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Overview

• How to Closeout Your Grant
• Step 1: 

• All expenses submitted are included in your Scope of Work
• Step 2: 

• All expenses are submitted and the balance on your SmartSheet is $0
• Step 3: 

• All interest earned has been submitted in the amount as it was received
• Step 4: 

• Yellow book audit is submitted for grants that hit the $$$ threshold 
• Step 5: 

• All Quarterly Performance Reports are submitted, including the Final Quarterly Performance Report stating that 
all funds have been spent and the project related to this grant is complete. 

• Funds Management
• Document Maintenance: Monitoring and Auditing
• Resources / Question and Answer  
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How to Close Out:

Checklist for Closing out your Grant:

1. All expenses submitted are included in your Scope of Work

2. All expenses are submitted and the balance on 
your SmartSheet is $0

3. All interest earned has been submitted in the amount as it was 
received

4. Yellow book audit is submitted for grants that hit the $$$ 
threshold 

5. All Quarterly Performance Reports are submitted, including the 
Final Quarterly Performance Report stating that all funds have 
been spent and the project related to this grant is complete. 

SmartSheet Summary 
with Balance at $0
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Step 1: All expenses submitted are included in your Scope of Work



5

Step 2: All expenses are submitted and the balance on your SmartSheet is $0
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Step 2: Expenses – What and How to Report

• Expense Submissions:

• Expenses should NOT be aggregated

• Individual submissions for EACH expense

• Individual submissions made by any sub-recipients (do not list your disbursement to your sub-
recipient)

• Employee expenses should be submitted by each pay period

• Interest earned should be submitted as it is received 

• For approved expenses incurred before receiving funds, report the actual date of the expense 
and the vendor that was paid for the expense – NOT as reimbursement to your organization

• Supporting Documentation is not submitted during Quarterly reporting and is only required to 
be submitted if requested by OSBM or the State Auditor



Step 2: Sales Tax Examples with a Single Receipt

Report full vendor 
amount including sales 

tax paid with grant funds. 
Report $0.00 in sales tax 

field.

Not Eligible for 
Tax Exemption

Report full vendor 
amount including sales 
tax in vendor amount 
field. Report sales tax 

amount in sales tax field.

Tax Exempt 
Option #1

Sales Tax Paid with 
Grant Funds; Covered 
by Future Expenses 

Report vendor amount 
excluding sales tax 

(subtotal) in vendor 
amount field. Report 

$0.00 in sales tax field.

Tax Exempt 
Option #2

Sales Tax NOT Paid with 
Grant Funds

Report full vendor 
amount including sales 

tax paid with grant funds 
in vendor amount field. 
Report $0.00 in sales tax 

field.

Then, report reimbursed 
sales tax once it is received

Tax Exempt 
Option #3

Sales Tax Reported After 
Reimbursement Received 



Step 2: How to properly manage your grant funds:

Option 1: 
Fund Accounting System 

• Accounting System that 
supports fund accounting where 
each source of funds is 
accounted for separately.

• Typically, a larger organization 
that handles many different 
sources of funds. 

Option 2: 
Separate Bank Account

• No Accounting System that can 
account for each source of funds 
separately.

• Typically, a smaller organization 
that only handles a few sources 
of funds. 
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Step 3: All interest earned has been submitted in the amount as it was received

• Interest earnings on funds shall be used for the same purposes for which the grant 
was made. 

Reminders: 

• Funds are used for nonsectarian, nonreligious purposes only. 

• No more than $140,000 in State funds, including any interest earnings accruing from 
those funds, may be used for the annual salary of any individual employee of a 
nonprofit organization. 

• Expenditures for travel mileage, meals, lodging and other travel expenses shall be 
reasonable and supported by documentation. State rates should be used as guidelines. 
International travel shall not be eligible. State Rates listed in NC Budget Manual

• Expenditures of grants by any recipient or subrecipient shall be in accordance with the 
cost principles outlined in the Code of Federal Regulations, 2 CFR, Part 200. (09 NCAC 
03M .0201)

https://www.osbm.nc.gov/budget/budget-manual#Sect51:%7E:text=5.2.1%C2%A0Subsistence%20Rates%C2%A0for%20Lodging%20and%20Meals


• Step 4: Audit Requirement

Fiscal Year End 
June 30, 2024 or before:

• $500,000 in total state funds 
are:

• Received,
• Held,
• Used or
• Expended

Within your organization's 
fiscal year

= Yellow Book Audit is 
Required

Fiscal Year End 
July 1, 2024 – September 30, 2024:

• $750,000 in total state funds are:
• Received,
• Held,
• Used or
• Expended

Within your organization's fiscal 
year

= Yellow Book Audit is 
Required

Fiscal Year End 
October 1, 2024 or later:

• $1,000,000 in total state funds are:
• Received,
• Held,
• Used or
• Expended

Within your organization's fiscal 
year

= Yellow Book Audit is 
Required

Annual Yellow Book Audits are DUE 9 MONTHS AFTER YOUR FISCAL YEAR END. 
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Step 5: Quarterly and Final Performance Report

• Use the Quarterly Performance Report 
to submit your Final Report by stating:

“All funds have been spent and the 
project related to this grant is complete”
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Summary Tab – Compliance Check  

Quarterly Performance Report (QPR) 
Compliance Check:

• IN COMPLIANCE = QPRs are submitted for each required reporting 
period

• MISMATCH = More QPRs submitted than required

• NOT IN COMPLIANCE = Missing QPRs from one or more required 
reporting periods

SmartSheet Summary 
QPR Compliance Check
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Summary Tab – Not in Compliance – Next Steps 

Not in Compliance – Next Steps:

• Identify which reporting periods you are missing 
Quarterly Performance Reports: 

1. Scroll down the Sheet Summary to see which QPR Status states 
“MISSING”

2. Submit the Quarterly Performance Report for the Quarters stating 
“MISSING”

3. Quarterly Reports are required to be submitted starting the 
quarter in which you received your funds and until the quarter in 
which all funds have been spent. 

4. If you believe your grant is ready for closeout and no longer need 
to submit Quarterly Reports, reach out to your Grant 
Administrator. 

SmartSheet Summary 
QPR Compliance Check
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Monitoring and Auditing

• You are required to maintain all supporting documentation for your grant 
for five (5) years after the grant has been closed out. 

• All grant recipients are subject to being audited, inspected and monitored at 
any time by OSBM upon its request (whether in writing or otherwise).

• Grantees must provide OSBM staff and staff of the Office of State Auditor 
with access to financial and accounting records to support internal audit, 
financial reporting and related requirements. 



15

Resources

• If you believe your grant is ready to be closed out and you have 
completed all of the steps, please reach out to your grant 
administrator or NCGrants@osbm.nc.gov

• We have developed instructional videos that are available for each 
type of reporting, please see OSBM website:

• https://www.osbm.nc.gov/stewardship-services/directed-
grants/osbm-administered-grants/reporting

mailto:NCGrants@osbm.nc.gov
https://www.osbm.nc.gov/stewardship-services/directed-grants/osbm-administered-grants/reporting
https://www.osbm.nc.gov/stewardship-services/directed-grants/osbm-administered-grants/reporting


Questions

Website: osbm.nc.gov/stewardship 
services/directed grants/osbm 
administered grants

Email: NCGrants@osbm.nc.gov

mailto:NC@osbm.nc.gov
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