
Instructions for submitting Final Financial Reports

Introduction:
All Grantees must submit a Final Financial Report at the close of the grant period for each individual grant they have received for the current fiscal year.
One report is to be submitted for each individual grant to EEC within sixty days of the close of the grant.
How to Use the Form:
· Fill in PART I- D-E-F-G-H: the Program Name; Lead Agency Name; Vendor Code; Address; MMARS Doc ID Number. 
· Fill in PART I- J:  the contact information for the person completing the form. EEC must be able to contact a grantee regarding their form with questions that may arise. Please include all requested contact information.
· Fill in PART II- A-B-C: Total Funds Awarded; Total Funds Expended; and Total Unexpended Funds (if applicable). 
· Fill in PART III:  Column A:  Under the Original Approved Budget column, indicate your original EEC approved budget by line item expenditures.
· Fill in PART III:  Column B:  If Applicable--Under the Amended Budget (if applicable) column, indicate your most recent EEC approved budget adjustment. If you had no adjustment request for the fiscal year, then leave this column blank. 
· Fill in Part III:  Column C: Funds Expended based on your approved budget line item expenditures.
· Fill in Part III:  Column D: Balance Unexpended (if applicable)
NOTE:  The Early Childhood Special Education Allocation grant (Fund Code 262) has additional columns based on the carryover of fiscal years funding.  Columns are clearly indicated.* Please see specific instructions for the ECSPEC grant.
· SIGNATURE:  Include an original signature (in blue ink) of the authorized representative, his/her printed name and title, and the date in the space provided.

Important: An unsigned Final Financial Report will NOT be approved and will have to be resubmitted to EEC.


Submission Instructions:
Grantee with any Balance Unexpended Funds
Grantee must return any unexpended funds to the Department of Early Education and Care via check.  The check should be made payable to the “Commonwealth of Massachusetts-EEC” and submitted with their Final Financial Report.

Grantees must submit the following documents when filing a Final Financial Report:
· One (1) original with the original signature should be in blue ink. 
· If applicable, a check for any unexpended funds.

Please mail the document(s) to: 
GRANTS MANAGEMENT
Department of Early Education and Care
51 Sleeper Street, 4th floor
Boston, MA  02210

If you have any questions contact the Department of Early Education and Care Grants Management office: Cathy Depradine 617.988.2432 Cathy.Depradine@state.ma.us or Gloria Hickey 617.988.2441 Gloria.Hickey@state.ma.us



