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• Overview of VCDP Program
• How to read, understand, and 

use your Grant Agreement – it’s 
meant to be useful!  

Learning Objectives
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Vermont Community 
Development Program

Josh Hanford, Director VCDP
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Federal 
Funds 

ACCD/DHCD receives and administers 
Community Development Block Grants (CDBG) 

allocated to the State of Vermont by the 
U.S. Department of Housing & Urban 

Development (HUD)

CDBG Funds $

Vermont Municipalities
(State Grantee, 

Subrecipient of Federal Funds)

ACCD/DHCD 
(Federal Grantee)

Vermont Community Development Program
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• Federally Funded Programs
Housing and Urban Development 
(HUD) to State of Vermont 

• Community Development Block Grants 
(CDBG)
Primarily benefit Low and Moderate 
Income (LMI) persons

•Regular CDBG Program since 1983
Approximately $6.8M annually

Vermont Community Development Program
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Community Needs:
• Housing
• Economic Development (jobs)
• Public Facilities
• Public Services
• Handicap Accessibility Modifications

Why Access VCDP?
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Vermont Municipalities 
except Burlington (Entitlement) 

For Profit/Non‐Profit Entities
through municipalities only

Who’s Eligible?
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Housing, economic development and other 
community development projects to benefit primarily 
low‐to‐moderate income persons, with the exception 
of:

• Fire/Police/Ambulance
• Public Schools 
• General Municipal Government Operations

What’s Eligible?
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A Project must meet at least 1 National Objective:
1. Benefit Low & Moderate Income Persons
2. Urgent Need
3. Slums/Blight

…And at Least 1 State Objective (10 V.S.A. § 682(b)(2)):
1. Housing
2. Employment
3. Public Facilities

What’s Eligible?
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Vermont’s Consolidated Plan
Established four goals the identified priorities:
1. Increase the supply and quality of affordable 

housing
2. Decrease the number of people experiencing 

homelessness
3. Create and retain jobs
4. Strengthen communities and improve the quality 

of life of all Vermonters

What’s Eligible?
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117 PARK AVENUE
RUTLAND
(REHABILITATION)

Example Projects: Housing
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Example Projects: Economic Development

LEDYNAMICS,
RANDOLPH
(NEW CONSTRUCTION) 14



RUTLAND, SOUTHERN 
VERMONT COUNCIL ON AGING
(REHABILITATION)

BEFORE AFTER 

Example Projects: Public Facility
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ROYALTON MEMORIAL LIBRARY
(IN PROCESS)

Example Projects: Accessibility Modification
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ROBERTSON PAPERMILL, ROCKINGHAM
(IN PROCESS)

Example Projects: Slums & Blight (Brownfields)
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Vermont Community Development Program 

Understanding the 
Grant Agreement

Dale Ellen Azaria, General Counsel

October 17, 2019
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•Describes the Project
• Application
• Staff Analysis
• Community Development Board Recommendations

• Identifies the legal requirements 
• Uniform Guidance (applies to all Federally‐funded 
Grants)

• State Bulletin 5 (applies to all State Grants)
• HUD Regulations

Grant Agreement:  Purpose and Sources
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• Part 1 – Grant Award Detail
• Part 2 – Standard Grant Agreement
•Attachment A – Scope of Work and Special Conditions
•Attachment B – Payment Provisions and Project Budget
•Attachment C – Standard State Provisions
•Attachment D – CDBG Standard Provisions
•Attachment E – Certifications and Assurances

Grant Agreement:  Sections
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Compliance with Uniform 
Guidance (and State 
Bulletin 5)
• Award Amount
• Award Start Date
• Award End Date (“Completion”)
• Contact Information
• Other information required by 
Uniform Guidance

Grant Agreement:  Part 1
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•Compliance with 
Bulletin 5

• E911 Address
• Federal ID Number
• E‐signatures

Grant Agreement:  Part 2
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Scope of Work and Special Conditions

• Definitions (Key parties)
• Project Description

• Activities
• National Objectives (benefit)
• Special Conditions

• Interim requirements
• Subgrant, Loan, Employment Agreement
• Program Income, Closeout Agreement

Grant Agreement:  Attachment A
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Payment Provisions and 
Project Budget

• Requisition requirements
• Progress report schedule
• Agency will not pay more than the total award!
• Budget, including Activities

• All Sources

Grant Agreement:  Attachment B
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Compliance with Bulletin 5

• Insurance (8)
• Reliance on Representations (9)
• False Claims: (10)
• Whistleblower: (11)
• Records available for Audit: (13)

Grant Agreement:  Attachment C
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• Sub‐agreements (19)
• Debarment (22)
• Termination (27)
• Single Audit: (31.A)
• Internal Controls: (31.B)

Grant Agreement:  Attachment C, Cont.
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Compliance with HUD Regulations (mostly)
• Liability of Grantee:  II.B
• Final Public Hearing:  II.E
•Publicity:  II.F
•Requisitions:  IV
• Financial Management:  VI
•Procurement:  VII (including Davis Bacon)
•Audits:  XII
•Retention of Records:  XIV
•Budget Revisions and Amendments:  XIX

Grant Agreement:  Attachment D
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Certifications and Assurances
• Commitments by the municipality

• Debarment – State and Federal
• Legal Authority
• Benefit to Low and Moderate‐Income Individuals
• Citizen information (public hearing and 
opportunity to review application)

Grant Agreement: Attachment E
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• Laws that you must comply with
• Labor and Equal Employment
• Environmental, Historic Preservation, and Lead Paint
• Uniform Relocation Assistance & Real Properties 
Acquisition

• Americans with Disabilities Act, Accessibility
• Fair Housing, Equal Opportunity
• Drug Free Workplace

