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VIII. Closeout
This chapter outlines the required process for closing out the Federal fiscal year including Department and National Highway Traffic Safety Administration (NHTSA) requirements.  
A. Overview

This section provides an overview of the Federal fiscal year closeout process. 
Grant and the Federal fiscal year closeout activities begin when all required progress reports, Final Reports and final invoices have been received from subrecipients by the Highway Safety Office (HSO).  
When final claims are processed, the Department procedures for submittal of the final Federal reimbursement voucher must be followed. Included in this process is the final determination of the amount of program funds actually expended and the under run amount which is available for carry forward to the new program year.  
Part of this process also involves the final determination of the amount of Federal funds expended for local benefit (40 percent minimum required), see 23 CFR Part 1300 Appendix C - Participation by Political Subdivisions and that the State and local match to the program met or exceeded the minimums based on the Federal funding source requirements. See Chapter VI. Fiscal Procedures, Section C, Matching Funds.

B. Deadlines, Penalties and Extensions
This section describes the required deadlines for annually closing out the HSO grant file.

The State’s HSP for a fiscal year and the State’s authority to incur costs under that plan expire on the last day of the fiscal year. Beginning with MAP-21 and continuing under the FAST Act, the State is no longer permitted to extend the right to incur costs under the old fiscal year’s HSP. For FY17 grant funds remaining at the end of the fiscal year are available for expenditure during the next fiscal year provided the State has a new HSP approved by NHTSA and the remaining funds (carry forward) are identified and programmed in the HSP and in an updated and approved HS 217. See 23 CFR §1200.41 (a). See Chapter II. Planning, Section Q. Three Years Plus One Federal Obligation Restriction.

NOTE: Funds obtained under SAFETEA-LU may continue to be expended under the previous rules and will be tracked (coded) separately in the GTS system from MAP-21 funds.

The Uniform Guidance provides that the pass-through entity (HSO) will closeout the Federal award when it determines that all applicable administrative actions and all required work of the Federal award have been completed by the non-Federal entity. See 2 CFR Part 200.343 for the actions the non-Federal entity and Federal awarding agency or pass-through entity must take to complete this process at the end of the period of performance.
The HSO is required to submit the State’s final billing for the closing grant year to NHTSA by December 31. In order to meet the annual closeout deadline, all final Project Reimbursement Claims must be received by the HSO from subrecipients by November 15 and be entered for payment into the State Accounting System by [insert appropriate date]. Any invoices received from subrecipients after November 15 cannot be processed or approved for payment with Federal funding.

The expiration of the HSP does not affect the ability of NHTSA to disallow costs and recover funds on the basis of a later audit or other review or the State’s obligation to return any funds due as a result of later refunds, corrections or other transactions.

i. Penalties

The final voucher constitutes the final financial reconciliation for each fiscal year, see 23 CFR §1200.40. There are penalties for failure to provide the information specified, meet the deadlines or to specify only projects whose project numbers or amounts claimed do not match the list of projects and do not exceed the estimated amount of Federal funds for the project or the allocation of funds to a program area. The penalties may include rejection of the voucher in whole or in part. See 23 CFR Part 1300.40.
ii. Extensions

Extraordinary circumstances to request an extension may be brought to the attention of the NHTSA Regional Administrator at the discretion of the HSO Administrator, however it is expected that this would occur only under extraordinary circumstances.  For FY17 and forward, the extension time may not exceed 30 days. In this case, the State submits a written request for an extension which describes the extraordinary circumstances necessitating an extension. The approval of any such extension request is required to be in writing, to specify the new deadline for submitting the final voucher and must be signed by the NHTSA Regional Administrator (Approving Official).

All grant related records shall be retained for at least three years from the date the final voucher is submitted to NHTSA.

C.  Federal Grant Tracking System Closeout Process

This section describes the final reimbursement voucher process completed by the HSO and other Department sections to closeout using the Federal Grant Tracking System (GTS).

The HSO Vouchering Process for project closeout and final reimbursement is as follows:

[NOTE: The following table is based upon the closeout process used by the Alaska Highway Safety Office and may vary in the State. Insert the appropriate titles of HSO Staff from your State in the Process detailed below.]

Table 19. HSO Closeout Process

	Responsible Person
	Action

	Final invoice received by: [name} 


	· Date stamps invoice and routes to [ ]

	
	· Reviews and ensures compliance with grant agreement and receipt of subrecipient’s Final Report

· As necessary, obtain additional supporting documentation from subrecipient or return to agency for completion

· Signs with notation, “ok to pay”

· Forwards to [name  

	
	· Determines all final invoices have been received for the grant year (Deadline November 15)

· Submits invoices to Finance office for final payments by December 1

· Sends email notification to [name] section that final invoices have been paid

· Determines the final required matching shares and 40 percent benefit to locals’ amount and transmits information to [name]
· Notifies the HSO administrator of the amount of known carry forward funding by funding source, if any, for programming in the next fiscal year

	
	· Conducts standard invoice payment reconciliation processes

· Enters final invoice postings to the GTS

· Works with the HSO to check accuracy of information and enters required State matching share and 40 percent benefit to locals to GTS

· Closes out the HSO fiscal year


See also Chapter VI. Fiscal Procedures, Section A. In-house Grant Payment and Federal Reimbursement Voucher Process. 

In addition to actual costs to be reimbursed to the State, the State’s share of matching funds must be finally calculated based on the final expenditures and entered into the GTS. This calculation determines the total funds, Federal and State matching, which have been spent for NHTSA funding sources.  

D. Grant File Closeout

This section provides the process for physically closing grant files at the end of the fiscal year.

After the final Federal reimbursement voucher for the grant year has been submitted, the HSO closes out each grant number and file for that fiscal year. The [insert position title] is responsible for completing the grant file closeout. Each file will be reviewed for completeness, accuracy of filing and resolution of any pending matters.

E. Financial Obligation Closeout Summary

This section provides the NHTSA requirements for preparing the financial obligation closeout summary at the end of the fiscal year.

The financial obligation closeout is a final accounting of all HSO expenditures for the year. As required in       23 CFR Part 1300.40, the financial obligation closeout will include a copy of the final official voucher for total expenses incurred which satisfies the Federal requirements for FY17 in 23 CFR Part 1200.33 (b) and for FY18 in 23 CFR Part 1300.33 (b). The following information for expenses claimed in FY17 for each program area will be identified in the final voucher as follows: 
· Program area for which expenses were incurred and an itemization of project numbers and amount of Federal funds expended for each project

· Federal funds obligated 

· Amount of Federal funds allocated to local benefit (March 31 and with the final voucher)

· Cumulative total cost to date 

· Cumulative Federal funds expended 

· Previous amount claimed 

· Amount claimed this period 

· Matching rate (or special matching write off used if applicable)

For FY17, the HSO [insert position title] is responsible for completing the final NHTSA Highway Safety Program Cost Summary Form HS 217 and submitting it to the HSO Administrator for signature prior to electronic transmittal of the form to NHTSA for approval by December 31 each year. 

The NHTSA Approving Official may extend the time period to submit a final voucher only in extraordinary circumstances.  For FY17 and forward, the extension time may not exceed 30 days. A written request must be submitted for an extension. The approval shall be in writing, shall specify the new deadline for submitting the final voucher and shall be signed by the NHTSA Regional Administrator.
The NHTSA Regional Office conducts a first and last voucher review in every State each fiscal year after closeout and no later than mid-March.

See Chapter II. Planning. Section Q. Three Years Plus One Federal Obligation Restriction
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