


Preparing for Closeout

In order to complete the fiscal year closeout process for grants in the Enterprise Grants Management
System (EGMS):

« All application amendments should have a status of “Final Approved” in EGMS.
« All approved reimbursement requests must be fully processed and paid.

= Please note that reimbursement requests cannot have a “Returned for Changes” or “Not
Submitted” status in EGMS. For reimbursements requests that were created by Dec. 1 but not

submitted, use “Delete Request” to remove.

To access carryover or a continuation application in the subsequent fiscal yeatr,
grantees must submit a closeout report in EGMS for each grant that they have

received.
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How to Submit a
Closeout Report



Step 1: Select the Fiscal Year and Grant

Below is the EGMS/Access Select page. Start here to initiate closeout.

District of Columbia Office of tnv_a
Enterprise Grants Management System

Then, click the

First, select the fiscal year of “payments” button [
: the grant you want to that corresponds
Enterprise Grants Management System -- Access Select .
closeout from the dropdown. with the grant that
117 Eagle Academy PCS
you want to close

Select Fiscal Year: 2016 | - Click to view Funding Summary

out.

Created

Central Data

— Alcaton ame ~Reveor | e | D

» Central Data Amendment 1 | Final Approved 6/29/2016

4 Phase | Assurances - ESEA ConApp Original Application |~ Final Approved 6/22/2015

4 Phase | Assurances - IDEA Original Application |+ Final Approved 6/19/2015

Formula Grant

— Sopicsn Nams i W

ESEA Consolidated Final Approved 12/22/2015

Amendment 1

(oo
=
View GAN

View GAN
PAYMENTS REVIEW SUMMARY
Competitive Grant

View GAN

4 IDEA Part B Consolidated Original Application | Final Approved 2/10/2016

4 SOAR Early Childhood Original Application |+ Final Approved 8/17/2016

View GAN
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Step 2: Access the Closeout Report

Below is the "Expenditure/Payment Summary" page.

Click the “View reimbursement
requests/closeout reports” button to access | ““ ot st
the C|ose0ut report_ Click to Return to Menu List / Sign O

Application: 2015-2016 SOAR Early Childhood - 00-

= I Pay ‘e v Click for Instructions

VIEW REIMBUR SEMENT REQUESTS / CLOSEQUT REPORTS

FY2015 Expenditure/Payment Summary as of 12/9/2016

SOAR_EarlyChildhood

Current Grant Year Allocation $115,736.80
{+-) Adjustments 50.00
{+/-) Consortiums 50.00
{+I-) Transfers $0.00
Total Funds to be Budgeted at Beginning of FY2015 £115,736.60
Approved Budget $115,736.60

Pending Reimbursement Requests

P w000
Approved Rembusenent Reduests Note: You can check the status of o,
Completed Reimbursement Requsss your closeout report here on the

e R “Payment Summary” page. Once this ssieso
:g o says “Approved,” your application e
proscressen should be automatically available on oo
Felosaor Goriod Ovr ot s your EGMS dashboard. oo

Final Closeout Status Approved
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Step 3: Create Closeout Report
Below is the "Reimbursement Request/Closeout Report Menu."

District of Columbia Office of the
State Superintendent of Education

Enterprise Grants Management System

m Flrst' doub|e check here

Applicant:
e Printer-Friendly
to ensure you clicked e R S e

the ”Payment” button Click to Return to Menu List / Sign Cut
Reimbursement Request/Closecut Report Menu for the I"ight gra nt.

Application: 2015-2016 IDEA Part B Consolidated - 00-

[Click for Instructions |

Program Annual-611 - 2016

Reimbursement Requests:
Select a Reimbursement Request from the list(s) below and press one of the following buttons:

OPEN REQUEST CREATE NEW REQUEST DELETE REQUEST m

Date Reimbursement Request Date
Created Date Range Submitted

Final Approval Date Status Date

Reimbursement Request

Reimbursement Request 11 1041972016 2172018 - 8/ 06 10/12/2016 Review In Progress 1022018
Reimbursement Request 10 10/17/2016 Q172018 - V30/2016 1071272018 Review In Progress 10/2v2016
Reimbursement Request 8 162018 2172018 - 8/31/2016 10/12/2016 Review In Progress 10112016
Reimbursement Request 8 2/20/2018 72018 - 7212016 9M/2016 8/16/2016 Approved 9/16/2018

