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Commonwealth of Pennsylvania

DEPARTMENT OF EDUCATION

Division of Federal Programs

333 Market Street

Harrisburg, PA  17126-0333

FINAL EXPENDITURE REPORT

INSTRUCTION GUIDE

FINAL EXPENDITURE REPORT
Final Expenditure Reports (FER) close projects by reporting that funds have been expended and are in compliance with the approved budget.  This report is due as soon as the LEA has spent project funds, but no later than 30 days after the termination of the project.  A final budget revision may be submitted (if within the obligation period) to match expenditures on the Final Expenditure Report.

LEAs are strongly encouraged to spend funds as soon as possible and to submit a FER to close the project.  Early submission of Final Expenditure Reports enables the Division of Federal Programs to determine funds available for reallocation.  Final Expenditure Reports must be submitted as soon as funds are spent.
Online Finals will only be accepted for programs which were submitted on eGrants starting with the 03-04 project year.  All previous years and any other applications must be completed on paper.  Attached are the instructions for completing the Final Expenditure Report online and a blank copy of the revised FER.

FER INSTRUCTIONS
After logging into eGrants, follow these instructions:

1) At the main menu you will choose, “Previous Year Projects”.  You will then choose the year for the Final.  

2) You will see a link that says “Final Expenditure Reports, choose this link.”
3) You will then see a link to “Create a Final Expenditure Report for One or more Grants”.  This will give you a list of Programs that can have a Final created.  Please remember that your Consolidated Application must be in “Approved” status to complete a FER.

4) Check the program(s) that you wish to close out
5) Select the “Create FER” button
6) You are now ready to start closing out your program.
Section by section instructions for completing the Final Expenditure Report are:

Approved Budget/Expenditures
Actual Expenditures
Enter the actual amount of funds expended for this project within the appropriate function (row) and object (column) codes.  These codes correspond to the last updated Summary Budget.  Actual total expenditures per function code that show an increase of 20 percent or more compared to the last approved summary budget requires a Budget Revision, which must be completed before a Final can be started.

If you are completing this FER online, the Budget will pre-fill with the last approved budget.  Please adjust this as needed to show actual expenditures.

Equipment Expenditures
This section must be completed for equipment purchases that cost $1500 or more per item.  The total equipment on this page must match the total equipment amount on the budget page in column F.

List each equipment item, unit cost, number of each, and name of building on the lines provided.

Computer equipment such as a monitor, disk drive, keyboard, printer cables, etc., purchased as a system should be listed and priced as a system.  Such purchases should not be broken down into components.  If these items are purchased individually and the items cost less then $1500 per unit, they are considered a supply item and should be listed on the Program Cost Description page and on the Budget page under column E.
Local Matching Funds
Any state or local funds that are expended to support the federal project being closed with this Final Expenditure Report should be recorded in this section.  Do not include these funds in the Actual Expenditures page.

Budget/Expenditures Comparison
Please use this page to compare your most recent budget to the Actual Expenditures page you have already completed.  If you have any Function Totals that are greater than 20%, you will need to do one of two things:  1) either revise the Actual Expenditures page to bring your total percentage of change under 20%, which will then enable you to submit this FER or 2) delete this FER, and do a Budget Revision.  After completing the Budget Revision you will then be able to complete a new Final Expenditure Report.

Payments Received/Final Expenditure Summary
1. Complete the Total Receipts field using data from the PDE Web Portal (FAI) :

https://www.fai.state.pa.us/Screens/wfProcessScreen.aspx?scrVal
   


2. The Total Expenditures field will be pre-filled based on the information you’ve included in the Approved Budget/Expenditures section.

3. The amounts due LEA or PDE will be calculated by the eGrant System.

If you are returning any funds, please make check payable to “Commonwealth of Pennsylvania” and send to the following address:


Department of Education


Division of Federal Programs


333 Market Street, 7th Floor


Harrisburg, PA  17126-0333

Administrative Functions
Authorized Sign-off

Please enter the information for the Authorized Representative/Superintendent.  Enter the start date for this program, this is found on the signed Rider.  Indicate if you used carryover for this program.
The person on this page is also certifying that all the information on this FER is correct and true.

Note: Please enter the “working” title of this individual.

Contact Information
The person listed here MUST be able to answer any and all questions concerning how the funds were expended.

When you have all the “checks’ on Approved Budget Expenditures and Payments Received/Final Expenditure Summary sections, you will see the “Audit” button.  This will check for any errors on your report.  If there are not errors the “Submit” button will appear and you will be able to complete this Final.

If errors are found, you must either revise the Final and/or the last approved budget.  If the last approved budget needs revised, you will have to delete this Final.
Deleting/Revising FER
To remove FER the program(s) must be “in-process”.   FERs that have already been submitted can only be revised.  If you want to delete the FER – contact your administrative technician and have them put it back in process.
From the FER Main menu, choose the “Delete an existing Final Expenditure Report”.

Select the program(s) you wish to delete.

To revise a Final, the status must be “Approved”.  You will then see the link “Create a Revision for One or More Finals”.

For any technical questions regarding Finals, Revisions, etc., please contact your Administrative Technician.

Printing
After you have submitted your FER, you will get a link to “Generate Reports”.  This report is generated exactly like the Consolidated Application.  You do NOT have to mail a hard copy of this Final to the Division.
CONGRATULATIONS!  You have just completed your first, of many, online Final Expenditure Reports!
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