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Objectives 
By the end of this FEMA GO training, you will be able to: 

 Log-in as an external or internal user;

 Initiate a Subgrant Closeout, as an external user;

 Complete and submit a Subcloseout Report, as an external user;

 Complete the Subgrant Closeout Review Task, as an internal user;

 Complete the Subgrant Closeout Quality Control Task, as an internal user; and

 View the Subgrant Closeout Package.
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Training Roles and Log-in 
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Training Roles 
This training is for the following external and internal roles: 

Role User 

Financial Member FM 

Organization Member OM 

Programmatic Member PM 

Authorized Organization Representative AOR 

Program Specialist PS 

Program Administrator PGA 

Senior Program Administrator SPGA 

Helpful Tip: 
The available screens you see are based on your role and 
program; they may differ from the screens displayed. 
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External User Log-in 
Step 1: 
Go to go.fema.gov. 

Step 2: 
Select Sign in with LOGIN.GOV. Once you are logged in via Login.gov, you will be redirected back to the 
FEMA GO webpage. 

Helpful Tip: 
If you have not yet registered in FEMA GO, please refer to the FEMA GO 
Startup Guide to learn how. You must be registered in FEMA GO to log-in. 

https://go.fema.gov/login
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Internal User Log-in 
Step 1: 
Go to go.fema.gov. 

Step 2: 
Select Log in with your PIV card. This will take you to the welcome screen. 

https://go.fema.gov/login
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Subgrant Closeout  
(AOR, PM, OM, and FM Roles) 

Initiate a Subgrant Closeout 

Subcloseout Report (Navigation, Narrative Subaward Costs, Equipment and
Supplies Inventory, Real Property, SF-425, and Attachments) 

Submit a Subcloseout Report (AOR Only) 
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Initiate a Subgrant Closeout 
Step 1: 
To navigate to the Initiate subgrant closeout, select Grants in the top blue banner to navigate to your list 
of grants/subgrants to manage. 

Step 2: 
Locate the subgrant you want to closeout then open the I want to dropdown and select Initiate subgrant 
closeout. 

Step 3:
Select the Confirm button. 
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Subcloseout Report - Navigation 
 Navigate to the Subgrant Landing Page by searching in the top bar using the Subgrant ID.

 Scroll down to the My to do list section then select Continue subgrant closeout report in the
Actions dropdown.

 Review Subgrant summary and Suborganization information before continuing the report.
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Subcloseout Report - Narrative 
 Scroll down in the main body to the Narrative section.

 Provide a brief narrative in the text field.

 Answer the required question:

o If Yes is selected – Provide a required Work completion date.

 Upload any supporting optional attachments, as needed.
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Subcloseout Report – Subaward Costs 
 Scroll down in the main body to the Subaward costs section.

 Open the Cost type and Item dropdowns to review costs, and to report the actual costs, as needed.

 Review and adjust the Cost share, as needed.

 Review and adjust the Funding source, as needed.
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Subcloseout Report – Equipment and Supplies Inventory
 Scroll down in the main body to the Equipment and supplies inventory section.

 Select the checkboxes that apply:

o If the first checkbox is selected, add the equipment or supply inventory.

o If the second checkbox is selected, enter the value of unused supplies, and select a basis for
estimating the value.

o If none of the above is selected, move to the next section.



FEMA GO Subgrant Closeout Process Guide 

FEMA GO Subgrant Closeout Process Guide  13 

Subcloseout Report – Real Property
 Scroll down in the main body to the Real property section.

 Select the checkboxes that apply:

o If a checkbox is selected, you must add at least 1 real property.
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Subcloseout Report – SF-425
 Scroll down in the main body to the SF-425 section.

 Enter an optional ID Number.

 Answer the required basis for accounting question.

 Enter the Cash receipts amount in the text field.

o The system will auto calculate the fields below.

 Answer the required Program income and Indirect expenses questions.

 Enter any optional Remarks in the text field.
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Subcloseout Report – Attachments
 Scroll down in the main body to the Attachments section.

 Upload any applicable attachments.
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Submit the Closeout Report
 Scroll down in the main body to the Review closeout report section.

 Review and correct any errors shown with a red exclamation mark.

 Scroll down in the main body to the Sign and submit section.

 Review the information.

o The yellow banner and required checkbox only appear if there are no changes to the subaward
costs.

