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1. PURPOSE 

This Standard Operating Procedure (SOP) establishes uniform procedures for the closure of 

Airport Improvement Program (AIP) grants for the Office of Airports (ARP) in a manner 

compliant with applicable ARP orders and federal financial requirements. 

2. SCOPE 

This SOP applies to open AIP grants on the effective date of the SOP.

3. CANCELLATION 

This SOP does not cancel a previous version. 

4. APPLICABLE REGULATIONS, POLICY, AND GUIDANCE 

Requirements identified within this SOP originate in or are further described in various FAA 

publications including Orders, regulations, and Advisory Circulars. See the current versions. 

a. FAA Order 5100.38, Airport Improvement Program Handbook 

b. 2 CFR 200, Uniform Administrative Requirements, Cost Principles, and Audit 

Requirements for Federal Awards 

c. Airport Improvement Program (AIP) Grant Payment and Airport Sponsor Financial 

Reporting Policy 

d. ARP SOP 2.00, Standard Procedure for FAA Review and Approval of Airport Layout 

Plans 

e. ARP SOP 3.00, Standard Operating Procedure for FAA Review of Exhibit ‘A’ Airport 

Property Inventory Maps  

f. ARP SOP 7.00, Standard Operating Procedure for Airport Improvement Program 

Construction Project Change Orders 
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5. REQUIREMENTS AND OBJECTIVE OF THIS SOP 

The objective of this SOP is to provide guidance for the timely closure of grants received 

through the Airport Improvement Program.  The projects in the grant must be physically 

complete, administrative requirements met, and financial actions processed. 

6. LIMITATIONS OF THIS SOP 

This SOP addresses procedures for complying with existing FAA policy.  This SOP does not 

establish or modify FAA policy. 

7. IMPLEMENTATION 

This SOP summarizes the steps required for the closure of an AIP grant. 

8. DISTRIBUTION 

This SOP is distributed to the Federal Aviation Administration (FAA) Office of Airports (ARP) 

and all interested parties.  The SOP will be available electronically on the Airports section of the 

FAA website. 

9. CHANGE TABLE 
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Section I. Definitions, Terms, and Roles used in this SOP 

1. DEFINITIONS AND TERMS USED IN THIS SOP 

This SOP uses the following terms as defined below. 

1.1. SOAR (System of Airports Reporting)  

SOAR is the current FAA automated AIP system used by ARP for grants management, funds 

control, and grant closeout coordination.   SOAR is used to manage and track grant-related 

decisions; it is not, however, an official accounting “System of Record.”  DELPHI is the official 

accounting System of Record for DOT including FAA.  SOAR and DELPHI must be used 

together and reconciled to ensure consistent records. 

1.2. Closeout 

The term “closeout” or “grant closeout” is used to describe the process or series of steps taken by 

the FAA to close a grant in SOAR and DELPHI. Closeout may only occur once all projects in 

the grant meet physical, financial, and administrative completion requirements.  

1.3. Closeout Documentation (Sponsor) 

This is the compilation of documents submitted by the Sponsor which indicates to the FAA that a 

grant agreement is ready for closure.  

1.4. Closeout Package (FAA) 

The FAA’s closeout package is the compilation of documents assembled/prepared by the FAA 

during the closeout review to ensure all AIP requirements, physical and financial, have been met. 

Minimally it is comprised of the Closeout Document Checklist, Final Project Report, and 

Closeout Letter. 

1.5. DOT Grant Payment System 

DELPHI is the current financial system used by the US Department of Transportation and the 

FAA Office of Finance and Management, FAA Accounts Payable Section B (AMK-314) for 

funds management and accounting.  Sponsors submit pay requests into the system through the 

eInvoicing tool; the ADO/RO then approve those pay requests. 

1.6. DELPHI Report 

The term DELPHI report is used to describe the DELPHI Purchase Order Status Report.  This 

report shows the grant total, the amount of each drawdown, and funds remaining in the grant. 

1.7. Period of Performance 

The Period of Performance, as defined in 2 CFR 200, is the timeframe in which a grant recipient 

may incur new obligations to carry out the work authorized in a grant.  The period of 

performance begins on the date the Sponsor formally accepts the AIP grant.  Unless explicitly 

stated in an amendment from the FAA, the end date of the project period of performance is four 

(4) years (1,460 calendar days) from the Sponsor’s date of formal acceptance. 



