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1. OVERVIEW 
 

The CDBG grant closeout process takes place when: 
 

 The project is complete, 
 State monitoring has occurred, and 
 All of the CDBG funds have been spent by the grantee. 

 
It consists of the completion of a short final report which includes what 
was actually accomplished, leveraged funds and documentation of who actually benefited from the 
project.  All grantees are required to complete a “Closeout Form” in order to demonstrate compliance 
with the CDBG program regulations and goals. The grantee will complete the Closeout form online 
by logging into the Web Grants system.    The project manager should be the person that completes 
the Closeout form since he/she has first hand knowledge of what actually took place during the 
project. When the Closeout form is accepted by the State CDBG staff; the project is complete.   

 

 
2.         DISPOSITION OF EQUIPMENT AND SUPPLIES PURCHASED WITH CDBG FUNDS 
 

Equipment.  When original or replacement equipment acquired under a CDBG grant is no longer 
needed for the original project or program, or for other activities currently or previously supported by 
a Federal agency, disposition will be as follows: 
 

(1) Equipment with a current fair market value in excess of $5,000 may be retained or sold and 
the state shall have a right to an amount calculated by multiplying the current market value or 
proceeds from sale by the awarding agency's share of the equipment. 
(2) Items of equipment with a current per-unit fair market value of less than $5,000 may be 
retained or sold or otherwise disposed of with no further obligation to the awarding agency 
(3) In cases where a grantee or sub-grantee fails to take appropriate disposition actions, the 
awarding agency may direct the grantee or sub-grantee to take excess disposition actions.   

 
  Supplies.  If there is a residual inventory of unused supplies exceeding $5,000 in total aggregate fair 
market value upon termination or completion of the award, and if the supplies are not needed for any 
other federally sponsored programs or projects, the grantee or sub-grantee shall compensate the 
awarding agency for its share.  Title to supplies acquired under this grant or sub-grant will vest, upon 
acquisition, in the grantee or sub-grantee respectively. 

 
3. GRANTEE CLOSE OUT RESPONSIBILITIES 

 
The Grantee shall: 

 
a. Refund any disallowed CDBG funds to the state  
b. Submit the Closeout form within 30 days along with any outstanding reports/documentation 

requested in the state monitoring letter. (See Instructions on next page)  
c. Retain all financial and project records for a minimum of five years after the grant is closed.  



Instructions for completing Closeout Form in WebGrants System 
 

1.  Log into WebGrants and open up your contract under “My Grants”.   
 

Menu 

 |  
Help

 |  Log 
Out 

  Back 

 | 
Print 

 | 
Add 

 | 
Delete 

 | 
Edit 

 |  
Save   

  

   Contracts 
     

  

  Contract: 08-2410 - Construction of Fire Station - 2008 
Status: Underway 

Program Area: Community Development Block Grants (CDBG) 
Grantee Organization: Town of Goshen  

 

       

  

   

     

  

  Contract Components View Contract  | View Proposal  | View Opportunity  
Component Last Edited State      

General Information  06/12/2008 Unlocked      
Scope of Work  04/30/2008 Unlocked      
Budget  10/28/2008 Unlocked      
Closeout Forms   Unlocked      
Request For Funds  02/18/2009 Unlocked      
HUD Activities  06/18/2008 Unlocked        
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2. Click “Closeout Forms” and then the “Add” button  
↓  ↓ 

 

Menu 

 |  
Help

 |  Log 
Out 

  Back
 | 

Print 
 | 

Add  

 | 
Delete 

 | 
Edit 

 |  
Save   

  

   Contracts 
     

  

  Contract: 08-2410 - Construction of Fire Station -  
Status: Underway 

Program Area: Community Development Block Grants (CDBG) 
Grantee Organization:   

 

       

  

   

     

    Closeout Forms Continue  
Report Name Hud Activity Due Date Submitted Date Arrived? Status     

   

     
       
  
  
 Utah Department of Community and Culture Dulles Tech
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3. You will see a drop down menu with at least one activity listed.  In this case, there is only 
one activity – construction of a fire station.  If the project involves more than one activity,  
a separate Closeout form must be completed for each activity.  Complete them one  
at a time.  If you have any questions about reporting beneficiaries for multiple activities 
please contact your program specialist for guidance.  No Closeout form is required for  
“Administration” activities.   
Choose the activity you wish to report on and enter the contract beginning and end dates. 
Click “save” and/or “continue” to move from page to page through the Closeout Form. 

