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DOA.WI.GOV

Welcome!

We’ll begin the webinar at 2:00 p.m.

Active participation is encouraged.

Ask/submit questions via chat. 

Utilize live captions as needed.

Leave the meeting and re-join if you 
encounter any technical issues. 

CDBG Program
“Office Hours” 

Webinar:

CDBG
Project Completion

Division of Energy, Housing and Community Resources (DEHCR) 

Bureau of Community Development (BCD)

December 17, 2025 (Recorded Webinar)

Facilitator:  Joanna Storm
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“Office Hours”
Webinar:

• Objectives
• Submission Process
• Documentation
• Errors & Pitfalls
• Best Practices
• Q&A

DOA.WI.GOV

Webinar Objectives

• Submission Process
• Required Documentation

• Final CDBG Payment Request
• CDBG Project Completion Report
• Additional Items

• Errors & Pitfalls
• Best Practices
• Q&A
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Submission 
Process & 
Timeline 

Compliance
• Grant Agreement

• Attachment A: SOW / Timetable

•Responsibilities
•Consequences
•Resources

DOA.WI.GOV

Grant Agreement Timetable
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DOA.WI.GOV

Grant Agreement Timetable (continued)

DOA.WI.GOV

Non-Compliance Warning

Failure to comply may result in:
• Ineligibility for CDBG payments
• Jeopardizing eligibility for future grants
• Debarment from federally funded projects
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DOA.WI.GOV

Reporting Forms on Website

Use the current version of forms (for each 
reporting period) on our Implementation 
Handbook website:
https://energyandhousing.wi.gov/Pages/AgencyRe
sources/CDBG-Implementation-Handbook.aspx

DOA.WI.GOV

Instructions & Guidance
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DOA.WI.GOV

Documentation Submission Process

DOA.WI.GOV

Documentation Timeline

Submit Project 
Comp. Report 

& 
Final Pay Req. 
by DUE DATE

Receive Final 
CDBG Payment;
Submit Financial 

Cert. of Comp. by 
DUE DATE (30 or 
60 days Typical)

Receive 
Project Comp. 
Letter & Certs

from DOA-
DEHCR

Submit final 
Single Audit 
Statement to 

DEHCR           
by JAN. 15th

Submit final Single 
Audit Report (if app.) 

to FAC & Email
FAC record to DEHCR 

by SEPT. 30th

1 2 3 4 5
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Final CDBG 
Payment Request
• Complete
• Correct
• Attachments included

DOA.WI.GOV

Final Pay Request:  Errors

1. Late submission (ineligible for payment)
• extension requires Amendment (30 days before due)

2. Expired SAM.gov “Active” Registration status
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DOA.WI.GOV

Final Pay Request: Errors (continued)

3. “Grantee Authorization” Errors
(missing or unauthorized approvers)

4. Missing Support Documentation
• Financial Journals (CCR, DJ, MFJ)
• Invoices and/or Checks Issued
• Bank Statement(s)

DOA.WI.GOV

Final Pay Request: Errors (continued)

5. Typos / Incorrect Numbers
(entries do not align with financial journals)
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DOA.WI.GOV

Final Pay Request: Errors (continued)

6. Failure to Meet the Minimum Match Required

CDBG Project 
Completion Report
• Grantee / UGLG
• Timeframes
• Contracts Awarded
• Labor Standards 

Complaints & Violations
• Section 3
• Comments
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DOA.WI.GOV

Completion Report: Errors

1. Delayed Report Submission – Not with final payment request
2. Incorrect and Missing Data (Parts 1-8)
3. Missing Chief Elected Official Signature (Part 2)
4. Incomplete Submission/Missing Supporting Documentation

Completion Report errors cause delay in final CDBG payment.

DOA.WI.GOV

Completion Report: Errors (continued)

Incomplete Submission/Missing Supporting Documentation –
EXAMPLES:

• Lobbying Certifications (Part 2)
• “Other” Items (Parts 2, 3A, 3B)
• “Additional” Reports (Parts 2, 3B)
• Fair Housing Actions (FHAs) (Part 7)
• 2nd Citizen Participation Public Hearing (Part 8)
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DOA.WI.GOV

Completion Report: Part 1

DOA.WI.GOV

Completion Report: Part 2
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DOA.WI.GOV

Completion Report: Part 3 

DOA.WI.GOV

Completion Report: Part 3B
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DOA.WI.GOV

Completion Report: Part 3B (continued)

Reminder for Additional Reporting:

Forms and templates for the additional reporting that is 
due with the Project Completion Report are found under 
“Chapter Attachments” for Chapters 3, 6, 7 and 9 on the 

CDBG Implementation Handbook website.

DOA.WI.GOV

Completion Report: Part 3C & Part 3D
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DOA.WI.GOV

Completion Report: Part 4

DOA.WI.GOV

Completion Report: Part 5
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DOA.WI.GOV

Completion Report: Part 6

DOA.WI.GOV

Completion Report: Part 7
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DOA.WI.GOV

Completion Report: Part 8

DOA.WI.GOV

Remaining Completion Documents
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DOA.WI.GOV

Financial Certification of Completion

Don’t forget 
to submit the 
final financial 
documents to 

DEHCR.

DOA.WI.GOV

Financial Certification (continued)

Part E:
List only the CDBG 
funds received.

Part F:
Make sure to 
obtain the CEO’s 
signature.

33

34



CDBG Program "Office Hours" Webinar:                           
CDBG Project Completion

Updated 12/16/2025

18

DOA.WI.GOV

Project Completion: Pitfalls Summary

Missed Construction Completion Deadline Date

Construction Incomplete

Amendment Request Late Submission (Ineligible)

Final Payment Late Submission (Ineligible)

Missing Supporting Documents

DOA.WI.GOV

Project Completion:  Best Practices

Plan Ahead

Follow Grant Agreement Timetable

Schedule Extra Time

Double-Check Your Work
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Additional 
Resources

• DEHCR Staff
• Implementation 

Handbook
• CDBG Forms / Templates
• Recorded Trainings

DOA.WI.GOV

Websites

Bureau Website: 
https://energyandhousing.wi.gov/Pages/CommunityResources.aspx

CDBG Implementation Handbook:
https://energyandhousing.wi.gov/Pages/AgencyResources/CDBG-
Implementation-Handbook.aspx
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DOA.WI.GOV

Thank you for your time & participation.

Please direct any questions you may have 
regarding the reporting process to your 

assigned CDBG Program Representative or 

DOACDBG@Wisconsin.gov

Questions?

• Utilize Chat
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