Effective Date: October 1, 2017 ARP SOP No. 10.00 
 

2 

1.8. Project File 

The Project File may also be referred to as a Docket or Documentation Book. It is the repository 

of the grant and all project information for the life of the grant. 

1.9. Final Project Report 

The “Final Project Report” is a report generated by the ADO/RO establishing that the projects 

within the grant agreement have satisfied the necessary physical and administrative requirements 

and documenting the final eligible costs and federal share for the grant agreement.  

1.10. AIP Handbook 

FAA Order 5100.38, Airport Improvement Program is referenced in this SOP as the AIP 

Handbook, or simply Handbook. 

Where parenthetical references are used (ex. Table 5-33) they refer to specific sections, 

paragraphs, or tables in the AIP Handbook used during the writing of the SOP. 

1.11. Regional/Local Work Instructions 

Regional/Local work instructions refer to parts of the closeout process that are not defined in this 

SOP because no FAA policy currently exists and therefore are left up to the Regional Office or 

ADO to define based on their own local policy.  

2. ROLES AND RESPONSIBILITIES AS USED IN THIS SOP 

Roles, as defined below, are specific to this SOP, and do not necessarily reflect the actual title of 

any FAA Airports Division, Regional, or ADO employee. 

Individual Regional Offices or ADOs may assign several of the below roles to a single 

individual. 

2.1. ADO/RO Manager 

The ADO/RO Manager is the manager with authority to sign grant offers, amendments, final 

authorizations, and final project reports.  

2.2. ADO/RO 

ADO/RO is the office in which grant closure actions are taken and the individual(s) responsible 

for those actions. The grant closure actions may utilize different employees within that office.  

2.3. Regional AIP Program Manager 

The Regional AIP Program Manager role is to coordinate grant project and financial information 

with FAA Accounting and Headquarters. 

2.4. Sponsor 

The Sponsor is the authority requesting and accepting the grant for a project.  The Sponsor is 

responsible for carrying out the project/planning identified in the grant, submitting timely 

requests for reimbursement, and closing out the grant following the physical completion of the 

work and submission of all closeout documentation.  



Effective Date: October 1, 2017 ARP SOP No. 10.00 
 

3 

Section II. Closeout Process 

The closeout process is described below, and graphically illustrated in the workflow diagram, 

Figure 1.   

The workflow diagram does not stand alone, and must be used in conjunction with the process 

text outlined below. 

The process assumes that the following actions/procedures are satisfactorily complete: 

a. All grant actions regarding Change Orders and Amendment Requests are complete. 

(1) The ADO/RO review and determination of all Sponsor Changer Orders is complete.  

(2) The ADO/RO concurrence and SOAR action for all amendment requests (financial 

or project description) is complete. 

b. Verified physical completion of all projects in the grant, as defined in Chapter 5 Section 

8, Grant Closeouts of the AIP Handbook. Documentation showing the physical 

completion may be available before the Sponsor submits their closeout documentation to 

the FAA. 

c. The project file contains all of the required project oversight documentation including 

necessary FAA approvals. 

d. Using the FAA Closeout Documentation Checklist, the ADO/RO verifies project files are 

complete.  

e. The AIP grant has not exceeded any of its associated Period of Performance deadlines. 

Based on the above information, the closeout process, for the purpose of this SOP, begins when 

the ADO/RO has received complete closeout documentation verifying physical and financial 

completion of the project(s) from the Sponsor and concludes when the ADO/RO confirms that 

Accounting has closed the project in DELPHI. 
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Figure 1, Grant Closure Flowchart 
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3. STEP 1: FAA RECEIVES CLOSEOUT DOCUMENTATION FROM SPONSOR 

3.1. General 

For this step, the ADO/RO recognizes that the Sponsor’s project is substantially complete in 

accordance with Paragraph 5-57 and Table 5-32 of the AIP Handbook. 

3.1.1. Request Closeout Documentation 

3.1.1.1. ADO/RO Responsibilities 

The Sponsor has 90 days to submit closeout documentation to the ADO after the end of the 

Period of Performance. The ADO/RO will remind the Sponsor of this requirement through an 

email or letter.   