 
 
 

Menu 

 |   |  Log 
OutHelp 

  Back
 | 

Print 
 | 

Add 
 | 

Delete 
 | 

Edit 
 |  

Save    
  

   Status Report 
     

  

  General Information   
Hud Activity:* 2814 - 03O Fire Stations/Equipment

 
Period Covered by 

Report:   
From to   
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Menu 

 |  
Help

 |  Log 
Out 

  Back
 | 

Print 
 | 

Add 
 | 

Delete 
 | 

Edit
 |  

Save     
  

   Status Report 
     

  

  General Information Continue  
Hud Activity: 2814 - 03O Fire Stations/Equipment 

Period Covered by 
Report: 

07/01/2008 06/30/2009 
From to   

       

  

   

 Last Edited By: Blaine Coombs, 02/19/2009  
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4. As you complete each section of the Closeout Form, you will see a √ mark that shows that 
it is “complete”.  The Closeout form cannot be submitted until each section has been  
Completed.  After completing “General Information”, move on to “Activity Data”.  
Note:  As long as a section has been saved, you can log out of WebGrants and not lose 
any of the data you have entered.  You can complete the rest of the form at a later time  
if you wish.  DO NOT try to start a new Closeout form.   
 

 

Menu
 |  

Help
 |  Log 

Out  

  Back 

 | 
Print

 | 
Add 

 | 
Delete 

 | 
Edit 

 |  
Save    

  

   Status Report 
     

  

   Closeout Form: -  
Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
 

       

  

   

     

  

  Components Preview | Submit  
Name Attachments Complete? Last Edited     

General Information Attachments (0)   02/19/2009     
Activity Data Attachments (0)        
Leveraged Funds Attachments (0)        
Activity Description Attachments (0)        
Project Beneficiaries Attachments (0)          
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5. This is the tricky part.  Pay Attention!  First, get out your CDBG application.  You already 
reported the number of beneficiaries you anticipated serving with this project.  This 
information should still be valid (in most cases).  You first choose the “Unit Type”.  For 
most projects, this will be “People”.  (Housing rehab projects use “Housing Units”.)   
Enter the “proposed” and “actual” numbers.  Using the Census Website (or the survey 
info you gathered previously), you must enter the racial data of the people you serving.   
The Total at the bottom of the left column MUST add up to the “actual” number you 
served.  The tricky part is reporting the “Hispanic” numbers.  “Hispanic” is considered by 
HUD to be an “ethnicity”, not a “race”.  Unless someone says, “I’m Hispanic and Asian”, 
you will enter all the Hispanics in the “other” field at the bottom of the left column and put 
that same number to the right in the 2nd column.  (see next page for example)   
 

 

Menu 

 |  
Help 

 |  Log 
Out  Back

 | 
Print 

 | 
Add 

 | 
Delete 

 | 
Edit 

 |  
Save    

  

   Status Report 
     

  

   Closeout Form: -  
Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
 

       

  

   

     

  

  Activity Data   
Unit Type: People

 
Beneficiary Units: 

  
Proposed Actual  

American Indian or 
Alaska Native:   

Actual Hispanic  
Asian: 

  
Actual Hispanic  

Black or African 
American:   

Actual Hispanic  
Native Hawaiian or 

Other Pacific Islander:   
Actual Hispanic  

White: 
  

Actual Hispanic  
American Indian or 
Alaska Native and 

White: 
  

Actual Hispanic  
Asian and White: 

  
Actual Hispanic  

Black or African 
American and White:   

Actual Hispanic  
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American Indian or 
Alaska Native and Black 

or African American: 
  

Actual Hispanic  
Other: 

  
Actual Hispanic  

Total # of Female-
Headed households 

benefiting: 
 

A ctual 

Please indicate where 
you obtained the above 
statistical information: 
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 |  
Help 

 |  Log 
Out  Back

 | 
Print 

 | 
Add 

 | 
Delete 

 | 
Edit

 |  
Save     

  

   Status Report 
     

  

   Closeout Form: -  
Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
 

       

  

   

     

  

  Activity Data Continue  
Unit Type: People 

Beneficiary Units: 900 900 
Proposed Actual  

American Indian or 
Alaska Native: 

  
Actual Hispanic  

Asian:   
Actual Hispanic  

Black or African 
American: 

  
Actual Hispanic  

Native Hawaiian or 
Other Pacific Islander: 

  
Actual Hispanic  

White: 828  
Actual Hispanic  

American Indian or 
Alaska Native and 

White: 
  
