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Documenting Benefit, Progress Reports,        
Final Program Reports & Closeout Walk-Through



• By the end of this session, you will be able to:
• Document and report benefit
• Successfully complete and submit Progress & Final 

Program Reports
• Close-out your grant

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

Learning Objective
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Progress Report Due Dates

4

• Due biannually, sometimes quarterly

• Award Letter – Award Condition #1 
• First report due roughly six (6) months 

after Award Date

• Grant Agreement Attachment B –

Payment Provisions and Project Budget –

2. Reporting Requirements 



Progress Report Due Dates

5

The following GEARS systems roles receive email notifications: 
• Municipal/Authorizing Official’s (MAO)
• Administrators
• Administrator/Financial Officer 

Email Notice 
goes out

• 2 months 
prior to the 
due date

Reminder Email

• 1 month prior 
to the due 
date

1st Delinquency 
Notice

• 1 week after 
the due date

2nd Delinquency 
Notice 

• 2 weeks after 
the due date



Finding Progress Report
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• Parent Document 
Information 

• Related Documents & 
Messages blue hyper link 

• “My Tasks” look for         
PR-Year-Town-000##



Finding Progress Report
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• Make sure you are on      
PROGRESS REPORT Snapshot page

• Click “Details” to see Reporting 
Period
• Dates you are reporting on 

• Navigate like regular application
• Forms Menu



Finding Progress Report
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• Forms Menu for Progress 
Report

• Must fill out all pages

• More pages will appear for 
Final Program Report (FPR)



Program Area Selection Page
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Program Area Selection Page
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• “Yes” Grant Agreement has 
been executed
• Select the Program 

Area(s) for your project
• Last Progress Report? 

Check Final Program 
Report



Narrative Page

11

• READ DIRECTIONS

• Complete project update including:

1. Current Project Status
2. Project Timeline
3. Requisition Status & Timeline

• Certify Page - Don’t forget to Save 



Progress Report Page
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Budget Progress Page
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• All activities from 
the budget in GEARS 
and Attachment B 
will populate the 
Progress Report for 
reporting



Budget Progress Page
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• Previously reported data will automatically 
populate (once the page is saved) 

• Enter VCDP & Other Resources Expended 
FOR EACH ACTIVITY 

• Expended = $ You have Spent

• Enter VCDP & Other Resources Drawn FOR 
EACH ACTIVITY

• Amount entered should be consistent 
with what’s been reported in the 
requisitions



Program Income Page
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• Is program income part of your grant agreement? 
• Attachment A – Definitions

• If YES – complete the page whether program income has been received or not

• For a Scattered Site RLF Project – only report on the activity and funds 
generated for that specific grant agreement

• If NO – select NA



Lump Sum Agreement Page
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• 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



Contractor/Sub-Contractor Information Page

17

• 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



Contractor/Sub-Contractor Information Page

18

• Enter contracts 
executed during the 
reporting period, don’t 
duplicate in another 
report

• Use gray “Add” button 
at top of page to add 
new page for additional 
contracts



When is Davis-Bacon “Triggered”? 
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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 our Grants Management 
Specialist – Juliann Sherman (Juliann.Sherman@Vermont.gov)



Section 3 – 24 CFR 75
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What is it?
The purpose of Section 3 is to ensure that preference for employment, 
training and contracting opportunities generated from the expenditure of 
certain HUD funds is directed to local low- and very low-income persons,
particularly those who receive federal housing assistance, and businesses 
that are owned by or substantially employ such persons.



Section 3 – 24 CFR 75
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When does it apply?
Section 3 projects are housing rehabilitation, housing construction, 
and other public facilities construction projects assisted under HUD 
programs that provide housing and community development 
financial assistance when the total amount of assistance to the 
project exceeds a threshold of $200,000. 

The threshold is $100,000 where the assistance is from the Lead 
Hazard Control and Healthy Homes programs.