Reimbursement Request 7 TI20972018 8172018 - 8/30/2016 87212016 10208 Approved BMH2016
Reimbursement Request & B/27/2018 8172018 - 572172016 6/27/2016 TrM2rzms Approved TN22018
Reimbursement Request § 8172018 4/1/2018 - 4/30/2016 87312016 B8/8r2018 Approved 632016

Reimbursement Request 4 5ial2018 2172018 - 3/31/2016 5i12/2016 5182018 Approved SMe2016
Reimbursement Request 3 3/25/2016 20172018 - 2/28/2016 4M11/2016 411472016 Approved 4/14/2016
Reimbursement Request 2 212272018 1172018 - 1/31/2016 2i22/12016 272512018 r'-\ppr\:wecA 2252018
Reimbursement Raquest 1 2472018 1V1/2015 - 12/21/2018 2122016 2119/2016 »'—\ppm/ \ 2192016

—/ O\

Closeout Report:

Select the closeout report from tha list(s) balow and press ane of the following buttons: Second' review this column to see if a”
s reimbursement requests (RRs) have an

Date Date

o Closseutacport e Crestea Scbmiied stk “Approved" status. All RRs must be
YEST ener I Taser OGO s Last, click the “Create closeout rep” approved before closeout can be initiated.

button to create a closeout report. 12/18/2025 6




Step 4: Enter Data in Closeout Report

Fill in the amounts and dates required in the "Closeout Report 1" page below.

First, the “Program
Category” should auto-fill.
Select the Budget Category”
number from the
dropdown that aligns with
the budget category
number shown in the dark
blue budget summary line
in the first table on this
page (for example, the
Salaries and Benefits budget
category number is 100).

frict of Columbia Public Schools

EA Part B Consolidsted - DI-
eport 1

while there sre Reim

bursement Requests outstanding. Plesse delets any u

100 -
Salaries and Benefits

nsubmitted RRs (0}

he 3 submitted RRs requests need to be paid or deleted

Fise Grants Management System |

2015-201€ 7/1/2015 - 0/30/2016

Site: | All Budgess Combined |+ m

00 -

500 - Supplies

Equipment and

Materials.

District of Columbiz Office of the
State Superintendent of Education

7
Fixed Pro

Second, complete the
“Expenditure Amount” column
with actual expenditure amounts.
ANY amount that differs from the
OSSE Payments amount will
automatically highlight in yellow.

All amounts must match before
the report can be submitted.

4,202,202.08 2,885,675.07 142,3220.00
|
4.292,802.08 2,385 675.87 142,330.00
58.64 % 3042 % 104%

Program | Budget

inal Approved Budget

OSSE Payments

Expenditure Amount Delete

Expenditure Description
Category | Category Row
20 H 100 Support Servioes / Salsries and Benefits 54.202.802.08 52.232.501.02 333360102 O
20 - | 300 | - Support Services | Frofessional Services 52.386.675.97 52.008.470.48 2003470.48 O
20 - || e00 | - Support Services | Supplies and Materials I . k o I I $142.220.00 $0.00 0.0 O

I_a St, CliC Ca Cu ate 57.320.862.03| 55.242.081.50 50.00 $6.342.001.50)

tota I S ” 50.00 s0.00 0.00 0
5$7,320,852.03] $5,342,001.50 50.00 $5,342,001.50)

p———

Third, select 9/30

from this dropdown. 12/18/2025




Step 5: Enter Comments Regarding Variance

LEA Comments (4000 character maximum)

DE5E Comments (4000 character maximum)

If there are any variances between OSSE payments and
i requested reimbursement/expenditure amounts, the

Amount

$7.320,856.02 subgrantee should enter comments in the “LEA

§7.320.888.03

e Comments” box to explain this variance here.

55.242.081.50

Grant Award (Allccation)
Approved Budget

Amount Paid To Date

Expanses To Date

Balance Due LEA

50.00
s0.00

Funds an Hand

— 3 ol
Final Expenditure

Flesse wpload supparing nisrmation fles. Allpwable Glg types are Microsofl Werd [ dos | dosx) snd Adabe PDF. Files mus! be less thas IMB in size and the Ble aame should m

UPLOAD Browso

Uploaded Files

Tha upkoad folder ik amptly. Piesse uplosd & fie 1 reguired by e SYELNem 1o subma o f you have been notfad by OS5SE that this is reguingd
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Step 6: Review Amounts

First, review the “Amount”

column for the totals of all Then, ensure the "Balance Due
5SSE Comments (4000 character maximum) reimbursement requests by [to] LEA" row shows $0.00.
status.

