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UNITED STATES DEPARTMENT OF EDUCATION 

             
             OFFICE OF SPECIAL EDUCATION AND REHABILITATIVE SERVICES 

 

February 1, 2019 

Dear Colleague: 
 
In accordance with the Education Department General Administrative Regulations (EDGAR), 34 
CFR 75.253, recipients of multi-year discretionary grants must submit an annual performance report 
demonstrating substantial progress towards meeting project objectives.  In addition, the U.S. De-
partment of Education (ED) requires discretionary grantees to report on their progress towards meet-
ing the performance measures established for each program within the Office of Special Education 
Programs (OSEP). Parent Training and Information Program grantees (which include Parent 
Training and Information Centers, Community Parent Resource Centers, and Parent Tech-
nical Assistance Centers), must submit an annual performance report to ED by May 3, 2019.  For 
grantees who will submit a final performance report prior to September 30, 2019, you are not re-
quired to submit an annual performance report by May 3, 2019.   
 
ED requires that grantees use the ED 524B form when submitting their annual performance report.  
Please read the instructions and forms for the ED 524B carefully before completing and submitting 
your annual performance report.  If you have any questions about completing the forms, please con-
tact your OSEP Project Officer.  If you would like to learn more about performance measurement, 
OSEP provides a webinar and PowerPoint presentation on this topic at: 
https://www.parentcenterhub.org/continuation-report-webinar/. The OSEP-funded Center to Improve 
Program and Project Performance (CIPP) developed the “Grantee Guide to Project Performance 
Measurement” to help projects develop high-quality project performance measures.  The guide out-
lines a five-step process for developing measures and includes templates to assist projects at each 
step of development.  
 

The ED 524B Form 
The ED 524B consists of five sections.  You must report all requested information in the appropriate 
section, according to the attached instructions for Grant Performance Report (ED 524B). Below are 
some clarifications of or additions to those instructions to enhance consistency of reporting across all 
OSEP grants.   
 
Cover Sheet 

• For grantees in their second or later budget period, the reporting period [see item 7 of the ED 
524B Cover Sheet] is from March 1, 2018 through February 28, 2019. 

• For those grantees in their first budget period, please read carefully the special instruc-
tions (included in the instructions for Section A of the Project Status Chart) regarding collect-
ing and reporting baseline data for performance measures and establishing and reporting on 
targets for meeting the performance measures.  The reporting period [see item 7 of the ED 
524B Cover Sheet] is from October 1, 2018 through February 28, 2019. 

• Your business office must complete all financial data, including budget expenditure data and 
indirect cost information.  Please forward the 524B instructions to that office and allow suffi-
cient time for them to provide you with the financial information.  
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• Item 9 asks for information about indirect cost rates. Additional information and examples 
for training grants or grants under restricted rate programs is available at 
https://www2.ed.gov/fund/grant/apply/appforms/appforms.html. Contact your project of-
ficer for additional information. 

• Item 11 is new. It asks that a statement be included in the report to affirm awareness of 
federal and state data security and student privacy regulation. Also please include a link to 
your fiscal agent’s policies on data privacy and personally identifiable information; and 
(c) check “Yes” to indicate adherence to the policies outlined. Contact your project officer 
if you have any questions. 

• In item 12a of the ED 524B Cover Sheet, you must indicate whether complete data on per-
formance measures for the current budget period is included with your performance re-
port.  Because your annual performance report is due before your project is com-
plete, please check “No.” 

• In item 12b, please indicate when the complete data (Final Report) will be available and 
submitted to ED, through your Project Officer (i.e., the date should be 90 calendar days 
following the end of the project performance period). 

 
Executive Summary 

• The Executive Summary is a narrative summary of the project’s accomplishments during 
the performance period.  Please do not submit your project abstract in this section. 