 Select the checkbox and provide your password to sign the report.

 Select Submit. A green banner will appear stating that you have submitted your subgrant closeout
submission request.
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Subgrant Closeout Review Task 
(PS, PGA, and SPGA Roles)

Navigate to the Task 

Narrative Review 

Final Funding Adjustment 

Review Outcome, Errors, and Submit 
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Navigate to the Task 
Step 1: 
Navigate to your Task Summary page and select View on the Subgrant Closeout Review card. 

Step 2: 
Select Start task or Continue working next to the subgrant in your task list that you want to complete the 
Subgrant Closeout Review for. 

Step 3: 
Review the left navigation links and Review instructions in the review panel and main body.  
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Narrative Review 
 Select the Narrative review dropdown in the review panel.

 Select the narrative submission link in the review panel.

 Review the information in the main body for completion and accuracy.
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Final Funding Adjustment 
 Select the Final funding adjustments dropdown in the review panel.

 Select the Subaward costs link in the review panel.

 Review the information in the main body and adjust as needed.

 Review the values in the review panel for accuracy.
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Review Outcome, Errors, and Submit 
 Select the Review outcome dropdown in the review panel.

 Review the information, select the checkbox, and enter the required internal comments.

 Select the Errors dropdown in the review panel.

 Resolve any errors, as needed.

 If you need additional information, select the Request for information button in the review panel
and enter the required submission deadline and FEMA findings to be addressed then select the
Request for information button.

 Select Submit in the review panel. A green banner will appear stating that you have approved the
subgrant closeout review.

Helpful Tip: 
You cannot submit the review while a RFI is pending. 
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Subgrant Closeout Quality Control Task 
(PS, PGA, and SPGA Roles) 
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Subgrant Closeout Quality Control Task 
 The Subgrant Closeout Quality Control follows the same steps as the Subgrant Closeout Review.

 The user who performs this task cannot be the same user who performed the Subgrant Closeout
Review.

 The Review outcome section has an additional option:

o Return to subgrant closeout review.

Next Steps: 
After the review or reviews are complete the subgrant 
closeout may go through some additional steps such as a 
final payment decision, a deobligation decision, and/or a 
return of funds decision, Then the system will update the 
closeout date, generate a subgrant closeout summary 
letter, attach the closeout pdf to the subgrant landing 
page, and send an email notification to the recipient. 
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Subgrant Closeout Package 
Internal User 

External User 
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Internal User 
1. Navigate to the Subgrant Landing Page by searching the Subgrant ID in the top blue banner.

2. Select Attachments in the left navigation to change the main body to display the Subgrant Closeout
Package PDF.

3. Select the file link to view the Subgrant Closeout Package.
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External User 
1. Navigate to the Subgrant Landing Page by searching the Subgrant ID in the top blue banner.

2. On the subgrant landing page, you should see a closed status displayed in the upper right-hand
corner of the main body.

3. Select Attachments in the left navigation to change the main body to display the Subgrant Closeout
Package PDF.

4. Select the file link to view the Subgrant Closeout Package. It is viewable to external users that have
access to the subgrant.
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FEMA GO Help Desk Information 
Please send any questions to: 

FEMAGO@fema.dhs.gov 

877-585-3242

Hours: Monday – Friday, 9 a.m. – 6 p.m. ET 

mailto:FEMAGO@fema.dhs.gov

	Training Roles and Log-in
	Training Roles
	External User Log-in
	Internal User Log-in
	Subgrant Closeout
	(AOR, PM, OM, and FM Roles)
	Initiate a Subgrant Closeout
	Subcloseout Report - Navigation
	Subcloseout Report - Narrative
	Subcloseout Report – Subaward Costs
	Subcloseout Report – Equipment and Supplies Inventory
	Subcloseout Report – Real Property
	Subcloseout Report – SF-425
	Subcloseout Report – Attachments
	Submit the Closeout Report
	Subgrant Closeout Review Task (PS, PGA, and SPGA Roles)
	Navigate to the Task
	Narrative Review
	Final Funding Adjustment
	Review Outcome, Errors, and Submit
	Subgrant Closeout Quality Control Task
	Subgrant Closeout Quality Control Task
	Subgrant Closeout Package
	Internal User
	External User
	FEMA GO Help Desk Information



