QUARTERLY EARMARK PROGRAM NARRATIVE REPORT
According to the terms and conditions of the grant, each grant recipient is required to submit a quarterly progress report. This suggested format will assist you in providing the report information described in the Uniform Administrative Requirements at 29 CFR 95.51 or 29 CFR 97.40.

Section I: Grantee and Program Identifying Information



Reporting Quarter Ending Date: 
	1a. Grantee Name:
	1c. Grant Number:

	1b. Project Name:

	1d. Name and Phone Number of Person Submitting Report:

	1e. Grant Period of Performance:


Section II: Work Schedule Status and Accomplishments

This section of the report should provide an update on the status of each identified component/task from you grant proposal Work Schedule.
	PROJECT COMPONENT
	TASK
	YEAR 1
	YEAR 2
	STATUS
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	4
	1
	2
	3
	4
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Section III: Performance Measures Update

In order to reflect a comparison of goals to accomplishments, grantees can use the pertinent columns of Section 3 Performance Measures in their approved grant proposal. Grantees should include information on enrollments in this section of the quarterly report.
	Performance Measure

Performance Measure name
only, do not include

measurement parameters
	Expected Level of Performance
What is in your 

grant proposal?
	Current Report

Quarter

What did you do this quarter?
	Cumulative

Total

What are your project totals to date?

	
	A

Numeric

Target
	B
Target

Percentage
	C

Actual Numeric

Level
	D

Actual

Numeric Level
	E

Percent of

Expected Level (D/A)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Section IV: Variance from Plan
Provide a brief narrative explanation for each of the elements identified below.
1) If performance has varied from plan, state the reasons for the variance and corrective action taken or planned to address the variance. Please note that some actions such as significant changes to the statement of work, staffing or budget line items, may require a modification to the grant.
2) Describe any technical assistance the grantee may require to address performance issues identified below.

Section V: Other Information 
Provide a brief narrative explanation for each of the elements identified below.
1) Describe any promising approaches or processes and any success stories, articles, awards, public announcements or other news about the project for the current quarter. If available, please attach with your report.

2) Any additional comments.
