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The TxCDBG grant closeout process is designed to ensure the following
1) that all CDBG activities are completed, and funds are expended in accordance
with the grant agreement.
2) that any financial, administrative, and performance issues have been resolved
to the satisfaction of TDA and the Grant Recipient, and
3) the certification that the beneficiaries are being served by the project.

The closeout begins when….the activities described in the most recently
approved grant agreement Performance Statement has been completed; and
And as we get close to the point, we need to make sure that:
 all Performance Reports are in Performance Report Approved or 

Performance Report Submitted status;
 all Materials and Services Reports are in MSR Contract Complete or MSR 

Contract Completion Submitted status;
 all grant agreement special condition documents have been uploaded to 

the Grant Overview page;
 all costs to be paid with TxCDBG funds have been expended and payment 

requests submitted, with the most recent Payment Request marked as 
“Final”;

 the Grant Recipient’s other responsibilities under its agreement with TDA 
have been met.
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What are the closeout components: 

- We need a Public Hearing, and its documentation

- A Project Completion Report includes:

Confirmation of Final Project Details 

Section 3

Direct beneficiaries

- And the last step is to submit the report in TDA-GO! 
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A final public hearing is a federal and CDBG Grant agreement requirement and it
encourages citizen participation.

 The final public hearing must be scheduled after the project is completed 
but prior to submitting the Project Completion Report (PCR) in TDA-GO; 
and 

 During the hearing, the GR must confirm that the beneficiaries are being 
served by the project
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To initiate the closeout process in TDA-GO click on begin closeout under status 
options

Next,  under closeout click CDBG Project Completion report and begin to 
confirm your final project details

On the page you are going to need: 

• Generate reports

• Initial final documents, if applicable and upload

• Document Section 3

• Certify that it is complete and accurate

If revisions are needed you will need to return to that section of TDA-GO to 
make corrections
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Some of the special conditions that may be required to be upload for certain 
agreements are:

- Final Project Record Drawing(s)

- TDLR approval

- TCEQ approval

The example highlighted is for the final project drawing(s).  This step needs to 
be completed before and Admin cam begin the closeout.  Once and Admin 
uploads the required document for the special condition they must send their 
assigned Grant Special an email as TDA-GO does not send a notification to the 
Grant Specialist once the document is uploaded by the Admin.   Once the Grant 
Specialist reviews the uploaded document for compliance a date of approval is 
entered by TDA staff and once that step is completed the Admin can begin the 
closeout on TDA-GO.

6



These are the special conditions when you are ready 
to closeout the agreement. If by any chance the 
required special condition is delayed, this could 
trigger a Conditional Closeout. Please refer to 
Chapter 12, section 12.2.2 of the Implementation 
Manual. 

Water Well: Prior to submission of the Project 
Completion Report (PCR) to TDA for the water 
system improvements described in Exhibit A of the 
TxCDBG contract, the Grant Recipient must submit a 
letter from the Texas Commission on Environmental 
Quality (TCEQ) that the constructed well is approved 
for use and may be placed into service pursuant to 

7



Title 30, TAC, Chapter 290, Rules and Regulations for 
Public Water Systems. 

Septic System: Prior to submission of the Project 
Completion Report for on-site sewer facilities 
improvements described in Exhibit A of the TxCDBG 
contract, the Grant Recipient must provide 
documentation that final plans, specifications, and 
installation of its sewer and/or septic system 
improvements have been reviewed and approved by 
the City or County Health Department through 
authority granted by TCEQ.

Building, Parking Lot and Sidewalk: Projects 
where accessibility to the public is a fundamental goal 
of the project and/or is a key factor in meeting the 
National Program Objective. EXAMPLE: Sidewalk 
improvements, public health clinics, senior centers, 
etc.

Prior to submission of the Project Completion Report for 
buildings, parking lots and/or sidewalks constructed or 
renovations which are subject to Section 469.101 of the 
Texas Government Code, the Grant Recipient must submit 
a copy of the Registered Accessibility Specialist’s signed 
and dated inspection transmittal letter. This letter affirms 
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that the building, renovations, parking lots and/or sidewalk 
construction activities follow Texas Department of 
Licensing and Regulation (TDLR) requirements 
concerning the elimination of architectural barriers as 
specified in the Architectural Barriers Act and Texas 
Accessibility Standards

Floodplain: Grant Recipients completing projects in a 
floodplain must participate in the National Flood 
Insurance Program (NFIP). The Grant Recipient shall 
provide documentation to TDA prior to contract 
termination which indicates that it has received 
approval from the Texas Water Development Board 
as the NFIP State Coordinating Agency that 
ordinances or orders, as appropriate, necessary for 
the Grant Recipient to be eligible to participate in the 
NFIP have been adopted.

