Quarterly Report/Budget Report Requirements
Quarterly reports shall be submitted on a calendar quarterly basis. Reports must be received by ADEQ no later than 30 calendar days after the close of the quarter.
The narrative progress report shall be in electronic format, unless requesting reimbursement, in which case a hard copy of the report must be submitted as well.

Reporting Schedule is as follows:

July – September

October – November

January – March

April – June

All quarterly reports and/or payment requests shall include, but are not limited to:

1) Narrative progress report:
1) Adequately discuss progress in completing the approved Project Milestones.
1) Discuss any delays or problems (if any) in preventing expeditious completion of the project, and describe the corrective measures that are planned.
1) Segregate activities that were accomplished with ADEQ funds from activities accomplished from matching funds.
Please include if applicable:
· Before and after photographs of the project site.

· Copies of collateral or promotional materials produced for the project, including publications, brochures, videos or other public educational materials.
· Copies of all articles written about the grant project.
	Provide progress report (expand box as needed)



2) Monitoring Reports:

2) Discuss projects level of completion in reaching load reduction milestones.
2) Data and interpretation:
· What parameters or measurements are showing impacts? (Elevated, too low, etc).

· What sites are showing impacts?

· What does the reference site, or the upstream site data tell us about the parameters of concern? 

· What adjustments need to be made to the monitoring?
2) What data is being collected to do load reduction estimations?
	Provide monitoring report (expand box as needed)




3) Education Evaluations:
3) What kind of feedback has been received from participants involved in the project?
3) What is the feedback telling you?
3) How will you use this information to become more effective?
3) What is your next step in determining education effectiveness?
	Provide education evaluation (expand box as needed)




4) Public Involvement:

4) Describe community involvement accomplishments during the reporting period.
· What were the specific strategies used to work with/interact with or involve the community?
· What was implemented and what was not implemented?
· What were the barriers encountered during implementation?
· What evolved out of working with the communities?
· What are the essential elements for maintaining a high level of commitment and activity within the community?
	Provide public involvement description (expand box as needed)




5) Budget:
a) The Budget must track the approved budget and report the budget expenditures (grant expenditures and match expenditures) for the current period and cumulatively.
· Attach updated “Budget” spreadsheet. This was supplied to you within your awarded grant packet. 
· Attach updated “Work Plan, Steps, and Milestones” spreadsheet. This was supplied to you within your awarded grant packet. 
6) Request for Reimbursement (as applicable):

· Attach signed “Request for Reimbursement Form”. This was supplied to you within your awarded grant packet. 
Requests for reimbursement can be made at any time during the course of the grant. Reimbursements will only be made if quarterly status reports are up-to-date. A complete request for reimbursement should include the following:

· A narrative progress report.
· An updated budget sheet itemizing all current and cumulative costs.
· An updated “Work Plan, Steps, and Milestones” spreadsheet.

· An original signed copy of the “Request for Reimbursement Form”.