 
Project Status Chart 

• In Section A of the Project Status Chart, you are asked to report the progress made to-
wards meeting your approved project objectives in your grant application.  Under each ob-
jective, you should report performance measures, which are to be categorized as either 
PROGRAM or PROJECT performance measures.   

o OSEP PROGRAM performance measures are the Government Performance and 
Results Act (GPRA) program measures (listed below).   

o PROJECT performance measures are specific to your grant and show the progress 
that you are making towards meeting the project objectives.  For specific guidance 
on how to write and report data on your program and project measures, please con-
tact your Regional Parent Technical Assistance Center.  You can also listen to a 
recording of the OSEP webinar on performance measures at the following link:  
http://www.parentcenterhub.org/repository/continuation-report-webinar/.   

• When reporting on quantitative performance measures, you are required to report on the 
targets (e.g., benchmarks or goals) that you established for each reporting period, as well 
as your actual performance data for that same period.  If you have not established targets, 
please consult with your Project Officer. 

 
The OSEP PROGRAM performance measures for the Parent Training and Information 
Program are:   
 

° Program Performance Measure #1:  The percentage of materials used by projects 
that are deemed to be of high quality. 

° Program Performance Measure #2:  The percentage of products and services 
deemed to be of high relevance to educational and early intervention policy and prac-
tice. 

° Program Performance Measure #3:  The percentage of all products and services 
deemed to be useful by target audiences to improve educational or early intervention 
policy or practice. 

https://www2.ed.gov/fund/grant/apply/appforms/appforms.html
http://www.parentcenterhub.org/repository/continuation-report-webinar/


  

 
Sections B and C 

• See ED 524B instructions. 
• In Section C of the report, please provide a list of the current members of your Board 

of Directors, including identifying which members are parents of children with disabili-
ties and the members who hold an office on the Board.  An example of the information 
you should provide about your Board members is in the webinar referenced above.  You 
can also use Section C to provide additional information relevant to your annual report.   

 
Submission 

• The Parent Training and Information Program participates in ED’s electronic perfor-
mance reporting initiative.  As the system is web-based and does not require a specific op-
erating system, annual performance reports (ED 524B) are expected to be completed and 
submitted through the G5 system, available at: http://www.g5.gov/.  Please see the en-
closed “Using the ED 524B and Participating with G5” for information on getting start-
ed with your annual grant performance report.   

• Attach a pdf copy of the signed ED 524B Grant Performance Report Cover Sheet to your 
annual performance report in G5. 

• Annual performance reports are required to be submitted via G5.   
• Please contact your OSEP Project Officer if you have any questions regarding the prepara-

tion and submission of your annual performance report or the requirements listed in the 
ED 524B form. 
 

Continuation Awards 
Continuation awards for multi-year projects are subject to the requirements in 34 CFR 75.253 of 
EDGAR.  Section 34 CFR 75.253(a)(2) of EDGAR requires that in order to make a continuation 
award, the Department must determine that the grantee either (i) has made substantial progress in 
meeting the objectives of its approved application or (ii) has obtained OSEP’s approval for 
changes in the project that do not increase the cost of the grant and enable the grantee to make 
substantial progress in the succeeding budget period.  OSEP reviews data at least quarterly to de-
termine if the grantee’s rate of cash draws is consistent with the expected expenditure pattern for a 
project’s approved scope of work and project milestones.  The Department will apply particu-
lar scrutiny to those grantees with large available balances in their accounts, request addi-
tional budget information, and will take that into account in making continuation award 
decisions in FY 2019, consistent with the EDGAR provisions. Grantees with > 70% of their 
annual grant funds available with fewer than 90 days remaining in their annual budget pe-
riod, who do not provide sufficient documentation and acceptable plans to address the large 
available balance, may have continuation awards reduced or have more stringent reporting 
requirements or both. 
 
If you expect to have any unexpended funds at the end of the current budget period, please ex-
plain why, provide an estimate, provide details for any encumbered funds, and indicate how you 
plan to use the unexpended funds (carryover) in the next budget period to fulfill the approved pro-
ject’s objectives. Provide an explanation if you did not expend funds at the expected rate during 
the reporting period. Please see the Instructions for Section B – Budget Information in this 
document. 

