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Submitting a Project Closeout 

This process outlines the directions of how to submit a Project Closeout for large projects in EMGrants. The Project Closeout 
should be initiated for all Large Projects and all Category Z projects when a project is 100% complete. 

The Applicant must submit a request for Final Inspection Report (FIR), Summary of Documentation (SOD), Environmental 
and Historic Preservation Questionnaire (EHP), and supporting documentation. 

  
 

 
A Project Closeout is initiated from the individual project. To locate the project, navigate to Accounts or Projects on the 
left-hand side or Project Listing in the top menu bar.  
 

 
 
From the Project page click on Create New Request and then click on New Project Closeout. 
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Then click on Form. Enter Expended Amount and the Completion Date. Then click on Save. 

 
 

Then click on Summary. Attach the request for Final Inspection Report (FIR), Summary of Documentation (SOD), 
Environmental and Historic Preservation Questionnaire (EHP), and supporting documentation by navigating to Add 
Document at the bottom of the page. 

 

 
 
Next click on each Deliverable check box to verify that each item has been accomplished. Then click on Submit and 
your closeout request will be transmitted to your NCEM team.  
 

 


