
Jacob R. Day, Secretary
Julia Glanz, Deputy Secretary

Jacob R. Day, Secretary

Julia Glanz, Deputy Secretary

dhcd.maryland.gov

Project Restore 2.0 (FY24) 

How to Submit a Completion and Final Report 

This session will be recorded

January 2025



Jacob R. Day, Secretary
Julia Glanz, Deputy Secretary

Purpose & Goals of the Session

▪ Overview of the timeline of the program
▪ Reporting requirements generally
▪ How to Submit a Completion Report
▪ How to Submit a Final Report 
▪ Q&A  
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Overview of Timeline

Award 
Executed 

Grant 
Agreement 

Encumber
Funds 

Operating 
Funds direct 
deposited, if 
applicable 

Request for 
Payment by 

Property

RFP 
Approved 
(Revised), 

Funds 
Released

Completion 
Report by 
Property 

Final Report 
by 

Organization

Must be by 

September 

30 per 

APRA rules

No action 

needed by 

grantee

Before 

funds are 

spent

As 

completed, 

but all by 

December 

31, 2025

Within 30 

days of 

end of 

grant term

Funds for 

property 

direct 

deposited

Grant term ends December 31, 2025; all funds must be expended and businesses open!
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Reporting Requirements Generally

Completion Report 
by Awarded Property 

1 Approved RFP = 1 Completion Report

If you have 3 awarded properties with 3 approved 
RFPs, then that’s 3 Completion Reports you’ll 

submit

The Completion Report tells us that the project is, 
you got it, complete and the sub-grantee is 

operational

It includes U&O, after photos, and receipts for 
Project Restore funded costs

Due: As a property is completed and sub-grantees 
are operational (all by Dec 31, 2025)

Final Report 
One per grantee / organization 

Not one per sub-grantee, one per grantee as in you, the 
awarded place-based organization

You have 1 Project Restore FY24 / 2.0 award and thus 1 
Final Report to do

The Final Report tells us that all projects are complete 
meaning all Completion Reports are submitted and 

approved

It includes documentation for use of operating funds; sub-
grantee operational status; and impact / feedback

Due: within 30 days of the end of the grant term (or after 
all Completion Reports are submitted and approved). 
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How to get to the Completion Report in OneStop

Login to Maryland OneStop

https://onestop.md.gov/

If it does not default to your 

Dashboard, click here. 

Select your organization 

from under Licenses, 

Permits & Registrations

This is the same process to 

get to the RFP

https://onestop.md.gov/
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How to get to the Completion Report in OneStop

After you select your 

organization, this is the 

next screen. 

Choose the Properties tab 

circled here. 

Again, this is just like 

getting to the RFP.
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How to get to the Completion Report in OneStop

The list of awarded 

properties are here. 

Now, you will see Submit 

Completion Report instead 

of the RFP. 

Completion Report will 

ONLY show up after the 

RFP is approved. 

You can submit a 

Completion Report before 

all RFPs are approved. 
Remember! You won’t see the 

Completion Report option UNTIL the 

RFP is submitted and approved.
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How to submit the Completion Report in OneStop

The first screen is pre-

populated with information 

from the RFP. 

That’s why the fields are 

greyed out, to show they are 

pre-populated and you cannot 

edit them. 

<<< Looks like this!
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How to submit the Completion Report in OneStop

If something changed, for example 

the number of jobs projected, you 

have the option to edit if you 

select NO here. 

Then the fields become editable 

and you can make changes if 

needed. 

If nothing has changed, select YES 

and then you won’t edit anything. 

Click Next to advance to the next 

screen. 
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How to submit the Completion Report in OneStop

Once you proceed to the next 

screen, you select YES if the 

property is open and operational. 

If the answer is NO, you cannot 

submit a Completion Report 

because the project is not 

complete. 

If the answer is NO, do not 

proceed. Logout and back in when 

the project IS complete. 

Therefore, your answer here 

should be YES!
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How to submit the Completion Report in OneStop

You will enter the date the sub-

grantee opened for business. 

You will upload the Use & 

Occupancy permit here. 

You will upload the MHT 

determination document Melissa 

provided here. The MHT review has 

to be complete for the RFP, but 

you upload the document here (not 

with the RFP). I know, I know!
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This is what the MHT review 

document looks like. 

