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Quick Sheet: Closeout Amendment with Checklist 
Audience: Grants Office 

 

PURPOSE 

This Quick Sheet provides step-by-step instructions for processing a Closeout Amendment with a Checklist. 

 

STEPS 

1. Log into the GrantSolutions GMM (www.grantsolutions.gov). 

 

2. The “Grants List Simple Search” screen appears. Use this screen or click the optional Advanced Search 

link to enter search criteria and click the Search icon (magnifying glass). 

 
3. Matching results appear in a table below the search fields. Locate the desired grant. From the second 

column in the table, click the blue plus sign to expand the row. 

Note: An option to search within results is available. 

 

4. The row expands. From the Actions column, click the Closeout Checklist link. 

 

http://www.grantsolutions.gov/
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5. The “Process Closeout Checklist” screen appears. Answer each of the required questions. Required 

questions are marked by an asterisk. 

6. Once complete, scroll to the bottom of the page and click the Save button. 

 

7. A message confirming the answers are successfully updated appears. Click the OK button. 

 

8. The Checklist data is saved. At the bottom of the “Process Closeout Checklist” screen, click the Ready to 

Close button.   
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9. A message confirming the grant is Marked Ready to Close appears. Click the OK button. 

 

10. The signature and date that the Checklist is marked Ready to Close is visible at the bottom of the 

checklist. Click the Close button. 

 

11. The “Grants List Simple Search” screen appears. Click the blue plus sign to expand the grant row. From 

the Actions column, click the Closeout Grant link to move the closeout amendment application to the 

Complete status. 
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12. The “Manage Amendments” screen displays, and the Closeout amendment application is listed as 

Complete. From the Action column, click the Funding Memo link. 

 

13. The “Funding Memo” screen appears. From the Action column, click the ByPass Without Funding link. 

 

14. The “Funding Memo” screen refreshes and the (Notice of Grant Award) NGA status is Ready to 

Generate. From the Action column, click the Generate link.  
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15. The “Generate Draft NGA(s)” transition screen appears. From the Grant Number column, click the Grant 

Number link. 

 

16. The “Award Processing” screen appears with the draft award available in a table. Click the Open Award 

Summary icon. 

 

17. The “Award Overview” screen appears. Under the Award Preparation column, click Edit/Validate 

Organization link to perform the Central Contractor Registration (CCR) Validation. 

 

18.  The “Organization Information” window appears. Scroll to the bottom of the page and click CCR 

Validation. If the organization is inactive in SAM.gov, the validation can be bypassed on the Edit Notice 

of Award screen. 

19. Click Close to return to the “Award Overview” screen. 
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20.  From the Award Preparation column, click the Select Org Address link to select and validate the address 

that appears on the Notice of Award (NOA). 

 

21.  The “Select Grantee Address” screen appears. Select a previously validated address to appear on the 

NOA, edit an existing address, or add a new address. 

22.  When done, click the Save button. 

Note: The selected address must be validated, as this populates the Congressional District on the NOA. 
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23.  The “Award Overview” screen appears. From the Award Preparation column, click the Project 

Assignments link. 

 

24. The “Project Assignments” screen appears. Ensure users with the following roles are assigned to the 

project: GMO, PO, AO, FMO, ADO, and PI/PD.  

Note: Click the edit icon (pencil) to enter optional start and end dates.  

 

25. When done, click the Save & Close button at the bottom of the page. 
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26. The “Award Overview” screen appears. From the Award Preparation column, click the Budget 

Worksheet link to view or edit the budget that displays on the NOA.  

Note: Modifying the Budget Worksheet for a Closeout is only necessary when there is a monetary 

disallowance. 

 
27. The “Budget Worksheet” appears. When there is more than one tab, the first tab contains the combined 

Totals, and the Direct Cost section is read-only. Click one of the other tabs to edit. 
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28. Enter any deobligation to the active budget period of the amendment by entering the negative amount 

in the Recommended column.  

 Deobligations are made to budget categories with enough funds to support the deobligation. They 

are entered with a negative sign (-) in front of the number.  

 To deobligate funds from one or more prior budget periods, enter the positive amount of the funds 

to be deobligated in the Unobligated Balance column on the right side of the Budget Worksheet. 

This action is normally performed when funds were not used, but were also not allowed to 

carryover. 

 

29. The amount in the Total column for a budget category row should never be negative. The lowest value 

can be $0.  
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30. When there is more than one tab, click the Totals tab and scroll to the Final Budget Totals table. The 

Total This Action should be a negative amount. 

 

31. Once the Budget Worksheet is complete, click the Save and Verify button at the bottom of the screen. 

When saved successfully, click the Close button.  

 
 

32. The “Award Overview” screen appears. If needed, click the Terms and Conditions link from the Award 

Preparation column to make changes to the Terms and Conditions on the NOA.  

Note: This step may not be necessary for a Closeout amendment action. 
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33. From the Award Preparation column on the “Award Overview” screen, click the Edit Notice of Award 

link to edit the draft NOA. 

 

34. Complete all required fields (marked by a red asterisk). 

Check the following: 

35. Ensure that the Amount Awarded This Action is correct. There should not be a positive number for a 

Closeout transaction.  

36. Select the correct Financial Account Numbers for the document numbers that are being closed. 

Compare the Financial Account Number against the Award History. 

37. All the Financial Accounts used in previous awards appear in the Financial Information section. If funds 

are not being deobligated from those Financial Accounts, enter $0. 

 

38. There are three sections on the Notice of Award Draft screen relating to Federal Funding Accountability 

and Transparency Act (FFATA). These must be filled out correctly before the award is validated.  The 

FFATA information is displayed on USASpending.gov. The FFATA information prepopulates from 

previous awards. If fields are not prepopulated, enter information. 
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39. From the Funding Transparency Act Award Recipient Information section, click the Show/Hide button. 

 

40. The Congressional District and Dun & Bradstreet Confidence Code prepopulate once the CCR is validated. 

If necessary, select a Recipient Type from the Recipient Type drop-down list. 

 

41. From the Funding Transparency Act Award Principal Place of Performance Information section, click the 

Show/Hide button.  
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42. If necessary, click the Edit buttons to change information. 

43. Once finished, click the Save and Verify button to check for any errors or missing information. 

 

 

44. Carefully review the warnings/errors to make sure all issues have been addressed and resolved. 

Note: Some common errors include missing FFATA information, the organization is not validated, or the Amount 

Awarded This Action does not match the Funding Memo amount.  

A warning appears when there is a disallowance as the amount on the NOA is less than the $0 in the Funding 

Memo. This warning is expected and acceptable. 

 

45. Once all errors are resolved, the Award is ready to proceed through the approval process.  

46. From the “Award Overview” screen, click the Ready for Review link. 
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47. The “Transition Status” screen appears. Select the Ready for Review radio button and add any necessary 

comments. Click the OK button. 

 

48. The “Changed Notices of Grant Awards” screen appears. Click the Continue button to return to the 

“Award Processing” screen.  

49. Continue to move the draft award forward through the workflow until it is issued. 