 
Peer Reviewers for Grant Competitions 

Having high-quality reviewers for OSEP’s grant competitions is critical to the process of award-
ing grants to the most qualified applicants. We urge you to accept this opportunity if you are 

http://www.g5.gov/


  

asked to participate on a peer review panel. While the monetary reward is not substantial, the ex-
perience is valuable and a vital public service to the field. Please find time to provide this im-
portant service as current grantees make excellent reviewers who are well versed in what it takes 
to apply for and administer an OSEP grant. Contact your Project Officer for further information.    

 
 
Sincerely,  
 

 
 
Lawrence J. Wexler, Ed.D. 
Director  
Research to Practice Division 
Office of Special Education Programs 
 
Enclosures: Instructions for Submitting in G5 

ED 524B Instructions  
ED 524B Form 



  

Using the ED 524B and Participating with G5 

G5 allows grantees to electronically complete their annual grant performance reports (ED 524B), 
attach related narratives, and submit their reports via the Internet.  Please note that the ED 524B 
was specifically designed to facilitate electronic submission of data; for example, text blocks, 
which are limited on the paper form, are expandable in G5.  As the system is web-based and does 
not require a specific operating system, all grantees are expected to submit their annual perfor-
mance reports via G5.   

Note:  Annual and Final Performance Reports are required to be submitted via G5.  Contact 
your Project Officer if you need more information.  

The following steps outline how to electronically complete the Grant Performance Report Cover 
Sheet (ED 524B), upload related narratives, and submit the report via the Internet:   

• Access G5 by using the following website: http://www.g5.gov/. 
• Login to G5 to access the grant performance report function: 

° If you already have an Email ID and Password for G5, use them to login. 
° If this is the first time accessing G5, click on the “Sign Up” button below the login 

to establish an Email ID and Password.  Please note that registering with G5 is a 
three step process: 1) Requesting an Account, 2) Activating Your Account, and 3) 
Identifying Yourself as a Project Director. 
 If you are the Project Director, you will need to add your name and grantee 

DUNS number as they appear on your last Grant Award Notification 
(GAN).  If your name does not appear as the Project Director on your last 
GAN, you will need to contact your Project Officer before proceeding.  
The telephone number for that person is included in Block 3 of your last 
GAN. 

° If you have forgotten your Email ID and/or Password, click on the appropriate but-
ton, either “Forgot Email ID” or “Forgot Password” and follow the on-screen in-
structions. 

• After logging in, hover over “Grant Maintenance” (drop down menu displays).  Then, 
hover over “Performance Reports” (another drop down menu displays), and click on 
“Package Submission.”  Select the award for which you wish to complete a performance 
package and then click “Continue.” 

° You must select the performance report package you wish to complete and click 
“Initiate.”  Please note that after the package has been initiated successfully, it will 
appear under “My Performance Reports.” 

° In order to begin filling out the forms, select a form and click “Edit Form.”  Please 
note that you will want to continually save your work while completing the indi-
vidual forms by clicking on the “Save” button at the bottom of the screen, as G5 
times out after 20 minutes. 

• Once you are ready to submit, click “Continue” followed by the “Submit” button to final-
ize your report submission. 

• After submission of your report, you must print a copy of the completed Grant Perfor-
mance Report Cover Sheet (ED 524B), sign the form and attach a pdf copy of the signed 
ED 524B Grant Performance Report Cover Sheet to your annual performance report in 
G5.   

http://www.g5.gov/


  

If you have any problems while processing your grant performance report through G5, a G5 Help 
Desk staff member is available to assist you.  The Help Desk can be reached by calling the fol-
lowing toll-free number: 1-888-336-8930 (TTY: 1-800-877-8339; Local: 202-401-6238).  Hours 
of operation:  8:00 a.m. – 6:00 p.m. EST, Monday - Friday. 