Grant Agreement: Attachment E cont’d
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• Read the Grant Agreement  ‐ THOROUGHLY
• Respond to the Draft Agreement with any edits

• Change status in GEARS
• PM‐1 must be signed before the Grant Agreement

• Upload into GEARS
• Grant Agreement is e‐signed by the Municipal Official
• Change the status in GEARS to “Grant Agreement 
Accepted”

• Special Conditions must be met before $$$ flow

Grant Agreement Helpful Tips
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Vermont Community Development Program 

Grants Overview / Today’s Topics
Ann Karlene Kroll, Director of Grants Management

October 17, 2019
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Community 
Need 

Identified

Planning 
Processes

Proposal 
Development/ 
Submission

Notification 
of Award

Contract 
Negotiations

Implemen‐
tation 
Begins

Program 
Evaluation

Implemen‐
tation Ends

Final 
Evaluation

Program 
Reporting and 
Dissemination

Grant 
Closeout
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Application Process

Flow Chart included as a Handout
33



Getting a Grant Agreement

Flow Chart included as a Handout
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Project Period
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Closing Out

Flow Chart included as a Handout
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Closeout Agreement (if applicable)

Flow Chart included as a Handout
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Community 
Need 

Identified

Planning 
Processes

Proposal 
Development/ 
Submission

Notification 
of Award

Contract 
Negotiations

Implemen‐
tation 
Begins

Program 
Evaluation

Implemen‐
tation Ends

Final 
Evaluation

Program 
Reporting and 
Dissemination

Grant 
Closeout
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Vermont Community Development Program 

GEARS Overview 
for Grantees

Quin Mann, Environmental Officer

October 17, 2019
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•Understand what GEARS is and what it is used for

•Understand how GEARS is structured for the 
purposes of VCDP

• Learn strategies for navigating through GEARS

Learning Objectives
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What is GEARS?

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

• GEARS: Grant Electronic Application & Reporting System

• GEARS is the online grants management system used by multiple State 
programs across multiple State Agencies. VCDP’s entire grant process is 
carried out via GEARS including application, environmental review, 
execution of the grant agreement, requisitioning, progress report, 
monitoring, single audit, closeout agreement and financial reporting.
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GEARS Overview for Grantees 

Gaining Access to the System:
Logging In
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Logging On

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

• Login Page: https://egrants.vermont.gov/Login2.aspx

To login, simply input the “Username” & “Password” 
fields and select the grey “Login” button.
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Getting Locked Out / Forgot Password

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process. 44



Getting Locked Out / Forgot Password

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

If you enter an 
incorrect password 
three times, you 
will receive an error 
message instructing 
you to contact the 
system 
administrator for 
help. Instead of 
contacting anyone, 
you will simply be 
locked out of the 
system for 20 
minutes. 
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Getting Locked Out / Forgot Password

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

• If you know your password, wait 20 
minutes before trying to log in again. 

• If you have forgotten your password, 
select the “Forgot Password?” link 
found at the bottom of the Login box. 
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Getting Locked Out / Forgot Password

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

• Please Note: If you select “Forgot Password” the 
system will send a temporary password to the e‐
mail address associated with your account. Do 
not simply copy/paste the password that is sent 
in the e‐mail (often times an extra space is added 
at the end when the password is copied, resulting 
in an incorrect password when pasted). You 
should manually type in the temporary password 
that is provided. Once you log in with the 
temporary password, the system will 
automatically prompt you to set a new password.
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New Users
• New Users need to register and receive approval before being able to have 
access to the system. New Users can register by selecting the “New User?” 
link found at the bottom of the Login box on the GEARS Login Page

• Please Note: Account approval is a manual process that requires action by 
VCDP Staff, you will NOT automatically receive an e‐mail of account approval

• For VCDP, all grants are awarded to municipalities; therefore, all accounts 
need to be associated with a municipality in order to be given access to 
applicable documents. An account request will NOT be approved until a 
Municipal Authorizing Official has communicated with VCDP Staff that an 
individual may be added to the Municipality’s applicable grant documents.
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GEARS Overview for Grantees 

General Navigation
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Depending on your 
role, you may or may 
not have this section. 
This is where you can 
see all the application 
types that are 
available in the 
system (including 
non‐VCDP 
applications).

Main 
Home 
Screen
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If you select “Open 
Inbox” you will see all 
the system messages 
that have also been 
sent to the e‐mail you 
have associated with 
your GEARS account.

Main 
Home 
Screen
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If there is a specific 
action you must 
perform associated 
with an object in the 
system (application, 
requisitions, etc.), 
you can easily find 
those objects in this 
section when you 
select “Open Tasks.”

Main 
Home 
Screen
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Using the green 
tabs at the top of 
the page is one 
of the primary 
ways to navigate 
through the 
system

Main 
Home 
Screen
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What’s Under Each Tab?

VCDP 
Applications/
Awarded 
Grants

&
VCDP

Environment
al Reviews

• Onsite Monitoring Reports
• VCDP Progress Reports 
• VCDP Single Audits
• VCDP Closeout Agreements
• VCDP Closeout Financial 
Reports

• VCDP NCDO 
Agreements/Grant 
Assignments

VCDP Requisitions

The basic project identifier 
(see next slide) originates 

from the Application
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Another way to navigate the system is by 
selecting the “Organization(s)” link located in 
the blue banner at the top of the page

Main 
Home 
Screen
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After Selecting the “Organization(s)” link, select the “Organization 
Documents” link. This will provide you with a comprehensive list 
of all VCDP (and non‐VCDP) documents with current statuses
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Application Type
• IG: Implementation Grant
• PG: Planning Grant
• AM: Accessibility 

Modification
• SS: Scattered Site

Program Year of 
the Application

Municipality Unique
Identifier # 
(assigned by the 
system at the time 
the application is 

created)