Permanent signage identifying the location as a 
TxCDBG-funded project is required for any TxCDBG-
funded public buildings, park areas, or other 
structures open to the public. Some examples of 
projects requiring permanent signage include
community centers, parks/recreation facilities, fire 
stations, and significant improvements to existing 
facilities. Project signage is an eligible construction 
cost.
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The Grant Performance section is to confirm that the current Performance Statement is 
accurate.

If the agreement has Direct Household Beneficiaries-work on private property-the 
Grant Recipient must mark yes and attach require documentation. For a list of these 
documents please refer to the Closeout Chapter in the Implementation Manual

In addition to the Performance Statement the Grant Recipient will be required to 
complete required fields and upload the following:

• A Final Project Map, clearly documenting the work performed under the 
agreement 

• Final Project Invoice(s) for each construction (or other primary activity) contract. 
Make sure that the work stays within 15% variance or less.  If not, an amendment 
will need to be submitted first.

• Calculation of Unit Conversion – If the construction units of measures are 
different from the units used in the grant agreement, the GR will need to provide 
how these measures were converted. 

• Final Public Hearing documentation

When navigating further down the page, there is a box in relation to Conditionally 
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Completed closeouts. A circumstance in which TDA will consider a conditional completed 
closeout, is when the completion of the project is pending on the approval of a Regulatory 
Agency. 

When considering a Conditionally completed closeout - the GR must provide:

• Documentation that the request for approval was submitted prior to the PCR

• The Public Hearing notice must disclose that the project has yet to be approved by the 
regulatory agency

• Check the box, shown on the slide, AFTER submitting an email requesting Director’s approval 

If the grant recipient, marked that there is a direct benefit for the project (14A activity) a new 
form must be completed.
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Reviewing the Financial Report/Certificate of Expenditure is a critical step in the 
closeout process, please review carefully. Please remember that your final 
payment request must be submitted prior to starting the closeout process.

As part of the report you must remember your admin and engineering ratios.  
16% for admin and 25% for Engineering – of constructions funds drawn.

Match must be met before the final payment request is submitted.

All funds not included in a Payment Request submitted prior to the closeout 
process will be deobligated from the grant agreement and will not be available 
for reimbursement.
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In order for the Direct Beneficiaries Form to appear the question for direct 
beneficiaries must be answered “Yes”, then click on the Save button.  Once that 
step is completed the Direct Beneficiaries Form will appear. This form reports a 
group of beneficiaries broken down by varies bene categories.  Each section will 
report the same beneficiaries using different demographic breakdowns.
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If an item listed on the Performance Statement is reflected as a certain type of 
measurement and is reflected as a different type of measurement on the bid tab, 
please have the engineer calculate the unit conversion and include in the 
highlighted text field box.  For example, if an item is reflected as linear feet in 
the Performance Statement and the bid tab reflects it in square yards or feet, 
please have the engineer calculate the unit conversion and include it the 
highlighted text field box.
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One last time…reporting the GR Section 3 Verify that you are checking an 
appropriate action.

Only if new employment opportunities were created by this grant then you 
need to describe that here. 

13



By certifying the Project Completion Report, the Authorized Official is certifying
that:
 all activities undertaken with funds provided under the grant identified in 

this report, have, to the best of their knowledge, been carried out in 
accordance with the grant agreement;

 the information contained in the PCR is accurate to the best of their 
knowledge;

 the persons benefitting from the activities, of this grant agreement are 
receiving service or a benefit from the use of the new or improved 
facilities and activities; 

 proper provision has been made for the payment of all unpaid costs and 
unsettled third-party claims

 the expenditures, disbursements and cash receipts are for the purposes 
and objectives set forth in the terms and conditions of the federal award. 

Submit Closeout

Once status has changed TxCDBG staff will review 

Incomplete reports will not be accepted and returned 

This means the PCR will be considered delinquent if the 
closeout due date has passed.

Closeouts Due Date
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Sixty (60) after the grant agreement end date

Late submittal may affect current and future funding and the current 
agreement subject to financial penalties. 
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The grant is not considered closed until the following steps have been
completed:
1. The Grant Recipient submits the PCR, certifying that the project is 

complete and all requirements have been met.
2. TDA’s TxCDBG monitoring staff completes all required monitoring reviews 

and changes the status to Monitoring Complete.
3. TDA staff reviews all grant closeout documentation, approves all 

payments, and update the grant status to Grant Closed.
4. The Grant Recipient must also complete an Organizational Compliance –

Single Audit Report at the end of the fiscal year where payments were 
requested This report is required for each fiscal year from the date of 
award to the date the PCR was submitted. 
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