USDA

Overview of Reporting and Evaluation for Farm to School Grantees

USDA Reporting Overview

Farm to School grantees are expected to submit financial and programmatic progress reports throughout the grant
period. The following document outlines the key components of grant project reporting and evaluation. These reports
are intended to:

1. Assist the government in monitoring grantee performance;

Determine the overall impact of Grant-related activities;

3. Provide semi-annual updates to Grants Officers and Program Officers to ensure that project objectives,
activities, and deliverables are being met;

4. Share project management and staffing updates; and

5. Gather information pertaining to the overall structure and impact of the USDA Farm to School Grant Program.
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Reporting Details

Financial Reports

Financial reports are due 30 days from the end of each fiscal quarter (Q1, Q2, Q3, & Q4) via FPRS (Food Program
Reporting System). A reminder email is sent at the first day of the following period. A final financial report also must be
submitted within 90 days of the close of the grant. This is a required Office of Management and Budget (OMB) financial
reporting form to track the status of financial data tied to a particular Federal grant award.

Baseline Report

A Baseline Report is distributed to grantees at the beginning of your grant and should be completed and returned before
the end of the first quarter of your grant. FNS will provide a submission date at the time the report is distributed. This
report collects information on the initial activities related to your farm to school activities.

Progress Reports

Progress reports are due semi-annually within 30 days of the end of Q2 (January 1 — March 31) & the end of Q4 (July 1 -
September 30). These reports will focus training and technical assistance needs, describe changes to the project
management, and explain recent project achievements, challenges, and lessons learned.

Final Report
A Final report is due within 90 days of the close of the final fiscal quarter of the grant. A reminder email is sent at the
first day of the following period. This report collects the final activities related to the farm to school project.

When submitting final reports, OCFS requests that any materials created through the grant, including fact sheets, event
photos, training materials, action plans, or PDFs of presentations, are submitted either via email directly to the assigned
Regional Lead and Grant Specialist.

Reporting Periods
The Farm to School Grant Program operates on a Federal fiscal year calendar. The United States federal government's
fiscal year is the 12-month period beginning October 1 and ending September 30 the following year.
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The United States government fiscal year:

e 1stquarter (Ql): October 1— December 31
e 2" quarter (Q2): January 1 — March 31

e 3 quarter (Q3): April 1 —June 30

e 4™ quarter (Q4): July 1 —September 30

All financial, progress, and final reports align with Federal fiscal quarters.
Timeline of Reporting

The table below shows the timeline in which reports are due. If the grant receives a No-Cost Extension, and/or is a two-
year grant, the quarterly financial reports and semi-annual progress reports are still required until the end of the grant

period.

Grant Time Line Financial Semi-Annual Final
(by Fiscal Year) Progress
First Month Not Required Not Required Not Required
End of Q4 Required Required Not Required
End of Q1 Required Not Required Not Required
End of Q2 Required Required Not Required
End of Q3 Required Not Required Not Required
End of Project Required Not Required Required

Additional Resources
Additional training materials, FAQs, and resources can be found at https://www.fns.usda.gov/farmtoschool/resources-
current-grantees.
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