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DEFINITIONS
CLOSEOUT

A process by which DOL determines that all financial
requirements and applicable administrative actions have been
completed by the recipient.

The closeout process includes expired or terminated contracts
and grants

Within 90 Days after the expiration/termination of the contract/
grant, all financial, performance and other required documents
must be received.

U.S. Department of Labor
Employment and Training Administration



DEFINITIONS (continued)

TOTAL OBLIGATION
Amount for which the grant is written.

TOTAL FEDERAL PAYMENTS
Amount issued to grantee by Payment Management System
(PMS) or treasury check.

TOTAL FINAL COSTS
Money Reported by grantee for actual costs under a particular
grant.

U.S. Department of Labor
Employment and Training Administration



Grant Closeout System

The Grant Closeout System (GCS) application 
package consists of two closeout packages 
designed for different recipients of the grants.  
Each closeout package is composed of closeout 
instructions and closeout forms.

The instructions provide grantees with general 
information and detailed instructions on how to 
fill out each form in the closeout packages.



Closeout Package for Governmental 
Recipients

Closeout requirements for Uniform Administrative 
Requirements for Grants to State and Local 
Governments are found in 29 CFR Part 97.50, 
which states: “Within 90 days after the expiration 
or termination of the grant, the grantee must 
submit all financial, performance, and other 
reports required as a condition of the grant.”  

The forms or documents in the closeout package 
for governmental recipients include:



Closeout Package for Governmental 
Recipients

Final expenditure report ( Form SF – 269 or 
modified version used for regular quarterly 
financial reporting) - Submit via Financial 
Reporting;
Grantee’s Release - Submit via GCS System;
Governmental Property Close-out Inventory 
Certification - Submit via GCS System;
Grantee Submittal of Closeout Documents -
Submit via GCS System;



Closeout Package for Governmental 
Recipients

Indirect Cost Rates, if applicable - Submit 
Manually by Mail or Fax;
If indirect cost was charged to your grant, please 
provide the calculation that shows how you 
arrived at the amount claimed - Submit Manually 
by Mail or Fax;
Government Inventory List, if applicable - Submit 
Manually by Mail or Fax;
No Cost Extension Modification, if applicable -
Submit Manually by Mail or Fax.



Accessing the Grant Closeout System 
(GCS)

The Grant Closeout System (GCS) is part of the 
Grantee Reporting System, which is accessed via 
the following URL:

http://www.etareports.doleta.gov/CFDOCS/gr
antee_prod/reporting/index.cfm

The following login screen will appear:



Accessing the Grant Closeout System 
(GCS)



Grantee Reporting System

Enter the same password you use for quarterly 
financial reporting (SF-269).  
The system will log you to the main menu page of 
your Financial Reporting System. 
Note different grant program may have a different 
main financial reporting page. 



Grantee Reporting System



Grantee Reporting System

To access the GCS System, click Grant Closeout 
System.  

You will be prompted to select a Grant Number 
via the following page:



Grantee Reporting System
Grant Number Selection Page



Grantee Reporting System

Select a grant number for which closeout reporting 
has been notified from the drop-down list, and 
then click Continue.

When a grantee is logging into the GCS for the 
first time, the No-Cost Extension Confirmation
page will be displayed, as shown below:



No Cost Extension Confirmation



No Cost Extension Confirmation

This form must be submitted before you can access the 
GCS.  To complete this form:

Check Yes or No to indicate whether you have received an 
approved modification to extend the period of 
performance.

If you do not have a modification to extend your period of 
performance, clicked No radio button and then press the 
Continue button to go to the next page.



No Cost Extension Confirmation

If you clicked Yes, you must enter the following 
information:

Enter the Extended Expiration Date in 
MM/DD/YYYY format (slashes will be inserted 
automatically).

Enter the name of the person approving the 
extension.



No Cost Extension Confirmation

Enter the Approval Date in MM/DD/YYYY format 
(slashes will be inserted automatically).

Click Continue to save the information and proceed to the 
“Welcome” page, shown below; or Cancel to cancel the 
operation.

If you have already logged into GCS before, the 
“Welcome” page will appear, with a description of grant 
closeout procedures:



Introduction Page



Introduction Page

At the top of the page are standard options:
Click Home Page to return to this page from any 
place in the system.
Click Instructions to see a menu of instructions 
for the close-out reporting procedures.
Click Contact Us for a list of contact and support 
information.
Click Log out to log out of the Grantee Reporting 
System.  You will be returned to the Login page.



Introduction Page

On the left side of the page is a set of links to the 
modules of the Closeout system.

The “Closeout announcement” image will appear 
above the Closeout function menu. 

This image serves the purpose of reminding you 
that you have not completed your closeout 
reporting.  



Introduction Page

Once you have successfully submitted your 
closeout package with valid pin number, 
this image will disappear.  

To see the announcement, click the word 
“Announcement.”  You will see an 
announcement page like that shown below:



Announcement



Initial Letter



Initial Letter

Click Initial Letter on the function menu to see a sample 
initial letter for non-Governmental grantees, notifying 
them that the grant referenced at the top is about to expire.

At the bottom of the page is the following message:



Initial Letter

The closeout specialists determine which closeout 
package you should use for closeout reporting 
based on your grant/agreement with ETA.  
To show, and print, a version of the initial letter in 
printable-format, click Printer Friendly at the 
top-right corner of the page. 
The letter will be displayed in printable format, 

and the standard Microsoft Word Print menu will 
appear.



Package
To access the forms for the Grant Closeout 
Package, click Package on the function menu.  

Based on information in the Closeout database, 
you will see the Closeout Package menu for either 
Governmental or non-Governmental recipients.  