Object Labeling
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•Applications/Awarded Grants

•Environmental Reviews

•Requisitions
•On Site Monitoring Reports

•Progress Reports

Object Labeling
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•Single Audits
•Closeout Agreements

•Closeout Financial Reports
•NCDO Agreement (by Organization)

Object Labeling
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NOTE: The year associated with a Single Audit or Closeout 
Financial Report object is the applicable fiscal year of the 
reporting (not the Program Year of an Application)

Object Labeling

60



If you place your mouse over an object identifier, a box will
appear with the Project Title that has been given to that 
application:

Helpful Tip
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Find the application you’re looking for listed under “My Tasks” on 
the Main Home Screen:

Accessing an Application Through “My Tasks”
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To search by VCDP application type you will 
need to know:
• The program year of the application
• The application type (IG, PG, AM, SS)
• Note: Environmental Reviews are also 
found under the application tab and can be 
searched for as an “Application Type”

Accessing an Application by 
Searching the Application Tab
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Accessing an Application by 
Searching the Application Tab

If you work with multiple 
organizations (municipalities), 
you may find it easier to search 
by organization and program 
year
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Accessing an Application by 
Searching the Application Tab

Alternatively, you can select “Search” 
without filling out any of the search 
criteria, and the system will provide a 
list of all the current and past 
applications your account is associated 
with.
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What’s Under Each Tab?

VCDP 
Applications/
Awarded 
Grants

&
VCDP

Environment
al Reviews

• Onsite Monitoring Reports
• VCDP Progress Reports 
• VCDP Single Audits
• VCDP Closeout Agreements
• VCDP Closeout Financial 
Reports

• VCDP NCDO 
Agreements/Grant 
Assignments

VCDP Requisitions

NOTE: All tabs can be 
searched in the same way 
that the Application tab 
can be searched (as 
shown on the three 
previous slides)
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Once in an 
Application, hover 
over the “View 
Related Items” 
heading to see a list 
of Requisitions, 
Progress Reports and 
Onsite Monitoring 
Reports Related to 
the Grant

Note: Environmental Reviews will not be included in this list as 
Environmental Reviews are not directly linked to the application/grant in 
the system. Environmental Reviews need to be searched for separately 
using the Search Feature in the Applications Tab.

Related Objects
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• When in a related object, you can always navigate back to the 
Application by selecting the “Parent Information” link:

Related Objects
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When in an object, hover 
over the “Forms Menu” 
heading to see a list of the 
forms within the object 
(scroll to view the full list 
of forms).

You can also click the 
“Form Menu” list to be 
brought to a new webpage 
with the list of the forms.

Simply click the link of the 
form you want to navigate 
to.

Forms Within an Object
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• Uploads within the system are stored as links. Clicking the 
link will open the uploaded document in a new tab.

Uploads
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• You may need to change the status of an object (application, 
requisition, progress report, etc.) to move the process forward.

• For the specifics of what needs to be completed prior to 
completing each status change, be in touch with the applicable 
VCDP Staff for guidance.

When in an object, hover over the “Status 
Changes” heading to see the Possible 
Status Options (at some points there may 
not be any listed).

Making a Status Change

Select the “Apply Status” button under 
the status change you would like to make. 
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Additional Navigation Features
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Tools within GEARS

Select the “Training 
Materials” link 
located in the blue 
banner at the top of 
the page for page‐
by‐page guidance 
on how to fill out an 
application as well 
as the VCDP 
Program Guide
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The system can 
generate a full 
print version of 
any object to be 
saved and 
viewed “offline”

Hover over the 
“Management Tools”

Print Version

Select the 
“Create Full Print 
Version” link.
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• The system can generate a full print version of any 
object to be saved and viewed “offline”

Click the “Print 
Version” button in 
the upper right‐
hand corner

Note: It will take a 
minute for the 
system to 
generate the print 
version of the 
object

Print Version

Select the 
Current Version 
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• Uploads within the system are stored as links. Clicking the links 
within the Print Version document will open the uploaded 
document in a new tab.

Print Version
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• Do NOT have more than one GEARS tab open in one browser
• A system glitch will occur when you try to navigate beyond the page you 
have up on either browser

• Use the “back” button within GEARS:
• Using a web browser back button can result in a system glitch

• If you get locked out of the system for entering the incorrect 
password too many times, wait 30 minutes and then try again

Navigational Tips
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VCDP GEARS Contacts
Cindy Blondin
Cindy.Blondin@vermont.gov
802‐828‐5219

Quin Mann
Quin.Mann@vermont.gov
802‐828‐1357

Cassie Bell
Cassie.Bell@vermont.gov
802‐828‐5211

Link to GEARS:
https://egrants.vermont.gov/Login2.aspx

Vermont Community 
Development Program:
https://accd.vermont.gov/community‐
development/funding‐incentives/vcdp
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Grants Management Compliance Symposium

15 Minute Break
Davis Bacon – 4th Floor Conference Room – See Security‐

Page 40 in packet

Progress Report, Final Program Reports & Closeout Agreements –
Stay in the Auditorium – Page 58 in packet
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Vermont Community Development Program 

Progress & Final Program Reports
Compliance Symposium

Cindy Blondin & Barbara Spaulding

October 17, 2019
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By the end of this session you will be able to:

• Successfully complete and submit Progress & Final Program 
Reports to VCDP staff.

