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Completing an SF-425 Financial Report Using FPRS 

Instructions 
These instructions will guide Farm to School grantees through submitting their quarterly financial 
reports (SF-425) via the Food Programs Reporting System (FPRS). 

1. To access the financial report that is due for submission, login to FPRS and scroll down the
page until you see a “Submissions due” or “Submissions about to become due” section. If
you are up to date on your reporting, then you will see one link. If you are behind in
reporting, then you will see a link for each report that is overdue; in this instance, start at the
bottom and work your way up the list.
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2. Complete the report, using the field descriptions as follows. 

8. Project/Grant Period, From and To: This is your grant’s period of performance, which 
can be found on the FNS-529 Grant Award document in boxes 20 and 21. These dates 
remain the same for every quarterly report. Do not enter the quarter for which you are 
reporting. The quarterly reports are cumulative.  

Complete Federal Expenditures and Unobligated Balance section. 

10d. Total Federal Funds Authorized: This can be found in box 11 on the FNS-529. You 
should enter the same amount for this field every time you submit a financial report. 

10e. Federal share of expenditures: This amount should correspond to your ASAP 
withdrawals for the quarter.  

10f. Federal share of unliquidated obligations: These are promises to pay, or in other 
words, expenses you have incurred during the reporting period, but have not yet drawn 
down the funds from your ASAP account to pay them. You have obligated those funds but 
have not yet liquidated them. For example, you have a signed purchase order for supplies 
on March 2 (Q2), and the supplies will be delivered in July (Q4). You will obligate the 
expenses in Q2. You will pay for them (liquidate) upon delivery in Q4. You will report those 
liquidations in Q4.  

10g. Total Federal share (sum of line e and f): Enter the sum of lines 10e and 10f. 

10h. Unobligated balance of Federal funds: Enter the amount of line 10d minus line 10g. 

Complete Recipient Share section. 

10i. Total recipient share required: This is your match, which can be found in box 16 of 
your FNS 529. 

10j. Recipient share of expenditures: This amount should reflect how much of your match 
you have used. This is a cumulative amount. 

10k. Remaining recipient share to be provided: Enter the amount of line 10i minus line 
10j. If recipient share in line 10j is greater than the required match amount in line 10i, enter 
zero. 

 



 
 

3 
 

 

3. If applicable, complete the Indirect Expense section. 

11a. Type of Rate(s): State whether indirect cost rate(s) is Provisional, Predetermined, 
Final, or Fixed. 

11b. Rate: Enter indirect cost rate(s) in effect during the reporting period. 

11c. Period From and To: Enter the beginning and ending effective dates for rate(s). 

11d. Base: Enter amount of base against which the indirect rate(s) was applied. 

11e. Amount charged: Enter the amount of indirect costs charged during the time period 
specified.  (Multiply 11b. x 11d.) 

11f. Federal share: Enter the Federal share of the amount in 11e. 

11g. Totals: Enter the totals for columns 11d, 11e, and 11f. 
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4. Make sure you click on the correct buttons as you complete the report. 

• Clicking “Analyze” will produce an analysis spreadsheet. This option is not required for 
submitting a financial report. 

• Clicking “Save” will save your entries as a work-in-progress to be completed or certified 
later. 

• Clicking “Edit Check” will run the Edit Check function which will identify errors or warnings 
for the user to address.  

• Click “Certify” after you have ensured there no errors.  Your report will move to the Grant 
Officer’s queue to review and post as an official submission. 

• Clicking “Quit” will exit without saving and return you to the Search page. 

If this is your first time submitting a report, we recommend saving it, and then running an edit 
check. If there are no errors or warnings, click “Certify” so it will move to your Grant Officer’s queue 
to review and post in FPRS as an official submission. 

 

USDA is Here to Help! 
• For questions on completing your financial reports, contact your assigned Grant Officer.  

• Visit this page for more information on FPRS Assistance for Grantees. 

https://www.fns.usda.gov/f2s/grant/current-grantees/fprs
https://www.fns.usda.gov/f2s/grant/current-grantees/fprs
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