The Closeout Package menu for Governmental 
grantees is shown below:



Package



Grantee’s Release 
(Governmental and non-Governmental)



Grantee’s Release 
(Governmental and non-Governmental)



Grantee’s Release 
(Governmental and non-Governmental)



Grantee’s Release 
(Governmental and non-Governmental)

To complete or edit a Grant Release Form:
Enter the total incurred cost for this grant 
number in this field.
Enter any specific claims not susceptible of 
exact statement by the grantee.  If there are 
no such claims, enter “NONE”.
Enter the name of the person executing the 
Grant Release Form.



Grantee’s Release 
(Governmental and non-Governmental)

Enter the title of the person executing the Grant 
Release Form.

In the section titled “Certificate,” enter the name 
of the person who has the signatory authority.

Enter the title of the person who has the signatory 
authority.



Grantee’s Release 
(Governmental and non-Governmental)

Enter the name and title of the person who signed 
the release.

Click Save to save the information entered, or 
Cancel to cancel the operation and leave the data 
unchanged. If you click Save, the following 
confirmation message will appear:



Confirmation



Confirmation

The information you entered will be stored, and 
can then be modified or printed.  To print the 
form, click Printer Friendly at the top-right 
corner.



Government Property Close-Out Inventory 
Certification (Governmental and non-

Governmental)



Government Property Close-Out Inventory 
Certification (Governmental and non-

Governmental)



Government Property Close-Out Inventory 
Certification (Governmental and non-

Governmental)

To complete the Government Property Close-Out Inventory 
Certification form:

Check option 1 or 2 as appropriate.
Enter the name and title of the person who certifies the 
closeout form.
Click Save to store the information, or Cancel to cancel 
the operation and leave the data unchanged.  If you click 
Save, the following confirmation message will appear:



Government Property Close-Out Inventory 
Certification (Governmental and non-

Governmental)



Grantee Submittal of Close Out Documents 
(Governmental)

When the closeout documents have been 
completed, they must be electronically submitted 
as a package.

Clicking on Grantee Submittal of Close Out 
Documents from the Package menu will retrieve a 
checklist of all documents that must be submitted 
for the closeout of the grant, shown below:



Grantee Submittal of Close Out Documents 
(Governmental)



Governmental Grantee Submittal Checklist

All the check boxes will be automatically checked 
by the system once you have entered valid data in 
the closeout forms.
If a check box next to a form is unchecked, please 
click on Package on the left navigation bar and 
open the unchecked closeout form to fill out the 
form there.  
Once you save the data entry in that form, the 
check box will be checked in this submittal 
checklist.



Governmental Grantee Submittal Checklist



Governmental Grantee Submittal Checklist

Please check the check box next to Final 
Financial Status Report.

Please check the check box next to Refund 
Check(s) with Letter of Explanation, if 
applicable. Otherwise, ignore it.

Please check the check box next to Indirect Cost 
Rates, if applicable. Otherwise, ignore it.



Governmental Grantee Submittal Checklist

The check box next to Government Inventory 
List will be automatically checked or unchecked 
based on your radio button selection in the 
Government Property Close-out Inventory 
Certification form. 

If you check radio button 1, then the check box 
next to Government Inventory List will be 
automatically checked.  But if you check radio 
button 2, then the check box next to Government 
Inventory List will be unchecked.  Make sure 
not to click on the check box next to 
Government Inventory List.



Governmental Grantee Submittal Checklist

Enter grantee’s signature.
Enter grantee’s title.
Always click on the Save button to save the 
information first.



Governmental Grantee Submittal 
Checklist

Once you have confirmed that all information 
entered in all the closeout forms is correct, you 
can certify your package.  
To certify a package, open Grantee Submittal of 
Closeout Documents. 

Enter the pin number you use to certify your 
quarterly financial reports in the Please Enter 
Your Pin to Certify text box, and then click on 
the Certify button.



Governmental Grantee Submittal 
Checklist

The following confirmation page will appear.  
Please make sure to print the confirmation page 
for your record-keeping by clicking on Printer 
Friendly link.

Once a closeout package has been certified 
successfully, the form status is displayed as 
Grantee Certified as of 02/16/2005 at the top of 
the closeout forms. 



Governmental Grantee Submittal 
Checklist



Closeout Extension



Closeout Extension

To complete the Closeout Extension form:

Enter the reason for the extension.

Enter the name of the person requesting the 
extension.

Select the length of the extension from the drop-
down list.



Closeout Extension

Enter the Closeout Submittal Due Date in 
MM/DD/YYYY format (slashes will be inserted 
automatically).

Click Submit to submit the information, or 
Cancel to cancel the operation.  If you click 
Submit, you will see a message confirming that 
the submission was successful.



Closeout Extension

Enter the Closeout Submittal Due Date in 
MM/DD/YYYY format (slashes will be inserted 
automatically).

Click Submit to submit the information, or 
Cancel to cancel the operation.  If you click 
Submit, you will see a message confirming that 
the submission was successful.



No Cost Extension



No Cost Extension

To complete the No-Cost Extension Confirmation:

Check Yes if you are requesting a no-cost extension; 
otherwise check No.  If you checked No, step 2 below 
can be skipped.

If you checked Yes:

Enter the Extended Expiration Date in MM/DD/YYYY 
format (the slashes (/) are entered automatically).



No Cost Extension

Enter the name of the person approving the 
extension.

Enter the approval date in MM/DD/YYYY 
format.

Click Continue to store the information, or 
Cancel to cancel the operation.  You will be 
taken to the Introduction page.



QUESTIONS???????
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