APPENDIX H: Closing Workflow
NCLWF Acquisition Program

(G
&/ NCLWF ACQUISITION CLOSING PROCESS: Nonprofit and Local Government Properties

Pre-closing

Closing

Post-closing

STEP1 Preparation

& Grant Recipient

Action Item
Prepare documents

START HERE

O Review your grant
contract and discuss
any changes with your
NCLWF Contract
Administrator

Submit appraisal(s)
using the Acquisition
Grant Document
Submission Portal

Use pre-closing
checklists to discuss
requirements with
vendors and prepare
documents

Use Acquisition Grant
Document Submission
Portal to submit
document packet

Reference:

- Contract Exhibits
Acquisition Program
Contract Administration
Guidelines
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STEP 2 NCLWF Review

s NCLWF Staff

Action ltem
Complete initial review

Contact
NCLWF Contract Admin

Output
Pre-closing memo

Time
- 2 weeks

& Grant Recipient

Actlon Items

O Revise documents
according to pre-closing
memo

Revlew all changes to
documents from vendors
before resubmission

Use Acquisition Grant
Document Submission
Portal to resubmit
document packet

Time
Conditionalon yourand
yourvendors’ response
times

Vi

&) NCLWEF Staff

Action Item

Once initial review complete,

forward package to DNCR
General Counselfor review.

Acquisition Contract Administration — Nonprofit and Local Government

STEP 3 Legal Review

== DNCR Legal

Action ltem
Finish review & approval

Contact
Legal Counsel

Time
- 2-3 weeks

Output
Closing memo

& Grant Recipient
Action Items

O Revise according to legal
memo

O Contact NCLWF with
questions and schedule
conference call, if
needed

Review all changes to
documents from vendors
before resubmission

Resubmit document
packet via reply to your
closing memo email

Time
Conditionalon yourand
your vendors' response
times

&= DNCR Legal

Action Item

Once legal reviewis
complete and approved,
send Final Closing
Memo to all parties.

27

STEP 4 Land Purchase

i
\_y NCLWF staff

Action Item
Review and final approval

Contact
Acquisition Program Manage

Output
Approval to Close memo

& Grant Recipient
Action Items

O Close on the property
and record all final
documents

O Collect invoices

O Submit claim to EBS-GMS

STEP 5 Project Closeout

& Grant Recipient

Action Item
Complete requirements

Contact
NCLWF Contract
Administrator

Output
Submit post-closing
documents and final claim

FINAL ACTIONS

O Submitfinal claim to
EBS-GMS

O Submit post-closing
documents and final
report to the Acquisition
Grant Document
Submission portal

Include NCLWF in any
press releases and
events.

Vs
A
Action Item

Close project file; transfer
to Stewardship

NCLWF Staff

Output
Closeout memo