Actual Hispanic  

Asian and White:   
Actual Hispanic  

Black or African 
American and White: 

  
Actual Hispanic  

American Indian or 
Alaska Native and Black 

or African American: 
  
Actual Hispanic  

Other: 72 72 
Actual Hispanic  

Total: 900 72 
Actual Hispanic  

Total # of Female-
Headed households 

benefiting: 
 
A ctual 

Please indicate where 
you obtained the above 
statistical information: 

2000 Census Figures  
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6. Whew!  Now that the tricky part is over, move on to “Leveraged Funds”.  These numbers can be found in your contract 
with the State.  But sometimes these figures can change.  Please enter all the funds used for this project and the source 
for each.  As a reminder, click “Save” (and “Continue” if prompted”) after completing each section.   

 

Menu 

 |  Help 

 |  Log Out  Back | Print | Add  |  Delete | Edit | Save 
  

   Status Report 
   

  

   Closeout Form: -  

Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
 

 

  
   

  

  Leveraged Funds  
Leveraged Fund Source Total Amount by Source     

State CDBG Funds $388,369     

Other State Funds $0     

County Funds $0     

City/Town Funds $162,500     

Federal Funds $0     

Other Funds $0     

Other Funds $0     
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7.  For “Activity Description”, click “Edit” in the upper right hand corner of the page.  This will create a box in which to enter a brief  
     description of what was accomplished.  Remember, if you bought a fire truck AND built a senior center, you will report the         
     accomplishments on two separate Closeout Forms.  Complete one, go back and start a second form.   
 
 

Menu 

 |  Help 

 |  Log Out  Back | Print | Add  |  Delete | Edit | Save 
  

   Status Report 
   

  

   Closeout Form: -  

Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
   

   

  

  Activity Description Continue 
Describe the Activity in quantifiable terms. (Example: 1400 feet of water line installed, constructed 2500 sq ft. senior center, etc.) Describe how it benefited the 
individuals/community  

   Constructed 8000 sq foot pre-fabricated steel building to serve as Goshen's public 
safety building.  It will house the Fire Dept and EMS equipment.  Located at 460 South 
Center Street.   
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8.  Looking at the list of components, you are almost done!  Click “Project Beneficiaries” to complete the final section.   
 
 

Menu 

 |  Help 

 |  Log Out  Back | Print | Add  |  Delete | Edit | Save 
  

   Status Report 
   

  

   Closeout Form: -  

Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
   

   

  

  Components Preview | Submit 
Name Attachments Complete? Last Edited    

General Information Attachments (0)   02/19/2009    
Activity Data Attachments (0)   02/19/2009    
Leveraged Funds Attachments (0)   02/19/2009    
Activity Description Attachments (0)   02/19/2009    
Project Beneficiaries Attachments (0)         
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9. This component begins with the number of beneficiary “units” that you entered previously.  Using your CDBG application 
or other information you have gathered, you must enter the number of Very low, Low, Moderate, and Non-LMI 
Beneficiaries for this activity.  They must add up to the total at the top.  For a Senior Center, for example, 51% of the 
populations SENIORS are presumed to be LMI (low/moderate) income – NOT 100%.  You’ll have to do some math!  In 
many case, you will not know the number of “very low” or “low” income persons.  In that case, you can lump them together 
in row “D”.  Again, please call your program specialist if you have any questions.  An example is provided on the next 
page.   

 
 
 

Menu 

 |  Help 

 |  Log Out  Back | Print | Add  |  Delete | Edit | Save 
  

   Status Report 
   

  

   Closeout Form: -  

Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
   

   

  

  Project Beneficiaries by Income Level   
 Income Level Total Beneficiaries 

A Total # of Project Beneficiaries/Units (From Activity Data component) 900

B # of Very Low Income Beneficiaries/Units (30% of AMI) 0

C # of Low Income Beneficiaries/Units (50% of AMI) 0

D # of Moderate Income Beneficiaries/Units (80% of AMI) 0

E # of Non-LMI Beneficiary Units 0
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Menu 

 |  Help 

 |  Log Out  Back | Print | Add  |  Delete | Edit | Save 
  

   Status Report 
   

  

   Closeout Form: -  

Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
   

   

  

  Project Beneficiaries by Income Level Continue 
 Income Level Total Beneficiaries 

