and contacts the Applicant, if required, to 
verify completion of all projects, and audits the costs of large 
projects.

4. FEMA:  Assigns a closeout specialist amends the large project 
worksheet to reflect actual costs and notifies the State of closeout 
readiness.



Documentation is required  – Here’s a list:

Financial Documentation. Invoices, 
checks, receipts…

Force Account
Records, Payroll policy, timecards

Leased/Rented Equipment
Agreements/Contracts



Environmental (Permit 
Requirements)

Change Order 
Justification on Contracts

Direct Administration 
Documentation 

The list continues…



Procurement and Contract documentation

• Municipal Procurement Policy

• Newspaper Requests for Bid

• Bid Tabulations –copy of all responses

• Signed & Dated Contracts

• Certified Payrolls

• Applicant must document how contract 
services were procured!!!
 Procurement must be in accordance with  Local, State 

and Federal (over $150,000) Procurement Statutes, 
regulations



More about Procurement…

If the applicant has not followed the 
procurement policy, additional 
documentation is required: 

Signed letter(s) from applicant 
explaining exceptions to following 
Federal and State procurement, or 
other Federal/State/Local policies 
and procedures need to be 
submitted.  Still may not be 
eligible.  Must follow procurement!



Justification Sample- Timeline

A timeline of events 
document from the 
applicant can be 
very helpful in 

sorting out eligible 
costs!



 Contract Services
 Summary of contract costs and individual 

invoices
 If debris project, summary of load tickets and 

individual load tickets. Monitoring paperwork.

 Verification of Payment
 Payment summary from town accountant
 Canceled checks (if summary is not available)

Financial Documentation

More about…



Contract Documentation - Easy Contract Summary



Contract Documentation - Difficult Summary

Summary sheets 
from our Excel®

PW Spreadsheets 
make the job a 

lot easier!



Contract documentation samples…   

Signed contract 
document.

Proof of Payment



More about…

Force Account Records

 Labor Summaries

 Timesheets

 Fringe Benefit Calculations

 Equipment Summaries

 Union Contracts/Labor Policies

 Direct Administrative Costs (DAC)



Force Account Records - Samples

Back up your 
force account 

materials 
summary with 
invoices and 
load tickets!



 MUST be identified to specific project
 Should include:

 Time Cards and Labor Cards
 Equipment usage
 Materials
 Paper and supplies

Direct Administration Documentation 

More about…



 Lease/Rental Agreement
 Invoices
Backup documentation for services provided

Verification of Payment

Leased/Rented Equipment

Agreements/Contracts

More about…



 Additional documentation may be required such as
 Insurance issues and requirements
 Special Considerations
 Environmental  issues and requirements

 Environmental Permits (local, state, and/or federal)

 Compliance with historic preservation requirements
 406 Mitigation

Other Documentation and Permit 
Requirements

More about…



 Change order justification
 Scope
 Cost

 Invoices
 Other backup documents

Change Order Justification 

More about…



Debris Documentation

 Debris Management Information 
Form (DMIF)

 Load Receipts

 Vehicle Certification

 If Vegetative:

 Tree, stump hanger logs

 Monitoring records



Debris Documentation - Samples

All debris preparation, reduction, and 
removal information.



Debris documentation - samples 

Load tickets



Debris documentation - samples

Debris 
Management 

Information Form 
and any other 
environmental 

record-keeping 
requirements.



Additional Considerations - Cost Overruns

Grantees should report significant actual or anticipated 
overruns (any increase from approved project) to State 
and FEMA immediately and prior to work completion.

 Ensure compliance with scope of work.
 If an item not included in the original scope of work or 

estimate could be eligible, provide a detailed rationale.
 If the additional work was required for code compliance, 

include a copy of the code.
 If the additional cost is the result of a unit cost increase, 

explain the increase and provide documentation.



Additional Considerations – Change in Scope

If FEMA or the Grantee identifies a change in the scope of 
work at final reconciliation, FEMA will determine eligibility 
of the work and review for compliance with the National 
Environment Policy Act (NEPA) and other relevant laws.
 Verify completion of the scope of work and accuracy of 

costs.
Mitigation, Alternate and Improved projects- Do not do 

anything outside your approved Scope of Work without 
FEMA approval!  Even if the Town plans to pay for it.



Public Assistance Program

Program Management and Grant Closeout-Public Assistance Guide.
(http://www.fema.gov/public-assistance-local-state-tribal-and-non-

profit/public-assistance-guide-3) 
Large projects must go through a formal closeout process as detailed in 

DAP 9570.14, Standard Operating Procedure for Grant Closeout. 
(https://www.fema.gov/media-library/assets/documents/28368)

The Closeout documentation must be organized according to the 
program guidance (FEMA Closeout Checklist) available at 
vem.vermont.gov/publicassistance



Questions?


