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Nita M. Lowey 21st Century Community Learning Centers (21st CCLC)
Template for Establishing Storage Locations and Records Access Protocol*
	Name of Subgrantee
	

	Cohort Fiscal Year (FY18, 20, or 21)
	

	Name of Fiscal Agent
	


	Program Records

	Name of custodian
	

	Title/position
	

	Contact information (e.g. telephone number, email address, office address):


	

	Physical location (address) of program records
	


	Fiscal Records

	Name of custodian
	

	Title/position
	

	Contact information (e.g. telephone number, email address, office address):


	

	Physical location (address) of fiscal records
	


	Note: In case your program or fiscal records are spread across multiple locations (such as program sites), please use additional sheets of paper to provide similar information (e.g. custodian name, title, contact information, address) as well as Site Name, for each location:

	Does this apply to you? Please indicate Yes or No
	


	Record Access Protocol (e.g. instructions, procedures - if any) on how to access any of the program or fiscal records

	


	This form completed by

	Name
	

	Title/position
	

	Date
	


* While 2 C.F.R. § 200.332 states that all sub-grant-related records must be retained for a period of three (3) years after the award cycle expires, the statute of limitations is five (5) years after the award cycle expires.  Therefore, in Georgia, the requirement is that all 21st CCLC sub-grantees must retain all records pertinent to the Federal award for five (5) years after the award cycle expires. When the original records are paper, electronic versions may be substituted through the use of duplication or other forms of electronic media.  See 2 C.F.R. § 200.335 – Methods for collection, transmission and storage of information.   
The retention period for the records begins from the day that the sub-grantee submits to GaDOE its final expenditure report, also known as the Completion Report. For example, the final year Completion Report for Cohort FY18 sub-grantees will be due by October 31, 2022.  Five years from October 31, 2022 would be October 31, 2027. Therefore, all records for this subgrant must be made available for audits, examinations, excerpts, and transcripts, etc. from the start of this subgrant’s award cycle (July 1, 2017) until at least October 31, 2027. The end date may vary if the actual date of the final Completion Report is different from October 31, 2022. 
It is to be noted that the right of access to records remains for as long as the records are retained.  It is also to be noted that if any litigation, claim, or audit is started before the end of the five-year period, the records must be retained until all litigation, claim, or audit findings have been resolved and final action taken.
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