3.1.1.2. Sponsor Responsibilities: 

The Sponsor compiles the closeout documentation, including the following items at a minimum 

as well as all other documentation required: 

a. Final SF-425 

b. Final SF-270 (Non-Construction Grants) or SF-271 (Construction Grants) 

c. Final vendor invoices. 

d. Project specific documentation as required by Table 5-33 of the AIP Handbook 

During the development of the SOP, a Sponsor Closeout Document Checklist was created to 

help Sponsors in compiling closeout documentation.  This document is optional for Sponsor use. 

The ADO/RO may recommend its use if the Sponsor repeatedly submits incomplete 

documentation. 

3.1.2. Assemble Closeout Package for Administrative Review 

3.1.2.1. ADO/RO Responsibilities: 

NOTE: The Sponsor may send the closeout documentation electronically or hard copy via US 

Postal Service, other commercial courier, or by other means.   

The ADO/RO will: 

a. Receive the Sponsor closeout documentation.  

b. Review the submittal to be sure all the required documentation is included. As shown in 

3.1.1.2 above.   

c. Verify final amount remaining in DELPHI, typically by viewing the DELPHI Report.  

Attach to closeout package if necessary. 

d. Print and attach the FAA Closeout Documentation Review Checklist (Appendix B.1). 

e. Fill in available elements of the Final Project Report (completion is in Step 4).  

 

NOTE: If any items are missing, ADO/RO should stop at this point and request missing items 

from the Sponsor.  If the ADO/RO has all of the required documentation, then the ADO/RO 

should proceed to the closeout package review. 
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3.2. Output/Product 

The initial assembly of the FAA closeout package is complete and ready for ADO/RO review. 

4. STEP 2: CLOSEOUT PACKAGE REVIEW 

4.1. General 

For this step, the ADO/RO will review the Sponsor’s closeout documentation and check that all 

required grant documentation is accurate and complete.   

4.2. Administrative Review Process: 

The ADO/RO reviews the Sponsor closeout documentation for accuracy and completeness.   

The ADO/RO will: 

a. Review the payment summary information submitted by the Sponsor with their closeout 

documentation to confirm the payments are in conformance with what is recorded in the 

project files and the DELPHI report.  

b. Complete FAA Closeout Documentation Review Checklist (Appendix B.1)  

c. If applicable, review the Airport Layout Plan (ALP) as modified to reflect final 

completion of the project, and note the date of FAA Approval on the closeout checklist.  

ADO/RO must use SOP 2.00 for processing ALP updates.  

d. If applicable, review the updated Exhibit A, or confirm the existing Exhibit A is accurate.  

Reference SOP 3.00 for processing Exhibit A updates. FAA acceptance date is noted on 

the FAA Closeout Documentation Checklist. 

e. Complete the Final Project Report indicating the project is ready for closure.  Attach 

Final Project Report to Closeout Package. 

f. Create closeout letter as found in Appendix B-2.  

4.3. Output 

The closeout package is ready for final signature by the ADO/RO Manager.  The final closeout 

package will consist of: 

a. Closeout Documentation Review Checklist with Sponsor Closeout Documentation. 

b. Sponsor Closeout Letter (ready for internal review). 

c. Final Project Report signed by the ADO/RO Manager.  

5. STEP 3: FINAL FINANCIAL ACTIONS AND VALIDATION OF DRAWDOWNS 

5.1. General 

Prior to initiating the final grant payment, the ADO/RO has: 

a. Reviewed the Sponsor’s closeout documentation. 

b. Completed the FAA Project Documentation Checklist. 
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c. Filled in available elements of the Final Project Report. 

5.2. Final Grant Payment Process 

Per the Airport Improvement Program (AIP) Grant Payment and Airport Sponsor Financial 

Reporting Policy (Payment Policy), Sponsors are precluded from drawing down the final 10% of 

the grant funds until the project is substantially complete.  However, on a project-by-project 

basis, the ADO/RO may authorize a drawdown up to 97.5% of available grant funds as allowed 

in Section 6.9 of the Payment Policy.  