• NOTE:
• Your CD Specialist reviews regular Progress Reports 
• Grants Management Staff review Final Program Reports

Learning Objectives
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Progress Report Due Dates
• Progress Reports are due 
biannually for all grants, some 
may require more oversight

• Award Letter 
• First report due roughly 6 
months from the award date

• Attachment B – Payment 
Provisions and Project Budget –
2. Reporting Requirements 

2.  Reporting Requirements
The Grantee shall submit Progress and 
Financial Reports through the GEARS System 
biannually to the Agency detailing the status 
of the Grantee/Subgrantee/Borrower’s work 
and the status of the Project, and in particular 
the activities described in Attachment A. The 
First Reporting period shall end _______ and 
the report shall be due no later than 
__________.  The Second Reporting period 
shall end __________.  All subsequent 
biannual reports shall be due no later than 
thirty (30) days following the end of the 
reporting period.
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Progress Report Notifications
• The following GEARS systems roles receive email notifications: 

• Municipal/Authorizing Official’s (MAO)
• Administrators
• Administrator/Financial Officer 

• 2 months prior to the due date ‐ first email
• 1 month prior to the due date ‐ reminder email
• 1 week after the due date ‐ first late notice
• 2 weeks after the due date ‐ second late notice
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Have the following documentation available to reference when 
completing the progress report:

• Grant Agreement
• Requisition Summary Report
• Previous Progress Report
• Any of your own personal tracking sheets
• Other resource data entered in requisitions submitted for that 

period
• Executed Contracts for Reporting Period
• Davis Bacon Wage Rate Decisions
• Beneficiary data achieved during the reporting period

How to Complete a Progress Report
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Program Area Selection Page
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Program Area Selection Page
• If the project has “No” 
executed Grant Agreement

• Only need to complete 
Project Narrative page 

• If the project has “Yes” an 
executed Agreement

• Select the Program 
Area(s) for your project

• If its the last report due 
check Final Program 
Report
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Progress Report Page
• Select who is preparing the 
report

• Execution, Completion & 
Amended Completion Date 
automatically populate

• Enter who from the 
Municipality has attended 
Fair Housing Training in the 
past 3 years

• VCDP’s Fair Housing 
Policy
https://accd.vermont.gov/housing/events

WHO MUST ATTEND FAIR HOUSING 
TRAINING?

A member of the legislative body, municipal 
CEO, municipal manager/administrator or a 
municipal designee responsible for housing 
issues within a municipality such as members of 
planning commissions, zoning boards of appeal, 
development review boards or local housing 
committees as approved by the legislative body. 
The goal is to ensure the appropriate people are 
attending the trainings and sharing the 
information they receive with their municipal 
colleagues. 
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Project Narrative Page

•Note the following for performance period:
• All activity 
• All benefit 
• Project on schedule to complete by completion date
• Project on target to meet benefit
• Timeline for requisitioning 

•Certify the page
•Amendment needed?
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Budget Progress Page
• All activities 
from the 
budget in 
GEARS and 
Attachment B 
will populate 
to be 
reported on
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Budget Progress Page
• Previously reported data 
will automatically 
populate (once the page is saved) 

• Enter VCDP and Other 
Resources Expended by 
Activity

• Enter VCDP and Other 
Resources Drawn by 
activity 

• is the amount entered 
consistent with what’s 
been reported in the 
requisitions
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Requisition Summary Report ‐ Application Menu

• VCDP and Other 
Resources 
Drawn by 
activity can 
easily be totaled 
by pulling the 
Requisition 
Summary 
Report
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VCDP and Other Resources Local Tracking
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Program Income Page
• Is program income part of your grant agreement? – Attachment 
A – Definitions

• If yes, complete the page whether program income has been 
received or not

• If it’s a scattered site RLF project – only report on the activity 
and funds generated for that specific grant agreement

• If no, select NA
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Lump Sum Agreement Page
• This page only applies to Housing Rehabilitation Loan 
Fund projects that plan to utilize the Lump Sum 
Agreement option.

• If yes, the page must be completed
• If no, select NA
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Contractor and Subcontractor Information Page
• If Davis Bacon applies, all contracts and subcontracts over $2,000 
need to be reported for the reporting period

• Attachment D – Other Provisions (CDBG Standard Provisions), 
recently started adding to Attachment A – Scope of Work and 
Special Conditions as well

• If Davis Bacon doesn’t apply, report all contracts and subcontracts 
over $10,000

• Enter contracts executed during the reporting period, don’t 
duplicate in another report
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Contractor and Subcontractor Information Page
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• Federal labor standards provisions apply to construction work 
financed in whole or in part with CDBG funds of more than 
$2,000.

• If CDBG funds are used to finance only a portion of the 
construction work, labor standards are applicable to the entire 
construction work. 

• Construction work on housing residential property’s that contain 
up to 7 units are exempt.

• For more information on Davis Bacon contact Joe Le Clair our 
Grants Management Analyst (Joseph.LeClair@Vermont.gov)

When is Davis Bacon “Triggered”?
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New Hires and Section 3 Data Page
1. Is the award for this grant over $200,000 in HUD Funding 

(CDBG, HOME, ESG etc.)
2. Does the project involve Section 3 activities – Construction or 

Rehabilitation of Housing or Public infrastructure?
3. Did a contractor reported receive $100,000 or more?
If yes to all three questions, then Section 3 applies 

• Each contractor needs to complete the form.
• Grantee/Grant Administrators will need to compile the data 
from all contractors 
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Beneficiaries by Activity ‐ Race, Ethnicity & Income Page
• For each Activity that has 
benefit that needs to be 
achieved enter the race, 
ethnicity and income for 
each beneficiary that 
benefited during the 
reporting period

• Attachment A – in 
Section D National 
Objective

• Does the beneficiaries 
total and Income totals 
agree
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Race, Ethnicity & Income Local Tracking
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Beneficiaries by Activity – Units, Jobs & Person’s Served Page

• For each Activity that 
has benefit that needs to 
be achieved enter the 
Units, Jobs & Person’s 
served for each 
beneficiary that 
benefited during the 
reporting period

