
Preparing the 
Closeout Report

Title IV, Part B – Nita M. Lowey
21st Century Community Learning 
Centers



What Is Closeout?

• Provides a final report of expenditures for the entire budget period.

• Indicates that all reported activities have been posted and no further requests for 

reimbursement will be made. 

• Cannot be initiated until the grantee has received final reimbursement. 

• Completed for each grant received in the fiscal year.
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Year End Summary Expenditure

• A Year-End Summary Expenditure Report beginning 7-1 through 6-30 OR the 
last date of your final claim.

• The Year-End Summary Expenditure Report run from your accounting system 
should match your OSDE Payments and Expenditure Amounts by function and 
object code.

• This is a final check to ensure that what you intended to code and claim in each 
program matches what was claimed and reimbursed.
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Grants Management System (GMS)
• Closeout reports will only be accepted through the Grants Management System 

(GMS).

• Only the authorized representative may submit the Closeout report. This is 
usually the superintendent of a school district or executive director of a 
community-based organization.
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Navigating the GMS
Helpful tips for navigating the GMS to prevent error messages:

• Turn off pop-up blockers.

• Never use the back button, instead use the navigation buttons found in the top 

right corner.

• Click slowly through GMS and allow the system to process your last action.

• Do not double-click or continuously click on the same item.
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Log-in from Single Sign On

https://sdeweb01.sde.ok.gov/SSO2/Signin.aspx

Click on Grants Management

and Expenditure Reporting
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Click GMS Access / Select
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Click Payments
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Current Year AllocationCarryover Allocation

Remaining Funds

Click View Summary 

Expenditure/Closeout Reports

Pending Expenditures 

MUST Equal $0
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Ensure ALL Summary 

Expenditure Reports are 

Approved and Paid
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Click Create Closeout Rep
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Verify that all the amounts on the 

Year End Expenditure Report, OSDE 

Payments column, and Expenditure 

Amount column all match

Reminder note is only a 

reminder and not an 

error
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Click drop down 

and select correct 

year end dateScroll Down
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• Totals of Grant Award 

(Allocation) and Approved 

Budget MUST equal 

• Totals of Amount Paid to Date 

and Expenses To Date MUST 
equal

• Balance Due LEA and Funds 

on Hand equal MUST be $0 (if 

not, a payment is pending and 

report must be deleted until 
payment received)

• Carryover Amount is your total 

remaining balance

• To calculate carryover, see 

Calculating Carryover on slide 
16
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Upload Year-End Summary 

Report

Click the Save Page button

Check Final Expenditure box
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Current Year Allocation

Remaining Funds

Using the fiscal year that is closing 

out:

• Current Year Allocation x 15% = 

allowable carryover.
• Is allowable carryover over or 

under the Remaining Funds 

amount?

Ex: 239,999.20 x 15% = 
$35,999.88 allowable to carryover.

Remaining Funds on this example 

is greater than $35,999.88.  

$16,571.05 is returned to SEA.

If Remaining Funds is less than the 

allowable 15% then the full amount 

is allowable to carryover.

Calculating Carryover



Uploads in the GMS

• Uploads must be saved as PDF documents.

• File names must not contain any special characters (!@#$%^&()<>?.).
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Grant Contact Information
Oklahoma State Department of Education

21st Century Community Learning Center

2500 N. Lincoln Blvd., Suite 414

Oklahoma City, OK 73105

(405) 522-6225
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