INSTRUCTIONS FOR COMPLETING THE ESG PROGRAM GRANTEE BUDGET/FINAL FINANCIAL REPORT 
1. Date of Report – The date you are completing the budget.

2.
Grantee Budget/Report Number - The Original Budget is Number 1. Any subsequent budget amendments or expenditure reports will be numbered sequentially until the final financial report. Be sure to check the last approved report when assigning a new report number. Reports received out of sequence will not be processed. For the final budget, this field should contain a number and the word “Final”. For example, if the third budget is also the final, this field would read “3 – Final”. Be sure to check each of the items that apply in the report types section. It is possible for the report to require more than one box to be checked (i.e., formal amendment and revised budget).

3.
Grantee Name – The City, County, or Nonprofit organization awarded the funds (from the Grant Agreement).
4.
Contract Number – The agreement/contract number on the Grant Agreement (ex. HESG-12-001).
5.  Participating Shelters – List all participating shelters/subrecipients. 
6.  Column 1 (Total Activity Cost) – This column should list the total cost for the activity; both ESG funds and local/other (matching) funds budgeted for the activity (add columns “3” and “6”).
The next three columns (2, 3, and 4) are related to ESG Funds.

7. Column 2 (Last Approved Budget) – This column should include the ESG totals for the activities from the last approved budget. If this is the original submittal, then leave Column 2 blank and complete Column 3. 
If you are submitting this report as a second or subsequent revision/amendment, the numbers in Column 2 should reflect the total for the activities as shown on the last approved budget. 

8. Column 3 (Original Budget/Budget Revision/Final Expenditure) – This column should reflect the original budget or the new/revised budget or the final expenditure numbers.
a. If this is the original budget, list the total amounts for the activities here. 
b. If this is a revised budget, the numbers in Column 2 should reflect the total for the activities as shown on the last approved budget. The new (revised) budget amounts would be listed in Column 3.
c. A budget reflecting the final expenditure is required at grant closeout even if no revisions were made to the budget.

9. Column 4 (Budget Adjustment or Deobligation) – This column should show the budget adjustment. The adjustment is calculated by subtracting Column 2 from Column 3 (3-2).

The next three columns (5, 6, and 7) are related to the Local/Other (matching) funds.

Please refer to the instructions for Columns 2 through 4 to complete this section.

10.  Mayor/Chairman/Authorized Official – Self-explanatory.
11.  Date – Self-explanatory.
12.  Description of Amendment and/or deobligation – When applicable,


 use the space provided to explain the reason for the amendment and/or    

      deobligation. List any/all shelters/subrecipients involved in the  

      amendment/deobligation.
13.  Program Supervisor and Manager – For ADECA use only. Please do not sign       
 on these lines.

14.  Source of local/other funds – List the source(s) of all local/other (matching) funds.

NOTE:  List the total amount for “Prevention” and “Re-Housing” in the rows assigned for these activities. Figures in the shaded areas show a breakdown of these activities. They are not to be included in the Total. If you list amounts in “Prevention” and/or “Re-Housing”, you must list amounts in the shaded area(s).  Amounts in the shaded areas must total the amounts listed for “Prevention” and/or “Re-Housing”.
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