• Attachment A – in 
Section D National 
Objective
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Performance Measures ‐ Pages

• Performance Measures ‐ is project specific information 
required by HUD based on program area: Housing, Economic 
Development, Public Facility, Public Service that needs to be 
reported

• Award condition in the award letter
• Not required for Planning Grants
• Performance Measures pages are available after selecting the 
Program Area on the Program Area Selection Page

• Performance Measures data in the application populates in 
the Progress Report.
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Performance Measures – Housing Project Page

103



Performance Measures – Brownfield Project Housing Page
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Performance Measures – Economic Development Project Page
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Performance Measures – Brownfield Project Economic Development Page
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Performance Measures – Public Facility Project Page
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Performance Measures – Brownfield Project Public Facility Page
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Performance Measures – Public Service Project Page
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Miscellaneous Information ‐ Page
• This is a page the grantee/administrator can use to 
upload any additional information pertinent to the 
report

• Enter the name of the document and  upload
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Final Report ‐ Notice of Completion Page
• Answer the 
pertinent 
questions – if no 
is answered to 
any of them a 
justification is 
required

• Upload photos 
and photo 
releases of the 
completed 
project.
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Photos – Hickory Street, Rutland Vermont BEFORE
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Photos – Hickory Street, Rutland Vermont AFTER
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Final Report ‐ Final Public Hearing ‐ Page
• Complete the required information
• Save, select print version and the Final Public Hearing 
required language template will open for you to save and 
submit to the local newspaper to publish

• Be sure the notice meets the 15‐day public notice 
requirement 

• If your project is a consortium you may need to publish in 
multiple newspapers
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Final Public Hearing Local Scheduling
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Final Report ‐ Copy of Notice & Meeting Minutes ‐ Page

• Enter the name of the newspaper the notice was 
published in

• Upload a copy of the tear sheet that includes the name 
of newspaper, date and notice

• Enter the date of the hearing, location, # of attendees 
and the hearing officer and upload a copy of the signed 
and dated hearing minutes

116



Example of the Final 
Report ‐ Notice
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Example Final Report ‐ Meeting Minutes 
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Final Report ‐ Required Work Product and Flood Insurance ‐ Page

• Planning Grants need to upload their work products 
outlined in Attachment A – Activity Description –
Planning (#6012)

• If your project required flood insurance documentation 
it needs to be uploaded here that also would be 
outlined in Attachment A
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Final Report ‐ Status of Grant Funds & Expenditure Reporting ‐ Page

• Enter the amount requisitioned to date, amount of 
requisitions in process, the amount set aside for closeout 
and audit

• All unobligated funds will be returned to the agency or 
deallocated from the project

• Starting in FY19 Grantee (treasurer) needs to complete 
how much was reported on the communities Subrecipient 
Annual Report for each Fiscal Year of the grant, all prior 
years should upload this information under miscellaneous 
information

120



Final Report – Certification ‐ Page

• The Grantee’s Municipal Authorizing Official needs to 
complete and save the page

• The MAO also needs to submit the Final Report
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Final Report – Certificate of Program Completion ‐ Page
• Final determination letter
• The project is not 
complete until the 
Certificate of Program 
Completion is issued

• Closeout agreement or 
Single Audit required for 
the grant (Attachment A)
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 Inconsistent data on Narrative, Beneficiary and Performance 
Measures pages

 Budget pages don’t match what's been previously requisitioned or 
other resources spent

 Contractors and Subcontractors added in multiple progress reports, 
not just for the period the contracts were executed

 Contractors and Subcontractors ID numbers don’t have the required 
9 digits

 Davis Bacon numbers are incorrect some don’t’ include the VT#
 Davis Bacon numbers are added to the architects and engineers' 

contracts

Most Common Progress Report Errors
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 Beneficiaries by Race, Ethnicity and Income page totals for 
beneficiaries and income don’t agree

 Beneficiaries by Race, Ethnicity and Income page previous 
beneficiary ethnicity data changed from what was previously 
reported

 Final Public Hearing Tear Sheet uploaded doesn’t include all the 
required information

 Signed Final Public Hearing Minutes
 Status of Grant Funds – General Admin dollars remaining for 

Single Audit or Closeout Agreement Process.

Most Common Progress Report Errors Continued
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• Open two different browsers, log into your GEARS account in both browsers,  
open the previous Progress Report in one browser and the current progress 
report in the other to reference when completing the report due

• Review all data entered in the Narrative, Beneficiary and Performance 
Measures pages for consistency

• Closeout process ‐ have all funds been drawn and benefit met according to 
the grant agreement, if not you may need to talk with VCDP staff to amend 
the grant agreement

• Schedule the Final Public Hearing in a timely manner to meet the completion 
date and report deadline

• Make sure the Municipal Authorizing Official is going to be available to submit 
the final report to meet the report deadline

Tips
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QUESTIONS
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Vermont Community Development Program 

After the Grant: 
Closeout Agreement

Cassie Bell, Grants Management Analyst

October 17, 2019
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• Familiarize participants with components of a 
Closeout Agreement and the Reporting 

• Help participants navigate the Grant Agreement for 
any Closeout Agreement requirements

• Provide opportunity for participants to review the 
Municipal Financial Summary Report that includes a 
current list of Closeout Agreements

Learning Objectives
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• is triggered when a Municipality loans out VCDP/CDBG 
grant funds to a Borrower versus granting to a Subgrantee.

• is between the State and the Municipality to address any 
loan repayments, called program income.  

• establishes a plan for both the use and the management of 
program income, if received. 

What is a Closeout Agreement?

A Closeout Agreement:
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• outlines the compliance for all applicable rules and 
regulations.

