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Grant Close Out

Procedure
• Grant documentation is due 13 months after grant effective date

• All expenses must fall within the grant period

• All expenses must be for approved grant purpose

Documentation must include the following items
• Cover letter on the organization’s letterhead detailing how the grant funds 

were spent

• Completed Documentation of Grant Expenditures (DOGE) form

• Completed list of expenditures form

• Proof of expenditures/supporting documentation for the entire grant 
amount
o Give each supporting document an item number that corresponds to the associated line on the 
list of expenditures



Cover Letter
• Must be on 

organization’s 
letterhead

• Details on how the 
grant funds were 
spent 



Documentation of Grant Expenditures 
(DOGE) form

Form is provided with 
check

• Must be included with 
documentation packet that is due 
at the end of grant period

• When completed must include 
original, wet signatures

• Mail this form with rest of 
documentation packet to:

COUNTY OF SAN DIEGO

ECONOMIC DEVELOPMENT AND 
GOVERNMENT AFFAIRS

1600 PACIFIC HWY, ROOM 152

SAN DIEGO, CA 92101



List of 
Expenditures form

Completed List of 
Expenditures Form is 
required when submitting 
documentation. 

Required information:

• Date of Expenditure

• Check Number (if applicable) or 
Transaction Number

• Payable To

• Expense Purpose

• Amount of Expense



Expenditure Item Sets & Samples

1. Payroll Expense Reports



Expenditure Item Sets & Samples

2. Invoices paid with checks: Include copy of the invoice, 
cancelled check, and bank statement reflecting the charges



Expenditure Item Sets & Samples
3. Invoices Paid with Credit / Debit Cards: Include copy of the 
invoice and statement reflecting the charges



Returning Unspent 
Grant Funds
• Unspent Grant Funds must be 

returned to the County

• These unspent funds may 
NOT be applied to any future 
CE or NRP Grants

• When returning unspent 
funds, please make check 
payable to “County of San 
Diego”

The check can be mailed to:
COUNTY OF SAN DIEGO

ECONOMIC DEVELOPMENT AND 
GOVERNMENT AFFAIRS

1600 PACIFIC HWY, ROOM 152

SAN DIEGO, CA 92101 



COMMUNITY ENHANCEMENT:

Community Enhancement Program B-58 Policy

NEIGHBORHOOD REINVESTMENT

Neighborhood Reinvestment Program B-72 Policy

FIND YOUR DISTRICT/COUNTY SUPERVISOR:

Board of Supervisors Website

Additional Resources

https://codelibrary.amlegal.com/codes/san_diego/latest/sandiego_board/b_058__funding_of_the__community__enhancement__program
https://codelibrary.amlegal.com/codes/san_diego/latest/sandiego_board/b_072__neighborhood__reinvestment__program
https://www.sandiegocounty.gov/content/sdc/general/bos.html
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