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• Participants will be able to identify the 15 or 
16 parts needed to successfully complete & 
submit the online Subrecipient Annual Report 
timely to the State.

Learning Objective



As a condition of a State grant agreement and as a 
subrecipient of federal funds, Municipal Subrecipients 
are required to:
• submit a Subrecipient Annual Report to the VT 

Department of Finance & Management 
• within 45 days after the end of their fiscal year.

Subrecipient Annual Report - Requirement
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• The Report notifies the State of Vermont whether the 
Municipal Subrecipient requires a Single Audit for that 
fiscal year. 

• The Federal Government issued the Uniform Guidance -
Subpart F, 2 CFR 200, stating all recipients of federal 
funds must have a Single Audit conducted when their 
total federal grant expenditures are $750,000 or more 
during a fiscal year.

Subrecipient Annual Report - Requirement
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When calculating the total funds expended on the 
Report, be sure to include all sources of federal grant 
funds whether:
• Directly from a federal agency, 
• Passed through the State of Vermont, or 
• Passed through another non-federal organization. 

Subrecipient Annual Report - Requirement
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• Remember, however, the Grant Award amount is 
not necessarily going to equal the expended 
amounts that would be reported 

• If you have any open grants, you must submit a 
Report, even if you have zero or low dollar 
expenditures.

Subrecipient Annual Report: What to Expect
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The Report must be completed and digitally signed 
by one of the following: 
• Chief Financial Officer, Controller, Business 

Manager, Treasurer, or other person responsible 
for the financial records of the Municipality. 

Subrecipient Annual Report - Requirement
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As of July 1, 2022, all submissions of both original 
and revised Subrecipient Annual Reports must now 
be submitted through the online form.  

The State is no longer accepting the paper versions 
via mail or email. 

Subrecipient Annual Report - Requirement
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If a Single Audit is required, it must be completed 
and submitted within nine (9) months after the 
fiscal year ends to:
• the Federal Audit Clearinghouse and 
• to each State Pass Through Granting Agency

Subrecipient Annual Report - Requirement
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• Per the State of Vermont Bulletin 5, if the Municipal 
Subrecipient does not submit the Report when due, the 
Report is put into a delinquent status.  

• VT Department of Finance & Management assigns a 
State Agency/Department as the primary pass-through 
entity who becomes responsible for resolving the 
delinquency.

Subrecipient Annual Report - Requirement
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Since submission of the Report is a requirement of the State 
grant agreement, failure to submit the Report timely puts the 
Municipal Subrecipient:
• out of compliance with all State subawards for that fiscal 

year, and 
• makes them ineligible to receive new grant awards, even 

those not containing Federal Funds, until the delinquency 
is resolved.

Subrecipient Annual Report - Requirement
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• Other possible sanctions are a hold on future grant 
payments to your organization, denial of future 
grant requests, or a request for repayment of the 
grant, etc.  

• We want you to be successful and submit your 
Report in a timely fashion!

Subrecipient Annual Report - Requirement
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A letter requesting the Report is mailed to each 
Municipal Subrecipient’s Treasurer or Business 
Manager, by VT Department of Finance & 
Management, shortly after the Subrecipient’s fiscal 
year ends. 
Currently, this 1st Notice comes from Statewide 
Grants Administrator, Jordan Black-Deegan.

Subrecipient Annual Report: What to Expect
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• The letter contains a list of current State subawards
issued to the Subrecipient by a State Pass-through 
Entity; the list may not represent all federal awards.

• It is the Municipalities responsibility to keep track of all 
grants and amount of funds expended during the fiscal 
year, no matter the source. 

Subrecipient Annual Report: What to Expect
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The letter’s grant list will include the following: 
• CFDA # (Catalog of Federal Domestic Assistance); 
• State Granting Agency Name; 
• Grant #; 
• Grant Award Amount; 
• Description (Grant Title)

Subrecipient Annual Report: What to Expect
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2nd Notice: 
Goes out at 45 days after fiscal year end, if a 
Subrecipient Annual Report is not received 
yet.

Subrecipient Annual Report: What to Expect
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Subrecipient Annual Report: What to Expect

3rd Notice: 
May come from the State 
Agency who is assigned as 
Primary Pass-through entity, 
alerting the Municipality 
Subrecipient of the 
Delinquent Subrecipient 
Annual Report. 

Sample Email from DHCD



• Grantees must go to this link to submit 
their original or revised Subrecipient 
Annual Reports at: 
https://finance.vermont.gov/suppliers-
and-grantees, 

• select ‘Subrecipient Annual Report’ link 
and complete the online form.