5.2.1. Final Payment Notification 

5.2.1.1. ADO/RO responsibilities 

The ADO/RO will notify the Sponsor when the final payment may be requested.  An example of 

this correspondence is found in Appendix C.  The notification should include: 

a. Maximum federal share of eligible project costs calculated in the FAA Final Project 

Report. 

b. Reason for any differences between the maximum federal share and the amount requested 

by the Sponsor. 

c. The date of the FAA Final Project Report. 

d. Recommendation that the Sponsor submit final drawdown in DELPHI eInvoicing within 

two weeks of their receipt of this notification. 

5.2.2. Final Payment Processing 

5.2.2.1. Sponsor Responsibilities 

Upon the receipt of the Final Payment Notification, the Sponsor will submit into DELPHI 

eInvoicing, a request for the final grant drawdown. 

5.2.2.2. ADO/RO Responsibilities 

Approve the final payment in the DELPHI eInvoicing system. 

5.3. Output 

Upon completion of this step, the closeout package will be complete, reviewed, and fully 

approved, and the final grant payment is approved in DELPHI.  The resulting action should be a 

zero balance on the grant. 

If there is a remaining balance on the grant, ADO/RO will initiate funds recovery in Step 4: 

Grant Closeout in SOAR and DELPHI. 

6. STEP 4: GRANT CLOSEOUT IN SOAR AND DELPHI 

6.1. General 

The final steps for grant closure are electronic. As stated in the SOP definitions, SOAR and 

DELPHI are used to coordinate administrative and financial grant actions. 
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6.2. Closeout in SOAR 

The ADO/RO initiates the grant closeout in the SOAR for review by the Regional AIP Program 

Manager. 

a. If recovery is necessary, SOAR will route the request through FAA Accounting and 

Budget (currently AMK and ABU) for deobligation prior to closing the grant. 

b. If recovery is not required, SOAR will designate the grant as closed. 

6.3. Closeout in DELPHI 

Upon confirmation that the grant is closed in the SOAR: 

a. ADO/RO has the option to print a copy of the final 5100-107 and 1413 forms and attach 

to the FAA Closeout Package. 

b. The Closeout Letter will be signed and ADO/RO will transmit copies of the closeout 

letter to AMK and to the Sponsor. 

c. ADO/RO will verify grant is closed in DELPHI. 

6.4. Output 

With these actions, the grant is administratively and financially closed.  The grant is 

filed/archived in accordance with regional/local procedures. 

  



Effective Date: October 1, 2017 ARP SOP No. 10.00 
 

10 

APPENDIX A: SAMPLE SPONSOR SUBMITTAL CHECKLISTS AND FORMS 

 

Appendix A contains sample Sponsor submittal checklists and forms referenced in the SOP.  

Where necessary, instructions for form completion are provided. 

The forms contained in Appendix A include: 

A.1 Sponsor Closeout Worksheet (Optional) 

A.2 Federal Financial Report SF-425 

A.3a Request for Advance or Reimbursement SF-270  

A.3b Outlay Report and Request for Reimbursement for Construction Programs SF-271 

  

http://apply07.grants.gov/apply/forms/sample/SF425-V1.0.pdf
http://apply07.grants.gov/apply/forms/sample/SF270-V1.0.pdf
http://apply07.grants.gov/apply/forms/sample/SF271-V1.0.pdf
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Appendix A.1, Sponsor Grant Closeout Worksheet (Optional) 
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Appendix A.2, Federal Financial Report SF-425 



Effective Date: October 1, 2017 ARP SOP No. 10.00 

13 
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Appendix A.3a, Request for Advance or Reimbursement SF-270
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Appendix A.3b,  

Outlay Report and Request for Reimbursement for Construction Programs SF-271 
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APPENDIX B: FAA CLOSEOUT PACKAGE 

 

All documents for the closeout package are mandatory. 

 

FAA closeout package consists of the following: 

B.1 Closeout Documentation Checklist 

B.2 Final Project Report 

B.3 Closeout Letter  
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Appendix B.1, Closeout Documentation Review Checklist  
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Appendix B.2, FAA Final Project Report
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Appendix B.3, Closeout Letter 

 
  



Effective Date: October 1, 2017 ARP SOP No. 10.00 

24 

 

APPENDIX C: EXAMPLE – FINAL PAYMENT NOTIFICATION 

 

Final Payment Notification – Notification to the Sponsor to proceed with their final drawdown is 

required. The example below provides the required information that is sent to the Sponsor, use of 

this format is optional.  
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