Melissa sends this to you as 

an email attachment after her 

review is complete. 
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How to submit the Completion Report in OneStop

Upload 

Two interior photos 

and 

Two exterior photos

to show the completed, awarded 

property. 

These photos need to be from 

different angles/vantage points.

Bonus points if you include 

photos with real, live people in 

them.



Jacob R. Day, Secretary
Julia Glanz, Deputy Secretary

How to submit the Completion Report in OneStop

This section is to upload 

receipts for all Project Restore 

funded costs (Uses). 

These are the companion to the 

estimates provided in the RFP. 

Unpaid invoices are NOT 

receipts. Invoices must be 

marked as paid to be accepted. 

There is no limit to the number 

of uploads here. And, all file 

types accepted. 

Please make the filename 

clear/obvious to match with the 

RFP estimate and explain. 
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Just like estimates for the 

RFP, receipts (or paid 

invoices) should include 

details on: 

- Service provider

- Location where work 

was performed

- Services provided and 

cost 

And clearly show the 

amount paid. 
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This section allows you to 

provide an explanation of 

the uploaded receipts / 

paid invoices (* means 

required) or any other 

comments / uploads to 

complete the story about 

this property (optional = 

no *). 

How to submit the Completion Report in OneStop
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You’ll sign and click on 

NEXT

Then, the system gives 

you the opportunity to 

review the information 

before you SUBMIT. 

Sign and Submit the Completion Report 

If this feels like 

two steps to 

submit, you’re 

right – it is!
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You will see this message 

at the top of the screen. 

And the record will show 

as in review at the 

bottom. 

Once submitted, you will see … 
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Once submitted, here’s what your property list will look like

There won’t be any 

options next to a 

property when the 

Completion Report is 

submitted and 

approved. 
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Like the RFP, Completion (and Final) Reports 
can be returned for revisions. 

And, that’s ok. The revisions allow us to make 
sure we get it right. 
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Now, on to the Final Report! 

You won’t see the Final Report option 

until ALL your Completion Reports are 

submitted and approved.  

You will find it on this page under 

Organization Details 
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Submitting the Final Report

The first section of the report is view 

only to confirm your awarded 

properties and the amount you were 

awarded for operating costs. 

These should match the properties for 

which you submitted RFPs. 

If you have two awarded properties, 

and submitted two RFPs, you should 

see two properties here. 

Don’t use +Add Another without talking 

with DHCD first, please. 

This is just a reminder of how much you took 

for operating so that you can make sure your 

documentation adds to this amount. 
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Submitting the Final Report This section is about operating funds. 

If you did not take operating funds, 

then you answer no here and you move 

on. 

If you did, you answer yes here and a 

new section appears to upload 

documentation. 

Operating funds can be used for staff 

costs, certain professional services, 

and software/equipment – all related to 

administering the grant. 

Upload documentation that includes: 

- Name of staff person / item 

purchased 

- Hourly rate / cost

- Hours worked

- Tasks involved / use

- Receipt / pay stub 
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Submitting the Final Report

Here is a sample spreadsheet to upload for staff costs. In addition to the spreadsheet 

you would upload one recent pay stub validating the hourly rate. For a contractor, a 

paid invoice would work to demonstrate hourly rate.

For software or equipment, a similar spreadsheet with item purchased, amount and 

use, along with a receipt would be uploaded. 
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Submitting the Final Report

This section asks whether the all 

awarded properties are currently 

operational. 

If Yes, you mark yes and move on. 

If No, a new section opens up and 

you would enter the address of the 

awarded property that is no longer 

operational. 
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Submitting the Final Report

This section has questions about 

your perspective on the impact of 

the grant, feedback you’d like to 

offer it the program is offered 

again, and whether you 

recommend the program continue. 
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Submitting the Final Report

This final section is entirely optional. It allows 

you to explain or provide additional relevant 

info or uploads that aren’t covered in the 

above sections.

If there’s nothing more to add, you can leave 

these blank. 
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Submitting the Final Report

Just like before, you will sign and 

submit the final report. 

Unlike the Completion Report, you 

submit the report straight-away; 

there’s no review before 

submission. 
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For 1:1 support, contact me: 

Kristin Dawson

DHCD.ProjectRestore@Maryland.gov

Calendly link isn’t working right now 

Questions? 

mailto:DHCD.ProjectRestore@Maryland.gov

