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CHAPTER 10:  PROJECT COMPLETION 

INTRODUCTION 

Final project completion occurs when all funds have been expended and all reporting, 
monitoring and completion submission responsibilities related to the project have been 
completed by the Unit of General Local Government (UGLG) and approved by the Division of 
Energy, Housing and Community Resources (DEHCR).  Issuance of the completion letter and 
certification signed by DEHCR signifies that the applicable Community Development Block 
Grant (CDBG) is considered completed by DEHCR.  The project is not considered complete 
until the UGLG has received the official completion letter and certification from DEHCR, which 
reiterates the UGLG’s record-keeping requirements beyond completion of the project.  The 
UGLG may have additional Single Audit reporting requirements after the completion letter and 
certification have been issued, which will be specified in the completion letter and Grant 
Agreement Time Table.  UGLGs should be advised that the records retention period is 
dependent upon when all CDBG projects have been closed for the program year with the U.S. 
Department of Housing and Urban Development (HUD).  The UGLG may not discard CDBG 
project records without written authorization from DEHCR. 

GENERAL REQUIREMENTS 

The Project Completion Report (Attachment 10-A) and supporting documents are to be 
prepared and submitted no later than the due date listed in the Grant Agreement Time Table, or 
within 60 days of completing the work on the project (e.g., within 60 days of construction 
completion for a PF project, or the final approval of the plan for a PLNG project, etc.), whichever 
date is earlier.  Prepare the completion documents after: 

• All funds (private and public) have been expended;  

• The scope of work is fully completed (including construction completion, acquisition, 
planning, and/or other activities listed in the scope of work in the Grant Agreement); 

• All requirements under the Grant Agreement, except final Single Audit reporting, as 
applicable, have been fulfilled. 
 

The final CDBG Payment Request must be submitted on or before the due date as specified 
in the Grant Agreement Time Table to be eligible for payment. 

PROJECT COMPLETION DOCUMENTS 

COMPLETION REPORT AND SUPPORTING DOCUMENTS 
The UGLG must submit the following Project Completion Report documentation to DEHCR to be 
in compliance with the Grant Agreement and to be eligible for the final CDBG payment: 

• Project Completion Report (Attachment 10-A);  

• Semi-Annual CDBG Data Report (Attachment 9-C) (to report final semi-annual labor 
standards, MBE/WBE, and Section 3 data) for the current reporting period (i.e., the 
reporting period in which the Project Completion Report is being submitted); 

• Final Labor Standards Compliance Report (Attachment 7-P) for each prime construction 
contract of the project (if labor standards applied to the project); 
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• Any outstanding Section 5.7 Enforcement Reports (Attachment 7-O) for underpayments 
exceeding $1,000 by any construction contractors, if applicable; 

• Accessibility Self-Evaluation Checklist (Attachment 6-E), if applicable (for building and 
sidewalk work that is subject to Americans with Disabilities Act (ADA) Accessible Design 
Standards and State of Wisconsin Department of Safety & Professional Services 
(DSPS) codes and compliance requirements) (refer to Chapter 6); 

• Lobbying Certification Form(s) (Attachment 3-D) for any sub-recipients and all 
contractors (construction and non-construction prime contractors and subcontractors) 
that worked on the CDBG project;  

• All other final reports and supporting documents applicable to and required for the 
project (according to the Grant Agreement Timetable for the project and advisement 
from the assigned DEHCR Project Representative, such as the: 

o CDBG Jobs Project Employee Self Certification Report and Forms, or 
o Client Income Certification Report and Forms (Non-CV), or 
o CV Client Income Certification Report and Forms, or 
o Microenterprise Certification Report and Forms. 

