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Agenda

Part 1: Overview and Reminders

Part 2: Measures and Data

Guidance for completing APRs
• Part 3: Coversheet
• Part 4: Executive Summary
• Part 5: Section A
• Part 6: Section B
• Part 7: Section C

Part 8: New this year/timelines
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Part 1: Overview and Reminders
Outcomes: 
Grantees will have greater awareness of the purpose of annual 
performance reports.

“Annual performance reports are required in order to continue a grant 
into a new budget period in compliance with ED policies.”
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Reporting Requirements

Annual reporting of project performance measures
• EDGAR (§75.253)

• “The Secretary may make a continuation award for a budget period after the 
first budget period of an approved multi-year project if the grantee has made 
substantial progress in achieving the goals and objectives of the project.”

• https://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html

• ED Handbook for the Discretionary Grant Process (Section 5.4.8)
• “The determining factor in awarding a continuation grant is whether the 

recipient has made substantial progress within the scope of the approved 
application in attaining the objectives of the grant as evidenced by meeting 
the grant’s performance measures.”

• https://www2.ed.gov/policy/gen/leg/foia/foia-ofo-f-01.pdf



OFFICE OF SPECIAL EDUCATION PROGRAMS
OFFICE OF SPECIAL EDUCATION AND REHABILITATIVE SERVICESOSEP5

Grant Performance Report for Continuation Funding

Dear Colleague Letter (also known as the Larry letter )

 Instructions for Submitting e-Reports

ED 524B Instructions

ED 524B Form
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APR Review

Consideration is given to the grantees’ performance in 
terms of both --

Substantial progress toward achieving project outcomes

Fiscal responsibility in use of federal funds
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Complete the Report Online

Sign into G5 to report 
• Check access to G5 a week or more before report due date.

Download Word version of 524-B Grant Performance Report.
• Part 1 – Cover Sheet and Summary

• https://www2.ed.gov/fund/grant/apply/appforms/ed524b_cover.doc

• Part 2 – Project Status
• https://www2.ed.gov/fund/grant/apply/appforms/ed524b_status.doc

• Part 3 – Instructions 
• https://www2.ed.gov/fund/grant/apply/appforms/ed524b_instructions.doc
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Submitting the Report

Work on the shell and report in Word then cut and paste into 
G5.

Use G5 to submit report online. 

A signed signature page (Board Chair*) must accompany 
the final report.  Upload and attach the scanned signed 
coversheet into G5.

*Board Chair must be Certifying Official in G5.

You cannot make late submission without OSEP approval. 
G5 will lock you out if the report is late.
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Resources

Documents
• “QRU Measures for Annual Reports”
• Dear Colleague Letter

People! 
• TA 
• OSEP
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Keep In Mind

Asking questions can be more important than having 
answers.

Struggling with questions is the only way to get to answers.

Begin completing your APR as soon as possible after 
receiving your Package. Avoid waiting until the last minute 
or week prior to submission date to begin.

Families are helped best when parent programs work on 
continuous improvement. 
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Part 2: Measures and Data
Outcomes:
Grantees will have a greater understanding of what is expected of 
them in the annual reports.

Grantees will feel more confident in completing and submitting their 
annual reports.
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Project Objectives

The Project Objectives are what you are trying to 
accomplish and come from your grant application or 
subsequent revisions. 
(May be called goals in your application)

Project Objectives should be relevant, applicable, focused, 
and measureable.
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Program Performance Measures 

Program Measures
• Measures are determined by the Parent Program in order to meet 

GPRA measures:
• Quality
• Relevance
• Usefulness

• All must be mentioned at least once.
• Projects DO NOT report data on the Program Measures.
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Project Performance Measures

Project Measures
• What you said you would do in your application or subsequent 

approved revisions 
• Some are measures of process or outputs (e.g., number of 

workshops, number of attendees).
• Some are measures of outcomes (e.g. number of attendees with 

increased knowledge).
• Must be clear and measureable
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Project Measure Alignment

• At least one Project Measure must be aligned with each Program 
Measure. 

• Examples are available at
• http://www.parentcenterhub.org/wp-content/uploads/2016/01/QRU-

Measures-for-Annual-Reports-1-12-16.docx



OFFICE OF SPECIAL EDUCATION PROGRAMS
OFFICE OF SPECIAL EDUCATION AND REHABILITATIVE SERVICESOSEP16

The Basics on Data

Do you have numbers?

Do you know how to collect data?

Are you collecting it?

How do you report it?

How do you use data you already have? (e.g. surveys, 
evaluation, and demographic data)
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Reporting Data

Be as specific as possible about what you are counting 
(e.g., individual parents or families; all attendees or parent 
attendees; contacts or individuals served).