If funds are owed to the LEA, they
will display here. If an LEA has
been overpaid or underpaid,
grant managers will
communicate how to handle this

RECAP Amount condition if it occurs (e.g., refund
Grant Award {Allocation) $7.320.258.03 check or future payment offset).
Approved Budget £7,320.252 02 "Funds on Hand" should also be
Amount Psid To Date $5.342.061.50 zero, indicating that the full
Expenses To Date 55,342 061.50 budget for that year was
Balance Dus LEA 50.00 expended.

Funds on Hand s0.00

Final Expenditure M — Last, click this checkbox to

Please upload supporting information files. Allowable file types are Microsoft Word (.doc [ .docx) and Adobe PDF. Files must be less than 2MB in size and the file name = indicate that no fU rther
reimbursement requests will be

— submitted for the fiscal year.

% 12/18/2025 9




Step 7: Upload Supporting Documents

255E Comments (4000 character maximum})

RECAP Amount A
Grant Award (Allocation) 57.320.858.032
Approved Budget §7.320.858.03 A
Amount Paid To Date 35,342.081.50

T

55,342 081.50

Expenses To Date

Beslancs Dus LEA LEAs should upload any supporting documentation to detail

Funds an Hand expenditures, explain variances, or share other important

o et i | information here. This could include expenditure reports, accounting
journals, or documentation of payments received from OSSE.

Flease upload supporting information files. Allowable file types are Microsoft Word {.doc § .docz)} an

o
Emg 12/18/2025 10
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Step 8: Save the Report

RECAP Amount Amount Paid to Date by Fund Source

$1.355.188.7

o

Grant Award (Allocation)

$1,365,188.7 Annual-811 $815,144.07

o

Approved Budget
3315,144.87 381514407

Armount Paid To Date
Tota!

Expenses To Date F315,144.07
Balance Due LEA $0.00

Funds on Hand 50.00

]

Please upload supporting information files. Allowable file types are Microsoft Word (.doc / .docx) and Adobe PDF. Files must be less than 3MB in size and the file name should not include specisl characters (i.e., £ 5§, %, etc). Attempting to upload a file that does not comply with these restrictions will result in errors and loss of unsaved data.

UPLOAD Browse.

Uploaded Files:

Final Expenditure

The upload folder is empty. Please upload = file if required by the system to submit or if you have been nofified by OSSE that this is required.

SAVE PAGE SUBMIT TO D5SE

Click the “Save Page”

button at the bottom to
save the updated values
into the closeout report.
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Step 8: Save the Report (continued)

Enterprise Grants Management System

After the page has been saved, a reminder about entering

\pplicant: 000-0001 District of Columbia Public Schools . ) )

actual expenditures will appear at the top of the page in red.
\pplication: 2016-2016 IDEA Part B Consolidsted - 00- This is NOT an error message. You can still submit the report. 15.2016 7119015 - BA001E
lycle: Expenditure Report 1 o e

Zloseout Report 1

leminder: Youw have indicated this is your final expenditure report. Only actusl expenditures are allowed - outstanding obligations should not be included in your reportimg.

TR Q. e | B a

Site: | All Budgess Combined | -

= i
temove blank rows from display: ®' ves '/ No

E 12/18/2025 12




Step 9: Submit the Report for Approval

RECAP Asnount Amound Fald to Cate by Fund Source

Crmst Sarird (ARSEaNES | 31,355 138. T8

B pnrsiebn Dot §1.365. 938 78 AAmup Yt BE18 VA ST
Baregiar Pad To Dab IR
= wid T Dwie LA TTTRTIE
Espe ey Tao Diwie 58, 14457 ok
Pesrcs Dae LEA 33,00
35,00

Furgi gn Mand
- el
Final Expa s

Tabiod R Sl s Pl ASIwE b Pl Sl Bt RLEre Weed { S | B B LB POF Pl Uil Be hid TaA TAE A G B e T R GR0U B Aot G SRR [ W N a2 ARERL 0 LR B T IR GO R Sty et ThERE SRR Wl P R B S B G R B

[l =

Lisbowaad Fins

The upiced tide m enply, Fesss uplosd 8 fis § reguired by =% pyetem 3o mebme or | you Fawve been notied by SE5E thes thin m tegored

EANT FAGE SUDIT TO 3 50

Click the “Submit to OSSE” button on the
bottom of the page.

You will receive a notification at the top of
the page confirming a successful submission.

% 12/18/2025 13
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