• Single Audit Statement for most recent calendar year ended (December 31), if not 
previously submitted (if Audit is required: Attachment 9-G; if Audit is not required: 
Attachment 9-H);  

• Single Audit Report receipt confirmation email copy from the Federal Audit 
Clearinghouse (FAC) for the previous calendar year (CY) or status reporting, if the 
UGLG was subject to a Single Audit and the Report was/is due during the final reporting 
period and has not yet been submitted; and 

• Final Payment Request documentation (submitted separately via email to 
DOADEHCRFiscal@wisconsin.gov and copied (cc’d) to the assigned DEHCR Project 
Representative: 

o Final CDBG Payment Request 
o Cash Control Register (Attachment 8-G) for the final request for payment; 
o CDBG Disbursements Journal (Attachment 8-H) for the final request for payment; 
o Matching Funds Journal (Attachment 8-I) for the final request for payment; 
o All supporting documentation for the final request for payment, including invoices, 

records of payments and deposits, etc. 
 

FINAL FINANCIAL DOCUMENTS & CERTIFICATION 

The UGLG must disburse the funds from the final CDBG payment within three (3) business 
days of the receipt/deposit date.  The “disbursement date” is dependent upon the invoice status 
and CDBG account status, as summarized below: 

• If there was one or more unpaid invoices at the time of the final CDBG payment request 
submission that was/were to be paid with CDBG funds later upon receipt by the UGLG, 

https://www.ada.gov/law-and-regs/design-standards/
https://www.ada.gov/law-and-regs/design-standards/
https://dsps.wi.gov/Pages/RulesStatutes/TradesProgram.aspx
https://dsps.wi.gov/Pages/RulesStatutes/TradesProgram.aspx
mailto:DOADEHCRFiscal@wisconsin.gov
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then the “disbursement date” is the date of the check or electronic funds transfer (EFT) 
transaction used to pay the invoice(s)/vendor(s).   

• If the CDBG payment is a ‘reimbursement’ to the UGLG for invoices previously paid, 
then the “disbursement date” is the date that the CDBG funds are moved/transferred out 
of the CDBG account into the bank account from which the invoices were originally 
paid.   

• If the CDBG payment is a reimbursement and the UGLG is using a separate account 
register rather than a separate account for the CDBG deposits, then the “disbursement 
date” is the deposit date.    

The following documents must be submitted to DEHCR within 60 days of receipt of the final 
CDBG payment to allow for DEHCR to issue the Completion letter and certification for the 
project: 

• Completed and signed Financial Certification of Completion (Attachment 10-B). 

• Final Cash Control Register (Attachment 8-G), showing the date of deposit and date(s) 
and amount(s) of disbursement(s) of the final CDBG payment;  

• Final CDBG Disbursements Journal (Attachment 8-H), showing the date(s), check 
number(s) or electronic funds transfer (EFT) information, and payment amount(s) for 
payments made using CDBG funds (i.e., for CDBG disbursements) after the final CDBG 
payment is received, if applicable; 

• Final Matching Funds Journal (Attachment 8-I), showing the dates(s), check number(s) 
or electronic funds transfer (EFT) information, and payment amount(s) for any payment 
made with matching funds after the final CDBG payment request was submitted to 
DEHCR (for the invoice(s) that had a ‘payment pending’ status as of the final CDBG 
payment request submission date), if applicable; and if the UGLG contributed matching 
funds to the project; and 

• Check/payment records for any invoice that was paid with CDBG funds or matching 
funds after the final CDBG payment request was submitted to DEHCR (i.e., had a 
‘payment pending’ status as of the final CDBG payment request submission date and 
was paid later), if applicable. 

• Final bank statement(s)/check register document(s) showing the deposit and 
disbursement of the final CDBG payment. 

• Record(s) of the payment to DEHCR for any return of grant funds, if applicable. 
 

