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This session will be recorded. 
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Purpose & Goals of the Session

▪ Review the program timeline
▪ Review the reporting requirements
▪ Learn how to submit a Progress Report & Disbursement 

Payment
▪ Understand DHCD grants management best practices
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Overview of Timeline

Award
Executed 

Grant 
Agreement

50% 
Advancement 

of Award 
Funds

Progress 
Report 1 

Due 12/31/24 

Request for 
Payment

(25% of 
Awarded 
Funds)

Progress 
Report 2

Due 6/30/25

Request for 
Payment 

(Remaining 
25% of 

Awarded 
Funds)

Final Report

Due 1/31/26 

Grant term ends December 31, 2025; all funds must be expended.
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Progress & Final Reporting

• Grantee shall submit to DHCD regular reports in accordance with the schedule set forth 

on Exhibit B and a final report which describe:

• the progress made in fulfilling the purposes of the Grant

• any problems encountered in fulfilling these purposes

• any other relevant factors related to the Grant as determined by DHCD 

• The Final Report shall also contain an expense and revenue summary of the Project, 

certified by the highest fiscal officer of the Grantee, which lists all expenditures relating 

to the Grant. In addition, any completed studies, surveys, reports or other work 

products, if applicable, shall be attached to the Final Report. 
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Reporting

The reporting schedule is as follows:

• Progress Report #1 due December 31, 2024

• Progress Report #2 due June 30, 2025 

• Final Report due January 31, 2026, or 30 days after the expiration of the Grant 

Agreement

• Awardee has the option to submit a final report instead of a progress report on June 30, 

2025, if the project is complete and the funds are fully expended.
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Disbursement Requests Part 1 

• Grantee shall indicate on each request for disbursement all costs for which 

payment is requested. 

• Requests for disbursement may request funds to pay for projected costs 

anticipated to be incurred as well as reimbursement for costs incurred on or 

after the date of the Application. 

• DHCD shall have the right at any time to request that the Grantee provide 

additional supporting documentation with any request for disbursement.

• DHCD reserves the right to make disbursements contingent upon completion 

or adequate progress toward completion of the Project Activities.
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Disbursement Requests Part 2

The disbursement schedule is as follows:

1. First disbursement of 50% of the award will be disbursed upon the 

completion of a fully executed award agreement.

2. Second disbursement of 25% of the award will be disbursed upon the 

approval of a progress report and demonstration that the first disbursement 

has been used or obligated.

3. Third and final disbursement of 25% of the award will be disbursed upon the 

approval of a progress report and demonstration that the second 

disbursement has been used or obligated.

An approved progress report is required for the department to disburse funds. 
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How to Access OneStop 
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Accessing OneStop

https://onestop.md.gov/
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OneStop Notifications for Community Health & Safety Works

Login to your account
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My Dashboard
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Your Licenses, Permits, and Registrations
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Your Detail 
View
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How to Submit a 
Progress Report 

in OneStop
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Initiate Progress Report 1 Action Button
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Complete Initial Form Button
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Progress Report 

Form
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Progress Report 

Form: Contact 

Information
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Progress Report 

Form: Awardee 

Activity
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Progress Report 

Form: Use of 

Funds
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Progress 

Report Form: 

Disbursement
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Progress Report 

Form: Submission
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Final Report 

Form
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How to Submit a 
Disbursement Request 

in OneStop 
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Disbursement Request 

Email
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My Dashboard Notification
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Disbursement 

Request Form
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Disbursement 

Request Form: 

Contact 

Information
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Disbursement 

Request 

Form: Proof 

of Use
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Disbursement 

Request Form: 

Description
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Disbursement 

Request 

Form: 

Signature
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Disbursement Request Form 
Email Confirmation
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Disbursement Request Form 
Approved Confirmation
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Grants Management 
Best Practices
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Grants Management Best Practices Part 1 

• Familiarize Yourself with the Maryland OneStop Portal

• Know your login information

• Know Your Project 

• Award amount

• Project description and goals

• Budget

• Understand the Grant Timeline

• Submit reports on time
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Grants Management Best Practices Part 2 

• Be Organized!

• Keep a file with all relevant information pertaining to the award in it, 

including invoices and payments.

• Build Capacity Management

• Determine what staff person is the lead on this award and assign a 

secondary staff person or volunteer to assist. 

• Maintain Project Manager Relationship

• Keep in touch with the project manager especially if there are 

circumstances that will affect the budget, timeline or completion of the 

grant as agreed upon in the executed grant agreement. 
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Christine McPherson
410-209-5802

christine.mcpherson@maryland.gov
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