Steps to Complete

• If yes, Single Audit 
Required, complete 1 – 16 
and submit. Only for yes, 
‘Expected Completion 
Date.”

• If no, Single Audit Not 
Required, complete 1 – 15 
and submit.
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Grantee Supplier ID:

10 digit number used 
in the State’s VISION 
Accounting System. 
Often starts with 5 
zeros, #0000012345.

Not State or Fed Tax 
ID # nor Grant #
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Section I: Instructions
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Section I. 1. VT Supplier ID # - 2. Original or Revision?

• 1. Enter VT Supplier 
ID #

• 2. Is this an Original 
or Revision?
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Section I. 1. 3. Fiscal Year – 4. Subrecipient Name

• 3. Select the Fiscal 
Year 

• 4. Legal Full 
Muncipal
Subrecipient Name



23

Section I. 5. Subrecipient Address
• 5. Subrecipient’s Full Street Address 
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Section II. Certification of Audit Requirement

•Did you 
expend 
$750,000 
or more 
during the 
fiscal year?
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Section II. 6. Single Audit Required?
•6. Yes, Single Audit is Required
•No, Single Audit is NOT Required
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Section II. 7. Expected Completion Date
• 7. Only If Yes, Single Audit is Required, 

input expected completion date for the 
Single Audit
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SECTION III. Subrecipient Schedule of Federal Expenditures

• If No Single 
Audit 
Required:

• List Amounts 
for Schedule of 
Expenditures 
of Federal 
Awards = SEFA
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SECTION III. Subrecipient Schedule of Federal Expenditures
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SECTION III. 8. Total Federal Expenditures

• 8. If No Single Audit Required, enter 
amount of Total Expenditures. 

• If Yes Single Audit, you may enter “0” 
or the estimated total.
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SECTION III. 9. What State Agency Most $$
9. Select the 5 digit Business Unit (BU) # for the State 
Agency/Dept from which you Expended the Most Passed 
Through Funds From. 
Here are common ones we see:
• Housing & Community Development = BU 07110
• Agency of Transportation = BU 08100
• Department of Public Safety = BU 02140
• Environmental Conservation = BU 06140
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SECTION III. 9. State Agency/Dept 
Expended Most Pass Thru Funds From 1 of 4
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SECTION III. 9. State Agency/Dept 
Expended Most Pass Thru Funds From 2 of 4



33

SECTION III. 9. State Agency/Dept 
Expended Most Pass Thru Funds From 3 of 4
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SECTION III. 9. State Agency/Dept 
Expended Most Pass Thru Funds From 4 of 4
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SECTION III. 10. Expenditures Detail

• If No Single 
Audit: 

• List CFDA #, 
• Granting 

Agency 
• Name, Grant 

#
• Expend amt
• If Yes Single 

Audit: enter 
“NA”
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SECTION IV. Signature
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SECTION IV. Signature
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SECTION IV. Signature



• When a Municipality/Organization submits the online Report 
form, almost immediately they receive an email confirming it 
was received, the email contains details about the submission. 

• However, a submission does not mean error free or that it has 
been accepted.

. Grantees submit the Microsoft form.  

2. Almost immediately they receive an email confirming it was received, the email contains details about the submission. 

Subrecipient Annual Report: Confirmation
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Any submissions that have an issue such as:
• invalid supplier #
• submitted for the wrong year, or 
• not accurately labeled as original or revised 

submissions

Unfortunately, at this time, will sit idle with no 
communication to the subrecipient the report wasn’t 
accepted. Subrecipients assume the report was 
successfully received because of the confirmation.

Subrecipient Annual Report: Common Issues
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Grant 
Award 
Tracking 
Form

41

Subrecipient Annual Report: Tools



42

Subrecipient Annual Report: Tools

• Request a copy of the excel Blank SAR/SEFA Grant Tracking Form
• Town Payment Reports and Data: data for all Town payments by the 

State & Grantee Supplier ID # is available online:
https://finance.vermont.gov/reports-and-publications/town-
payment-reports-and-data

• Subrecipient Annual Report (SAR):  
https://finance.vermont.gov/suppliers-and-grantees

• Common Subrecipient Annual Report (SAR) Questions: 
https://finance.vermont.gov/training-and-support/faqs-and-
glossaries/grants-faq/sar

https://finance.vermont.gov/reports-and-publications/town-payment-reports-and-data
https://finance.vermont.gov/suppliers-and-grantees
https://finance.vermont.gov/training-and-support/faqs-and-glossaries/grants-faq/sar


Thank You
Contact: Cassie Bell
Name
Email: cassie.bell@vermont.gov
Phone: 802-828-5211

Subrecipient Annual Report Questions
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