A Total # of Project Beneficiaries/Units (From Activity Data component) 900

B # of Very Low Income Beneficiaries/Units (30% of AMI) 0

C # of Low Income Beneficiaries/Units (50% of AMI) 0

D # of Moderate Income Beneficiaries/Units (80% of AMI) 540

E # of Non-LMI Beneficiary Units 360

F % of Low or Moderate Income Beneficiaries/Units Served 60%  
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10. After completing all the components of the Closeout form, you should click “Preview” to check your work and print a copy 
for your records.  (If you can “let go” of your need for paper records, don’t print it.) The last step is to click “Submit”.  If you 
don’t click “Submit”, the State staff cannot see the form in WebGrants.  There is no need to call or write after you’ve 
submitted the form.  WebGrants will generate an e-mail to the State staff.  You will be notified if there are any changes 
that need to be made to the form.  Remember to go back to the main menu and open “Closeout Forms” again if grant 
involved more than one activity.   
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   Closeout Form: -  

Grant: 08-2410-Construction of Fire Station 

Program Area: Community Development Block Grants (CDBG) 
   

   

  

  Components Preview | Submit  
Name Attachments Complete? Last Edited     

General Information Attachments (0)   02/19/2009     
Activity Data Attachments (0)   02/19/2009     
Leveraged Funds Attachments (0)   02/19/2009     
Activity Description Attachments (0)   02/19/2009     
Project Beneficiaries Attachments (0)   02/19/2009       
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Menu 

 |  Help 

 |  Log Out  B 
  

   Status Reports 
   

  

   Closeout Form Details 

 Closeout Form For: Construction of Fire Station 
 Community Development Block Grants (CDBG) 
   

  
Contract Number: 08-2410 
Report Period: 07/01/2008 - 06/30/2009  

Grant Year: 2008 
Hud Activity: 2814 - 03O Fire Stations/Equipment 
   

   
   

   
 Lead Contact and Organization 

  

Lead Contact 
Name: Blaine Coombs 

Title: Fire Chief 
Phone: 801-667-9910 
Fax: 801-667-2013 
Email: blainecoombs3200@hotmail.com 

Address 1: 10 West Main 
Address 2:  
City: Goshen 
State: Utah 
Zip Code: 84633 
County: Utah  

Organization Information 
Name: Town of Goshen 
Address 1: 10 West Main 
Address 2: P O 197 
City: Goshen 
State: Utah 
Zip Code: 84633 
County: Utah 
Main Phone: 801-667-9910 
Main Fax: 801-667-2013  

 
   
   

   
 Activity Data 

  

Units: 900 900 
Proposed Actual  

American Indian or Alaska Native:   
Actual Hispanic  

Asian:   
Actual Hispanic  

Black or African American:   
Actual Hispanic  

Native Hawaiian or Other Pacific Islander:   
Actual Hispanic  

White: 828  
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Actual Hispanic  

American Indian or Alaska Native and White:   
Actual Hispanic  

Asian and White:   
Actual Hispanic  

Black or African American and White:   
Actual Hispanic  

American Indian or Alaska Native and Black or African American:   
Actual Hispanic  

Other: 72 72 
Actual Hispanic  

Total: 900 72 
Actual Hispanic  

Total # of Female-Headed households benefiting:  
A ctual 

Please indicate where you obtained the above statistical information: 2000 Census Figures   
   
   

   
 Leveraged Funds 

  

Leveraged Fund Source Total Amount by Source Percent of Activity

State CDBG Funds $388,369 70.50%
Other State Funds $0 .00%
County Funds $0 .00%
City/Town Funds $162,500 29.50%
Federal Funds $0 .00%
Other Funds $0 .00%
Other Funds $0 .00%

Totals: $550,869 100.00%  
   
   

   
 Activity Description 

  Constructed 8000 sq foot pre-fabricated steel building to serve as Goshen's public safety building.  It will house the Fire 
D  ept and EMS equipment.  Located at 460 South Center Street.   

   
   

   
 Project Beneficiaries by Income Level 

  

 Income Level Total Beneficiaries

A Total # of Project Beneficiaries/Units 900
B # of Very Low Income Beneficiaries/Units (30% of AMI) 0
C # of Low Income Beneficiaries/Units (50% of AMI) 0
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D # of Moderate Income Beneficiaries/Units (80% of AMI) 540
E # of Non-LMI Beneficiary Units 360
 % of Low or Moderate Income Beneficiaries/Units Served 60%  

     
   
     
  
  
 Utah Department of Community and Culture 

Dulles Technology Partners In

http://community.utah.gov/
http://www.dullestech.com/
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  Status Repor t Submitted Confirmation 

  

You have successfully submitted your Closeout Form.  
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