  

 
INSTRUCTIONS FOR GRANT PERFORMANCE REPORT (ED 524B) 

 
PURPOSE 
 
Recipients of multi-year discretionary grants must submit an annual performance report for each year funding has been approved in order 
to receive a continuation award. The annual performance report should demonstrate whether substantial progress has been made toward 
meeting the project objectives and the program performance measures.  The information described in these instructions will provide the 
U.S. Department of Education (ED) with the information needed to determine whether recipients have demonstrated substantial progress.  
ED program offices may also require recipients of “forward funded” grants that are awarded funds for their entire multi-year project up-
front in a single grant award to submit the Grant Performance Report (ED 524B) on an annual basis.  In addition, ED program offices may 
also require recipients to use the ED 524B to submit their final performance reports.  Project performance and budget expenditure report-
ing requirements are found in 34 CFR, 75.118 of the Education Department General Administrative Regulations (EDGAR)and 2 CFR 
200.327 and 200.328 of the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uni-
form Guidance).   
 
 

GENERAL INSTRUCTIONS  
 

• Please read the attached “Dear Colleague Letter” from your program office carefully.  It contains specific instructions for com-
pleting the ED 524B for your program.  

 
• You must submit the ED 524B Cover Sheet, Executive Summary, and Project Status Chart.  You may reference sections and 

page numbers of your approved application rather than repeating information. 
 

• Please follow the appropriate instructions depending on whether you are submitting an annual performance report or a final per-
formance report. 

 
• If you are submitting a paper copy of the ED 524B, please submit one original and one copy.  ED program offices will notify 

grant recipients of the due date for submission of annual performance reports; however, general guidelines are provided below in 
the instructions for ED 524B Cover Sheet, item 7. Reporting Period.  Final performance reports are due 90 days after the expira-
tion of the grant’s project period (performance period).   
 
Note:  For the purposes of this report, the term “project period” is used interchangeably with the term “performance period,” 
which is found on the Grant Award Notification (GAN).  

 
• Many programs provide grantees with the option of completing and submitting the ED 524B online through e-Reports.   Please 

follow instructions from your program office regarding the use of e-Reports for submitting your ED 524B. 
 

• For those programs that operate under statutes or regulations that require additional or different reporting for performance or 
monitoring purposes, ED program offices will inform you when this additional or different reporting should be made. 

 
 
INSTRUCTIONS FOR THE ED 524B COVER SHEET    
    
Complete the ED 524B Cover Sheet with the appropriate information.  Instructions for items 1, 3 and 4 are included on the ED 524B 
Cover Sheet.  Instructions for items 2 and 5 and items 6 through 12 are included in this instruction sheet.   

 
2.   Grantee NCES ID Number  

 
-- Annual and Final Performance Reports: 
Please enter the current National Center for Education Statistics (NCES) ID number of the grantee.  Grantees that are State Educa-
tional Agencies (SEA) should enter their state's FIPS (Federal Information Processing Standards) code in item 2.   Item 2 only applies 
to grantees that are Institutions of Higher Education (IHE), SEAs, Local Educational Agencies (LEA), public libraries, and public, 
charter, and private elementary or secondary schools.  Leave blank, if this item is not applicable.    
 
Please go to the applicable website listed below to obtain the grantee’s NCES ID number or FIPS code.  Depending on your organiza-
tion type, this number will range from 2 to 12 numeric digits. 
 
 



  

 
•   IHEs (IPEDS ID); Public Libraries (Library ID); and Public, Charter and Private Schools (NCES School ID):  

http://nces.ed.gov/globallocator 
• LEAs (NCES District ID):  http://nces.ed.gov/ccd/districtsearch/ 
• SEAs (FIPS code):  To obtain your state's FIPS code, please search on any public school district in your state at:  

http://nces.ed.gov/ccd/districtsearch/.  The FIPS code is the first two digits of the NCES District ID number for any public 
school district in a state.   

