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Agenda

• Quarterly Report Overview
• Program Report 
• Expenditure Report 
• Summary
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Quarterly Report:

Overview
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Quarterly Report Purpose

Program Report

Provides progress updates on 
meeting main objectives of grant

Grantees can share successes and 
challenges with DDPC

Informs future work of the DDPC

Expenditure Report

Provides summary of Quarterly grant 
expenditures to inform payment

Allows DDPC and grantee to monitor 
grant spending

Assists DDPC in determining level of 
funding for future grants
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• Cover Sheet 
• Submission Directions (p. 2)
• Program Report
• Expenditure Report 
• Backup & Additional Documents: 

For example: fiscal documentation (receipts, payroll reports), 
promotional materials, photo releases, final reports, etc.

Quarterly Report Contents
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Quarterly Report: 
Cover Sheet
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• Report 
Instructions

• Checklist 

Quarterly Report: 
Cover Sheet
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• Report 
Schedule

• Grant Program 
Information

Quarterly Report: Cover Sheet
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Quarterly Report: 
Directions
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Quarterly Report: Submission Directions
1. Initiate a “Payment Request”

2. Fill out Payment Form in GGS

3. Label 4 QR documents (pdf files)
Program Report (PR)
Program Backup (PD)
Expenditure Report (ER)
Expenditure Backup (ED)

4. Submit Claim
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Quarterly Report: 
Program
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Program Report: Overview
Sections:

• Summary of Activities and Outcomes
• People Being Served by or Participating in Grant 

Activities
• Systems Change Efforts 
• Additional Information

• Evaluation/Technical Assistance (Multi-grants only)
• Grant Year in Review (Qtr. 4 only)
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Program Report: Summary of Activities

• Provide updates on 
project staff 
changes

• Provide a brief 
overview of work 
completed during 
the reporting period
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Program Report: People Served/Participating

• Number of People 
Served or 
Participating

• Description of 
activities that 
people reported 
are participating in 



15

Program Report: People Served/Participating

• Number of people 
submitting 
demographic 
information

• Demographic 
Information: Race, 
Gender, Geographic 
Location
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Program Report: People Served/Participating
• Satisfaction data

• Outcomes Data :
o Short term and long term

• Participant feedback

• Participant Success Stories 
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Program Report: Systems Change Efforts 

• Description of 
systems change 
efforts

• Cultural 
Competency 
Efforts
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Program Report: Additional Information
• Questions for you to report:

o Barriers/challenges
o Needs/assistance required
o Dollars leveraged
o Next Quarter Activities
o Project materials, Products, Photos

• Sustainability Efforts: Providing quarterly updates on 
sustainability activities
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Program Report: Remaining Sections
• Evaluation/Technical Assistance Section

o Only for some grants
o Updates on collaborative activities & relationship

• Grant Year in Review Section
o Qtr. 4 of each year, only
o Overview of activities for the year, including: 

Challenges faced, lessons learned, 
recommendations, adjustments sought, sustainability.
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• Updates on 
challenges with 
spending/match

• Dollars leveraged

Program Report: Additional Fiscal Info
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Quarterly Report: 
Expenditure

Questions? 
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Expenditure Report: Overview

• Expenditure Detail Report

• Supporting Documentation

• Additional Fiscal Information 
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Expenditure Report: Form

• Contract 
Information

• Summary

• Quarter Tabs
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Expenditure 
Report: Form

24

• Quarterly 
expenses
o DDPC Share
o Grantee Share
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Expenditure Report: Supporting Documents

• Supporting Documentation:
o Receipts
o Vouchers
o Payroll
o Invoice(s)

• Any additional documents that support 
expenses being reported
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In Summary

• Overview of work during reporting period
• Demographic data, Satisfaction Data, & 

Success Stories, Sustainability 

Program 
Report

• Overview of expenditures during 
reporting period

• Supporting Documentation for expenses

Expenditure 
Report
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Questions? 
If you have further questions check out our other TA 

documents on SharePoint and/or contact your designated 
DDPC Staffer.