ADDITIONAL DOCUMENTATION 

After the UGLG has received the final CDBG payment from DEHCR, and submits the final 
Financial Certification of Completion documentation, additional documentation may also be 
required for the year in which the project is completed: 

• Single Audit Statement (if Audit is required: Attachment 9-G; if Audit is not required: 
Attachment 9-H) (due by January 15th in the calendar year following the year in which 
the project was completed); 

• Single Audit Report (refer to instructions in the executed Grant Agreement and/or Project 
Completion letter (once issued)); and 
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• Additional documents as requested. 
The UGLG may receive the official Project Completion letter, Project Completion Certification, 
and Financial Certification of Completion from DEHCR before the Single Audit documents listed 
above are due or submitted.  The UGLG will be responsible for compliance after the completion 
of the project, per the terms of the Grant Agreement, regardless of when the Project Completion 
letter and Certification are issued. 

 

ATTACHMENTS 

Attachments for this chapter are listed below. 
 
ATTACHMENT 10-A: PROJECT COMPLETION REPORT & CERTIFICATION 

(TEMPLATE) 
ATTACHMENT 10-A1: PROJECT COMPLETION REPORT & CERTIFICATION 

(SAMPLE) 
ATTACHMENT 10-A2: PROJECT COMPLETION REPORT & CERTIFICATION 

(INSTRUCTIONS) 
ATTACHMENT 10-B: FINANCIAL CERTIFICATION OF COMPLETION (TEMPLATE) 
ATTACHMENT 10-B1: FINANCIAL CERTIFICATION OF COMPLETION (SAMPLE) 
ATTACHMENT 10-B2: FINANCIAL CERTIFICATION OF COMPLETION 

(INSTRUCTIONS) 
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ATTACHMENT 10-A:  PROJECT COMPLETION REPORT CERTIFICATION 
(TEMPLATE) 

A ‘fillable’ current version of this form (with instructions included) is available on the  
CDBG Implementation Handbook website (under the “Chapter Attachments/Fillable Forms” section). 

  

 
 

https://energyandhousing.wi.gov/Pages/AgencyResources/CDBG-Implementation-Handbook.aspx
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ATTACHMENT 10-A1:  PROJECT COMPLETION REPORT & CERTIFICATION 

(SAMPLE) 
A ‘fillable’ current version of this form (with instructions included) is available on the  

CDBG Implementation Handbook website (under the “Chapter Attachments/Fillable Forms” section). 

 

 
 

https://energyandhousing.wi.gov/Pages/AgencyResources/CDBG-Implementation-Handbook.aspx
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ATTACHMENT 10-A2:  PROJECT COMPLETION REPORT & CERTIFICATION 
(INSTRUCTIONS) 

These Instructions are found within the current version of the Project Completion Report form (Attachment 10-A), 
 which is available on the CDBG Implementation Handbook website  

(under the “Chapter Attachments/Fillable Forms” section). 

 

 
 

https://energyandhousing.wi.gov/Pages/AgencyResources/CDBG-Implementation-Handbook.aspx
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ATTACHMENT 10-B:  FINANCIAL CERTIFICATION OF COMPLETION 

(TEMPLATE) 
A ‘fillable’ current version of this form (with instructions included) is available on the  

CDBG Implementation Handbook website (under the “Chapter Attachments/Fillable Forms” section). 

 
  

https://energyandhousing.wi.gov/Pages/AgencyResources/CDBG-Implementation-Handbook.aspx
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ATTACHMENT 10-B1:  FINANCIAL CERTIFICATION OF COMPLETION 
(SAMPLE) 

A ‘fillable’ current version of this form (with instructions included) is available on the  
CDBG Implementation Handbook website (under the “Chapter Attachments/Fillable Forms” section). 

 

 
 
 

https://energyandhousing.wi.gov/Pages/AgencyResources/CDBG-Implementation-Handbook.aspx
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ATTACHMENT 10-B2:  FINANCIAL CERTIFICATION OF COMPLETION 

(INSTRUCTIONS) 
These Instructions are found within the current version of the Financial Certification of Completion form 

(Attachment 10-B),  which is available on the CDBG Implementation Handbook website  
(under the “Chapter Attachments/Fillable Forms” section). 

 

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