Schedule D: Financial Close-Out Report

 (FY2007-08 Programs)

In order that the fiscal portion may be closed-out in a timely fashion, please follow the schedule and steps below:

1.  Sub-recipients who operate on a reimbursement/estimated basis have until July 11, 2008 for final drawdown requests.  The last drawdown will not be processed unless the following is submitted prior to or with the final request.

a. An up-to-date inventory listing of all equipment purchased with HUD funds.  This list should include the price, date and place of purchase, and, if applicable, the serial number.

If you will not receive HUD funding next year but wish to continue to use the equipment, you must submit a written request to your program liaison.  Otherwise all equipment must be returned to the City.  Sub-recipients must contact the program liaison to make arrangements for the City to retrieve the equipment.

b. The names, addresses and telephone numbers of at least two (2) people with knowledge of the program's operations and financial records and where the records will be physically located.  The contract states that all records must be kept for at least three years.  

2.  No budget revision will be accepted after July 11, 2008.  Budget revisions, if any, must be submitted prior to the final expense report.

3. If the final drawdown request is based on estimation of expenses, an actual expense report must be submitted to the program liaison and Carleen Laffitte, Chief Accountant, Accounting Division of Finance no later than July 31, 2008.  Indicate on the report that this is the final expense report.

4. Grant funds that have been drawn down and remain in the bank account as of July 28th and any program income derived from the grant must be returned to the City no later than August 1, 2008 to Carleen Laffitte, Chief Accountant, Accounting Division of Finance, unless prior written approval has been provided by the program liaison.

5. The final audit is due no later than 180 days after the close of the organization's fiscal year. Submit two original audits and management letters to: Internal Audit Division, P.O. Box 306, New Haven, CT  06510.
Please note that non-compliance of close-out requirements will result in a delay in the execution of 2008/09 contracts. 

The New Haven City Charter (Article VII, Sec. 18) prohibits the spending of funds that have not been appropriated, and over expending funds that are appropriated.  Therefore, NO final draw downs will be accepted if there is a minus balance or likelihood of minus balance in any line item.  Check carefully the year-to-date expenditures in each line item before submitting the final draw down request.