• reflects the basic loan terms (amount, interest & due 
date) established between the Municipality and Borrower

• describes the requirement of annual reporting for the 
Municipality

A Closeout Agreement: continued

130



• Has an effective date of the day after the grant period 
ends and is typically executed before a grant is closed 
out. 

• Annual reports due are called Closeout Financial Reports 
or CFR’s

• NOTE: Ongoing, any loan term changes need prior 
written consent of the State and be must authorized by 
the Municipal Governing Body.

A Closeout Agreement: continued
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A Nonprofit Community Development Organization 
(NCDO) is: 

• a public nonprofit organization that administers a VCDP‐
capitalized revolving loan fund (RLF) which is recognized by 
the Agency through a certification process.  

• a NCDO Agreement is between the State and the NCDO 
Organization.

• Currently, the State has 8 certified/active NCDOs: 

• 5 housing and 3 economic development focused.

What is a NCDO and a NCDO Agreement?
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Housing NCDO’s:

• Champlain Housing Trust 

• Downstreet Housing and Community 
Development

• Gilman Housing Trust (dba 
RuralEdge)

• Rutland West Neighborhood Housing 
Services, Inc. dba NeighborWorks of 
Western Vermont

• Windham & Windsor Housing Trust

NCDO’s: 8 certified & active
Economic Development 
NCDO’s:

• Community Capital of 
Vermont

• Northeastern Vermont 
Development Association

• Randolph Area 
Community Development 
Corporation
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• Loan terms covered by a Closeout Agreements are 
either:

• long‐term deferred loan for a housing project 
borrower, usually to access tax credits or 

• Amortizing/performing loan for an economic 
development borrower for job creation/retention

Situation that Calls for a Closeout Agreement or an 
Assignment to a NCDO Agreement
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• Long Term Deferred Loan–

• Historically Most Common but soon to be Less 
Common as we steer away from housing loans

• When a Municipality provides a deferred loan to a 
Housing Limited Partnership Borrower 

Situation that Calls for a Closeout Agreement, continued: 
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• Amortizing/Performing Loan (repaying or repaid) –

• Less Common

• When a Municipality provides a loan to a for‐profit 
Business Borrower 

Situation that Calls for a Closeout Agreement, continued: 
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• NCDO Assignment for Subgrantee
• Somewhat Common

• When a Municipality subgrants funds to a Nonprofit 
Community Development Organization (NCDO) who loans out 
funds for residential home rehabilitation.  

• The Residential Rehabilitation activity grant budget amount is 
assigned to the Subgrantee’s NCDO Agreement

• No Closeout Agreement necessary for the Grantee.

Situation that Calls for an Assignment to a NCDO 
Agreement, continued: 
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If your grant will require a Closeout Agreement, look for the 
following: 

• Attachment A, Scope of Work and Special Conditions, 
• (A). Definitions. :  look for Borrower
• (B) Project Description: discussion of Program Income
• (E) Documents to be filed with the Agency, 

• #12. Prior to receipt of Program Income…. 

Where is the Closeout Agreement Reference in my 
Grant Agreement?
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(I) The Loan and Security Agreement…
• (12): term of Deferred Loan….

• (J) Standard Provisions, Program Income: 
1‐3

• (K) Closeout Agreement between Grantee 
(or designated NCDO) and Agency.  1‐2

Where is the Closeout Agreement Reference in my 
Grant Agreement? continued:
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EXAMPLE: Closeout Agreement in Grant Agreement
Attachment A, Scope of Work and Special Conditions, 

(A)Definitions:  
look for 
Borrower

(B)Project 
Description: 
discussion of 
Program 
Income
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EXAMPLE: Closeout Agreement in Grant Agreement, 
continued:
(E) Documents to be filed with the Agency, 

#12. Prior to receipt of Program Income…. 
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EXAMPLE: Closeout Agreement in Grant Agreement, 
continued:

(I) The Loan and Security Agreement…
(12): term of Deferred Loan….
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EXAMPLE: Closeout Agreement in Grant Agreement, 
continued:

(J) Standard Provisions, Program Income: 1‐3
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EXAMPLE: Closeout Agreement in Grant Agreement, 
continued:

(K) Closeout Agreement between Grantee (or 
designated NCDO) and Agency.  1‐2
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If your grant will require an assignment to a NCDO 
Agreement, look for the following: 

• Attachment A, Scope of Work and Special 
Conditions, 
• (A). Definitions: look for Subgrantee, 
Program Income, NCDO

• (B) Project Description: discussion of 
discussion of Housing Rehabilitation 
Revolving Loan Fund

Where is the NCDO Agreement Reference in my Grant 
Agreement?
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• (E) Documents to be filed with the Agency, 
• #9. Prior to first requisition…NCDO Agreement be 
amended…. 

• (I) The Subgrant Agreement….
• (7): ….develop Model Grant and Loan 
Documents…borrowers…

• (10)…Program Income….in a Revolving Loan Fund…
• (11) Said RLF shall….

Where is the NCDO Agreement Reference in my 
Grant Agreement? continued
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EXAMPLE: NCDO ASSIGNMENT in Grant Agreement
Attachment A, Scope of Work and Special Conditions 

• (A). Definitions. :  
look for 
Subgrantee, 
Program Income, 
NCDO

• (B) Project 
Description: 
discussion of 
Subgrant funds…147



EXAMPLE: NCDO ASSIGNMENT in Grant Agreement, 
continued

(E) Documents to be filed with the Agency, 
#9. Prior to first requisition…NCDO Agreement 

be amended…. 
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EXAMPLE: NCDO ASSIGNMENT in Grant Agreement, continued

(I) Subgrant 
Agreement…
(7): ….develop Model 
Grant and Loan 
Documents…borrowers…
(10)…Program 
Income….in a Revolving 
Loan Fund…
(11) Said RLF shall….
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• State will offer a Closeout Agreement to 
Municipality

• Municipal Authorizing Official signs off 

• DHCD Commissioner executes the agreement

• GMA uploads fully signed copy in online file.

