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Session Agenda
1. General Overview

a) User Roles & Workflow
b) Things to Remember

2. TrAMS Demo and Steps
a) Create Closeout
b) Complete Final Milestone Progress Report 

(MPR)
c) Complete Final Federal Financial Report 

(FFR)
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User Roles

• Developer or Submitter User Roles can 
create, develop, and validate and transmit a 
Closeout Request. 

• Only the FFR Reporter Role can submit the 
Final FFR. 

• Only the MPR Reporter Role can submit the 
Final MPR. 



Closeout Workflow
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What can you do during a Closeout?

• Update the Application Executive Summary
• Update the Period of Performance End Date
• Update the Project Level Narratives
• Update Budget Amounts, Quantity, and ALI 

Extended Descriptions narratives
• Update Environmental Narrative
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Things to Remember

 Does your closeout require 
additional documentation?

 Are there special conditions to be 
addressed or closed?

 Have you updated the executive 
summary to explain any changes?

 If you have pending reports, complete 
all reports before initiating the 
closeout

 Have you updated the project 
narrative and ALIs if they were 
modified during the budget 
reconciliation?

 The pending milestones only identify 
those that passed during the period 
from the last report to the closeout 
create date.

Note:  If there are unobligated funds left on the award at closeout and you want 
to draw them down, do that prior to initiating closeout amendment.  Wait 3-5 
days after a payment request before moving forward with the closeout 
amendment.  This allows the payment time to clear.
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Review Award Fund Status
Review Balances: 
Locate your application
Click on application Related Actions
Find menu option “Award Fund Status
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Migrated TEAM grants, or TrAMS grants created before May 2017 will not have 
all the questions you see today on an Active award.  Those questions will 
populate on the closeout amendment. Most will be greyed out on the 
application details page.  
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Period of performance end date
• To update the end date while in the Closeout 

Amendment, use the Related Actions tab and select 
Application Details from the menu. 

• Include notations in the Executive Summary, if the 
end date is updated (and anything else you might 
adjust as part of the amendment).



10

Validations: The end date must be earlier or equal to 
the date you created the closeout
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Create Closeout Amendment

• Note:  Only the Submitter or Developer role will be able to access this 
related action.  Ensure that the record has an application status of ‘Active 
(Executed)’.
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Unliquidated Balance Warning
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Create Closeout
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The below message will populate, select the blue hyperlink and the 
summary page will display.
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Complete Required Closeout Tasks
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Demo in TrAMS
Create Closeout
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Final MPR - Basic Steps

1. Completed by the MPR Reporter.
2. Enter Overview Remarks.
3. All pending milestones must be updated to pass validation.
4. All milestones should be updated with an actual date. 
5. Add new milestones as needed.
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Update Milestones

1. Select the box of the milestone to be updated. 

2.   The related milestone information will populate below the 
grid to be updated. 



Update all open milestones with actual completion 
dates and provide final comments 

All Milestones 
should have an 
Actual completion 
date. 

Include final 
milestone progress 
comments
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MPR Overview & Submission Remarks
There are two places to enter remarks – the Overview Remarks 
(required field) and the Submission Remarks. 
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Final FFR Basic Steps 

1. Completed by the FFR Reporter
2. Final financial expenditures should be 

consistent with the final reconciled 
budget.

3. Provide final Closeout remarks
4.   Submit Final FFR to FTA
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Update and Submit the Final FFR

The Report Period 
follows the same 
format as the MPR

Final financial expenditures 
should be consistent with 
the final reconciled budget.
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Final FFR- Basic Steps
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Demo in TrAMS

Final MPR & Final FFR
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Complete Budget Reconciliation

• Use Related 
Actions to 
complete the 
Budget 
Reconciliation
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Budget Reconciliation
To adjust the budget activity line items: select a box and 
continue to modify the budget (quantity, narrative etc…)
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Budget Reconciliation

Provide information in the “Updated” Extended 
Budget Description Field. 
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Budget Reconciliation

TrAMS View

TEAM View
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Budget Reconciliation
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Validate and Submit
• In the related 

actions tab, select 
validate and submit 
closeout.

• The FFR and MPR 
must be completed 
to proceed 
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Submit Closeout
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Navigate back to the Summary page to view closeout status. All tasks 
should say complete.

Review closeout 
details and submit 
to FTA. 
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Demo in TrAMS
Budget Reconciliation
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Resources
TrAMS trainings and guidance on our public website

FTA.TrAMS.Help@dot.gov
(877) 561-7466 or (703) 677-9035
Business hours M-F 8:00 am - 8:00 pm (EST)

https://www.transit.dot.gov/funding/grantee-
resources/teamtrams/trams-guidance-training

mailto:FTA.TrAMS.Help@dot.gov
https://www.transit.dot.gov/funding/grantee-resources/teamtrams/trams-guidance-training
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