Specify the source of your data (e.g., surveys, sign-in sheets, 
contact logs).

 If you are counting individuals, specify if the number is 
duplicative (i.e., you count each time a person calls as a 
separate contact).
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Part 3: Cover Sheet
Outcomes:
Grantees will have a greater understanding of what is expected of 
them in the annual reports.

Grantees will feel more confident in completing and submitting their 
annual reports.
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Cover Sheet – Top
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Cover Sheet – Middle (No Rate)
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Cover Sheet – Middle (negotiated rate)
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Cover Sheet – Middle (de minimus)
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Cover Sheet – Human Subject & Data 
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Cover Sheet - Signature
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Section 4: Executive Summary
Outcomes:
Grantees will have a greater understanding of what is expected of 
them in the annual reports.

Grantees will feel more confident in completing and submitting their 
annual reports.
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Sample Executive Summary
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Sample Executive Summary - Objectives
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Part 5: Section A
Outcomes:
Grantees will have a greater understanding of what is expected of 
them in the annual reports.

Grantees will feel more confident in completing and submitting their 
annual reports.
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Blank Status Chart
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Status Chart - Targets

Target and Actual Performance Data
• Provide the target you established for meeting each 

performance measure 
• Provide actual performance data demonstrating progress 

towards meeting or exceeding this target
• Only quantitative (numeric) data should be entered in the 

Target and Actual Performance Data boxes.  
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Status Chart - Data

The Target and Actual Performance Data boxes are each 
divided into three columns:
• Raw Number
• Ratio
• Percentage (%)
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Status Chart – Raw Number

Use when performance measures are stated in terms of a 
single number (e.g., the number of workshops that will be 
conducted or the number of students that will be served).

Please leave the Ratio and Percentage (%) columns blank.
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Status Chart – Ratios and Percentages

Use when performance measures are stated in terms of a 
percentage (e.g., percentage of materials deemed to be of 
high quality).

Complete both the Ratio column and the Percentage (%) 
column.  

Please leave the Raw Number column blank.  
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Status Chart – Ratios

 In the Ratio column (e.g., 99/100):
• the numerator represents the numerical target or actual 

performance data  (e.g., the number of materials deemed to 
be of high quality) 

• the denominator represents the universe (e.g., all products 
produced or reviewed)

• Please enter the corresponding percentage (e.g., 99%) in the 
Percentage (%) column.
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Status Chart – Reminders for grants in their first budget period

 If baseline data for a performance measure were not 
included in your approved application and targets were not 
set for the first budget period, then enter either the number 
999 under the Raw Number column or the ratio 999/999 
under the Ratio column of the Target box, depending on 
how your data will be reported in the future.  
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Status Chart  - Output Project Measures
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Status Chart  - Outcome Project Measures
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Status Chart  - Program-aligned Project Measures
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Status Chart Narrative

Briefly provide notes on the data and their collection and 
analysis.

Examples from previous slides include:
• 1.a. These data are duplicative count.
• 1.b. We held 8 Zoom meetings, 4 of which for Spanish-speaking 

youth. Between 6 and 11 youth attended each training. The data 
are duplicative count.

• 3.b. Data collected through survey given immediately following the 
individual assistance. The data may be duplicative counts of 
individuals served.
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Part 6: Section B
Outcomes:
Grantees will have a greater understanding of what is expected of 
them in the annual reports.

Grantees will feel more confident in completing and submitting their 
annual reports.
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Budget Changes

Describe budget, costs, and use of funds. 

When there has been a change in your budget
• Indicate the changes by stating moving funds among lines; and
• Include date of approval by project officer, if required.
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Budget Information 
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Part 7: Section C
Outcomes:
Grantees will have a greater understanding of what is expected of 
them in the annual reports.

Grantees will feel more confident in completing and submitting their 
annual reports.
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Section C – Other Information

All reports must contain information about organization 
eligibility.
(Information on Board membership showing representativeness of the 
community/ region/ state served and majority being parents of 
children with disabilities under age 26)

Briefly describe the COVID-19 pandemic’s impact on your 
project’s management, budget, and activities.

Use this section to add status Chart narrative notes that 
exceed character limits. Remember to label the note clearly 
with the measure number and letter. 
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Section C – Example

4
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Part 8: New in 2022
Outcomes:
Grantees will have a greater understanding of what is expected of 
them in the annual reports.

Grantees will feel more confident in completing and submitting their 
annual reports.
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CPRC Cover Sheet – Top
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Timelines

Work with your Project Officer to approve drafts by March.
• Drafts should be Word documents.

Submit Annual Performance Report to G5 by Date in Dear 
Larry Letter (usually first Friday in May).
• Remember extensions by OSEP approval only.
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Thank you for all you do for children 
and families!
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