How do we get a Closeout Agreement?
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Who has a System Role in a Closeout Agreement?
System Roles: 

• Administrator/Financial Officer (A/FO or FO) 
enters information ‐ Municipal/NCDO 

• Municipal Authorizing Official (MAO) or NCDO 
Authorizing Official (AO) certifies information, 
changes status to submit reports. 

• Writer: With a Municipal Authorizing Official’s 
permission, a Borrower or Borrower agent may 
be attached to the Closeout Agreement and 
related Closeout Financial Reports to upload 
annual audited financial reports from Borrower151



When are the Closeout Financial Reports (CFR) for 
Municipal or NCDO’s Due?

Annual reporting Due after the end of 
Municipality/NCDO’s fiscal year:
oFor fiscal years ending June 30, the 
deadline is now September 30; 

oFor fiscal years ending December 31, 
the deadline is either March 31st or 
June 30th.
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To Report on a Long Term Deferred loan in GEARS –
Part 1 Only – Admin/Finance Officer Complete.

Long‐term deferred loans complete only Part 1:
• Select Organization Type, to create Municipal Part 1 
• Complete Part 1: 

Municipal Reporting Period: July 1 – Jun 30; Jan 1 
– Dec 31

 Is your loan deferred? ‐> Yes
Upload: Borrower’s audited Financial Statement
Save Page
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Long‐term deferred loan, Part 1 Certification by MAO:
Complete Part 1: 

• Certification of Part 1: Municipal Authorizing Official 
certifies the report that during the fiscal year that the 
project:
• continued to perform as prescribed in the 

provisions of the Loan and Security Agreements, 
and that

• is included in the municipality’s Annual Report 
contains substantially the same information.

• Save Page
• Change Status to Submit CFR
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To Report on Amortizing/Performing loan in GEARS
Part 1 & Part 2 MAO Certify Part 2 

Admin/Finance Officer Complete
Amortizing/Performing loans (repaying/repaid), complete 
both Part 1 and Part 2.

• Select Organization Type to create Municipal Part 1
• Complete Part 1:

• Municipal Reporting Period: July 1 – Jun 30; Jan 1 
– Dec 31

• Is your loan deferred? ‐>No
• Save Page155



To Report on Amortizing/Performing loan in GEARS
Part 1 & Part 2 MAO Certify Part 2, continue
Complete Part 2: 
• Section A: Gross Receipts
• Section B: Expenditures
• Supporting Documents to include: 

• Revolving Loan Fund (RLF) Bank Statements 
begin/end, 

• RLF Accounting Ledger showing all funds coming in 
and going out during reporting period, to include 
original loan, 2nd generation loans and beyond.156



To Report on Amortizing/Performing loan in GEARS
Part 1 & Part 2 MAO Certify Part 2, continued

• Section C: Assessment payment
• Section D: Loan Portfolio and Delinquencies
• Section E: Use & Compliance of Program income

• Detailed report of loans made to borrowers; 
• If no loans, expenditure plan

• Section F: Management of Revolving Loan Fund
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To Report on Amortizing/Performing loan in GEARS
Part 1 & Part 2 MAO Certify Part 2, continued

• MAO Reviews Report & Certifies
• Certification of Part 2: Municipal Authorizing 

Official certifies that:
• the Financial Report of Program Income and 

Summary of receipts and expenditures reported 
are accurate and complete, and

• This information is contained in the Municipality’s 
Annual Report

• Save Page
• Change Status to Submit
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Municipal Financial Summary Report that includes a current 
list of all Closeout Agreements – Long Term Deferred
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To learn more about Closeout Agreements/Resources, review:
 Municipal Closeout Agreement
 Municipal loan documents with Borrower.
 Reporting Guidance: “VCDP Closeout Agreement (CL) Annual Financial 
Report (CFR) Instructions” Sept 6 2019

 Long Term Deferred Guidance: “VCDP/CDBG Guidance & Process Steps for 
Long Term Deferred Housing Tax Credit Loans” November 2018

 Financial Summary Report: Run GEARs report
 Grants Management Guide:

o ‘If Grant Funds are Loaned’ section
 Chapter 14 Closeout Agreement, Program Income and NCDO.   
Found at: http://accd.vermont.gov/community‐
development/funding‐incentives/vcdp/grants‐management‐guide160



Questions:

Cassie Bell
cassie.bell@vermont.gov
802‐828‐5211

Thank you
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Grants Management Compliance Symposium

Lunch on Your Own
12:00PM – 1:15PM

Presentations will Resume in the Auditorium

A List of Local Eateries is Provided
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Vermont Community Development Program 

Requisitions  
Compliance Principles 
Presented by Karen Allen and Joe Le Clair 

October 17, 2019
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By the end of this session you will be able to:

• Successfully access the Requisitions module in GEARS; 

• Successfully upload and submit Requisitions to Grants 
Management staff; and 

• Successfully navigate the status aspects of the Requisition 
module

Learning Objectives

164



• Grant Award Conditions are successfully met; 
• Grantee will get a GEARS notification (Attachment A of 

grant agreement) 

• Grant Award Special Conditions are successfully met;
• Grantee will get a GEARS notification (Attachment A of 

grant agreement)

• Bank account information is provided to ACCD by grantee;
• Grantee will not get a GEARS notification  
• This should be done at least two week prior to sending 

in your first requisition 

When is a grantee eligible to requisition?
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Grantee must set up non-
interest bank account at least 
two weeks prior to submitting 
your requisition 

Note the following:
• Activity that took place during period 

(between reqs)
• % completion of project both in terms 

of work and money 

If requisition is not in “pro rata” 
please explain why. 