Section 3 – 24 CFR 75
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How do I comply?
Section 3 reporting requirements changed as of July 1, 2021

1. Be sure to include Section 3 clause in all bid documents and contracts.
2. Post project RFP on HUD’s Section 3 Opportunity Portal seeking for Section 3 

businesses to apply
3. All contractors shall complete Section 3 Business Certification once contracted

• Pledging to make best effort to provide employment and training opportunities



Section 3 – 24 CFR 75
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Outreach
FOR EMPLOYMENT and TRAINING

• Provide information about Section 3 
training opportunities to potential 
Section 3 workers and Targeted 
Section 3 workers

• Work with the Vermont Dept. of 
Labor to identify potential Section 3 
workers

FOR  CONTRACTING

• Adding Section 3 language to all RFPs, 
procurement documents, bid offerings, and 
contracts.

• Inform Section 3 Businesses of upcoming 
contracting opportunities

• Coordinating with the Vermont Dept of 
Economic Development and other business 
assistance agencies.



Beneficiary by Activity – Race, Ethnicity, & Income
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• 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?



Race, Ethnicity, & Income Tracking Example
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Beneficiary by Activity – Units, Jobs, & Persons Served
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• For each Activity that has benefit 
that needs to be achieved – enter 
the Units, Jobs & Person’s Served 
that benefited during the reporting 
period
• Attachment A – in Section D 

National Objective



Performance Measures - Page
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• 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

• Not required for Planning Grants
• Performance Measures pages are available after selecting the Program Area on the 

Program Area Selection Page



Performance Measures – Housing Project Page
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Performance Measures – Public Facility Project Page
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Performance Measures – Public Service Project Page
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Performance Measures – Economic Development Project Page
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Performance Measures – Brownfield Project Page
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Miscellaneous Information Page
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• 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
Don’t forget to Save!



Final Program Report? 
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• Has the project met benefit?
• Have all funds been 

requisitioned? 
• (Except for the final 10% of 

funds if a planning grant)
• Did you check the Final 

Program Report box on the 
Program Selection page?



Final Program Report Pages 
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Final Program Report – Notice of Completion Page
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• Answer the pertinent 
questions
• If No to any of them— a 

justification is required

• Upload photos and photo 
releases of the completed 
project.



Final Program Report – Final Public Hearing Page 
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• Complete the required information
• Save Page
• Select gray “Print Version” button and the Final Public Hearing 

required language template will open for you to save and submit 
to the local newspaper for 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



Final Program Report – Copy of Notice & Meeting Minutes Page
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• Enter the name of the newspaper the notice was 
published in & date notice was published

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

• Enter the date of the hearing, location, # of attendees and 
the hearing officer 

• Upload a copy of the signed and dated hearing minutes



Final Program Report Hearing Notice Example
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• Name of Newspaper

• Date of Publication

• Hearing Notice – with all 
required information 



Final Program Report Meeting Minutes Example
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Final Program Report – Work Product Page
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• Only 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 to this page
• Also outlined in Attachment A if needed



Final Program Report – Status of Grant Funds
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• Total Amount Requisitioned to date
• Grant Funds reserved or obligated for

• Current Requisition in process (if any)
• Closeout expenses (estimate)
• Audit expenses (estimate) 

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

• Grantee needs to complete how much was 
reported on the communities Subrecipient 
Annual Report (SAR) for each Fiscal Year of the 
grant 



Final Program Report – Certification Page
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• The Grantee’s Municipal Authorizing Official (MAO) needs to 
complete and Save the page

• The MAO also needs to submit the Final Report
• Status should be pushed to “Final Progress Report Submitted”



Final Program Report – Certificate of Program Completion Page
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• 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)



Thank You!
Contact:
Name – Patrick Scheld
Email – patrick.scheld@vermont.gov
Phone – (802) 828-1365

Name – Julia Connell
Email – julia.connell@vermont.gov
Phone – (802) 828-5215

Questions
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