170



171



172



Attachment B – 4. Sources and Uses
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Sample Sources and Uses Ledger for CDBG or DR Grants

Grant Name

Vendor or Staff Name and Description Invoice # Req # Payment Date Check # VCDP Other Resources #1 Other Resources #2 Other Resources #3

Award Budget 250,000  300,000  200,000  250,000 

Vendor 1‐ Construction Invoice #1 1 1/15/16 200 10,000.00  15,000.00 

Vendor 2‐ Construction Invoice #2 1 1/20/16 201 15,000.00  7,500.00 

Vendor 1‐ Construction Invoice #3 2 3/2/16 202 25,000.00 

Vendor 2‐ Construction Invoice #4 2 3/5/16 203 10,000.00 

Public Facility ‐ Rehab SubTotal 50,000.00  15,000.00  7,500.00  10,000.00 

Vendor 3‐ Engineering Invoice #5 1 1/20/16 204 2,500.00  ‐ 500.00 

Staff Time‐ Counseling Invoice #6 2 3/10/16 205 500.00  ‐

Program Management  SubTotal 3,000.00  ‐ ‐ 500.00 

Vendor 4‐ Legal Services Invoice #7 1 1/25/16 206 1,500.00  ‐

Staff Time‐ Progress Report and GA 2 3/15/16 500.00  ‐ 1,000.00 

Grant Administration SubTotal 2,000.00  ‐ 1,000.00 

Grand Total of Expenditures 55,000.00  15,000.00  8,500.00  10,500.00 

Funds Remaining 195,000.00  285,000.00  191,500.00  239,500.00 
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Requests for Staff time reimbursement submissions must include: 
1.Staff Name(s) 
2.Date(s) of services 
3.Total Hours worked, including non-VCDP hours 
4.Hourly Rate of Pay (including benefits if charged to the grant) 
5.Total dollar amount per employee 
6.Grand total 
7.Program Activity associated with the grant (i.e. General 

Administration, Program Management) 

Requisition Staff time..
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a. Invoices should be on vendor’s letterhead and should reference 
the project name, or be an AIA certified and signed invoice; 

b. Dates of service; 
c. Description of services provided; 
d. Hourly rate(s) or description of how amounts are calculated if not 

based on an hourly rate. 
e. If VCDP funds are being used to pay part of an invoice, explain 

the allocation.
f. Receipts must be after the Environmental Review Release Letter 

date (Attachment A of grant agreement) unless specifically 
addressed in the grant agreement 

Requisitioning expenses from Vendor(s)…
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1. If VCDP funds are being drawn for costs incurred and paid up front 
by the grantee (or subgrantee)….
• Then a copies of the cleared checks for those expenditures must 

be submitted.
2. If VCDP funds are being drawn for costs incurred but not yet paid 

by the grantee (or subgrantee)…
• Then copies of the cleared checks for those expenditures must 

be submitted with the subsequent requisition.

Evidence of Payments
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Your final completed 
requisition will look 

like this 
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Total VCDP Budgeted $150,000
Total Other Resources Budgeted $851,137
This Requisition Amount

$68,368
Balance Available to Requisition $81,632

Other Resources Expended for this 
Requisition Amount

$233,486

Balance Available for Other Resources $617,651

VCDP Requisitioned To Date $68,368
VCDP Requisitioned To Date 45%

Other Resources Expended To Date
$233,486

Other Resources Expended To Date 27%

Pro Rata
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Submission
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Are all the 
documents 
uploaded? 
Ok, let’s 

change the 
status!!!!
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Approval or More Modifications
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• Everyone attached to this record will get an email outlining 
information to be corrected/added before ACCD can approve.

• GEARS record will say “Modifications Required” 
• After missing/corrected information has been uploaded, Grantee 

must change status to “Modifications Submitted”
• This will alert the grants management staff that the requisition 

has been “resubmitted” 
• GMS will review revised requisition

If put into the “mods loop”
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• VCDP funds may be requisitioned as advances and/or reimbursements, 
except as provided in paragraph (C), below. The Grantee shall 
establish procedures to ensure that any VCDP funds in excess of 
$5,000 are expended within ten (10) calendar days of receipt in 
Grantee’s depository account…

• Grantee MUST check their bank account (put in on your calendar) to 
confirm the money has hit their account (don’t let is sit more than 10 
days!!)

• From Attachment D of your grant agreement 
• Since we are cost/reimbursable reimburse money paid to vender(s)

• Could be a bridge loan, municipal funds, ect
• If your last requisition, unused money must be returned to the agency

Requisition Successfully Approved
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• Finance person should know all the types of sources which 
are contributing to the grant/project so that all grant/donor 
requirements are met

• As with our money, some of the money that goes into the 
project may have restrictions or requirements of use 

• Develop/use a comprehensive and logical accounting system 
• Records must be kept for at least three years after the end 

of the grant (see Attachment D of grant agreement) 

Karen’s Tips
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• Keep reports/backup documentation from any previous 
requisition on hand when processing a new requisition as it is 
a handy reference. 

• When doing your requisition, its helpful to have the grant 
agreement on hand, specifically the pages which outline the 
breakdown of activity by funding source as originally provided 
in the application.

Karen’s Tips
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Schedule
• VCDP processes draws on 1st and 15th of every month
 If these dates fall on a State holiday, we will process the 

following Monday 
 Requisition schedule subject to change during late May 

through early July as this is the State’s end of fiscal year
• To be eligible for the next draw, all documents must be submitted 

in GEARS no later than eight prior to the 1st or 15th

• Payment should arrive in grantee’s account two business days 
after requisitions are processed

• Schedule can be found in your packets
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Q&A

Joe Le Clair 
Joseph.leclair@vermont.gov
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