 
Note:  Newly established organizations that do not have an NCES ID number yet should leave item 2 blank.   However, once the or-
ganization's NCES ID number has been established, it must be entered on all future submissions of the ED 524B. 

 
5.   Grantee Address  
 

Instructions for Submitting Address Changes 
  -- Annual and Final Performance Reports:  

 
  If the address that is listed in Block 1 of your GAN has changed and you are submitting a paper copy of the  
  ED 524B, either submit the new address in Section C (Additional Information) of the Project Status Chart or 
  submit the change through e-Administration (annual  performance reports only), the administrative action 
  function of e-Grants.   
 
  If you are submitting the ED 524B electronically through e-Reports, you may update your address in e-Reports.  
 

6.   Project Director  
 

       -- Annual and Final Performance Reports: 
  

Please enter the name, title, phone number, fax number and email address of your approved Project Director listed in Block 3 of your 
GAN.  These fields are pre-populated and updatable in the e-Reports system.  Please note, however, that changing the approved Pro-
ject Director requires prior approval from ED and may only be requested for a grant whose performance period has not ended.  See 
instructions under Section C (Additional Information) of the Project Status Chart for requesting a change to the Project Director with 
the ED 524B.  You may also submit a request for a change in your Project Director through e-Administration. 
 

7.  Reporting Period Information 
-- Annual Performance Reports: 
 
Due Date:  Annual performance reports are typically due seven to ten months after the start of the grant’s current budget period.   
Please follow instructions from your program office regarding the specific due date of the annual performance report for your grant. 
 

The reporting period for the annual performance report is from the start of the current budget period through 30 days before the due date 
of the report.  The start date for your current budget period may be found in Block 6 of the GAN.  Please note, however, that complete 
data on performance measures for the current budget period must be submitted to ED, either with this report or as soon as they are availa-
ble, but no later than the final due date specified by your ED program office.  Please see instructions for items 11a. and 11b. of the ED 
524B Cover Sheet and Section A (Project Objectives Information and Related Performance Measures Data) of the Project Status Chart for 
specific reporting requirements for performance measures data.  
 

-- Final Performance Reports:  
 

Due Date:  Final performance reports are due 90 days after the expiration of the grant’s project period.  If you receive a no-cost time 
extension from ED for this grant, the final performance report is due 90 days after the revised project period end date.  Program offic-
es may also request an annual performance report that covers the original final budget period from grantees that receive no-cost time 
extensions.    
 
Please enter the start and end date for the final budget period of your grant from Block 6 of the GAN.  The reporting period for your 
final performance report covers the entire final budget period of the project, except for the information in the Executive Summary and 
Section C (Additional Information) of the Project Status Chart, which covers the entire project period (performance period) of the 
project. 
 

8.  Budget Expenditures  [Also see Section B (Budget Information) of the Project Status Chart] 
 

The budget expenditure information requested in items 8a. – 8c. must be completed by your Business Office.    

http://nces.ed.gov/globallocator
http://nces.ed.gov/ccd/districtsearch/
http://nces.ed.gov/ccd/districtsearch/


  

 
Note:    
Budget Expenditures:  For the purposes of this report, the term budget expenditures means allowable grant obligations in-
curred during the periods specified below.   (See EDGAR, 34 CFR 75.703; 75.707; and, 2 CFR 200.34 as applicable.)   
 
For budget expenditures made with Federal grant funds, you must provide an explanation in Section B  (Budget Information) 
of the Project Status Chart, if you have not drawn down funds from ED’s G5 System to pay for these budget expenditures.    
 
Non-Federal Funds (Match/Cost Share): If you are required to provide non-Federal funds or resources for this grant because 
the funding program has a statutory (legislative) matching or cost sharing requirement or you voluntarily committed to 
providing non-Federal funds or resources in your approved grant application, you must complete the “Non-Federal Funds 
(Match/Cost Share)” column in items 8a. – 8c., as applicable.   (You are encouraged to review the following information re-
garding allowable cost sharing/matching contributions: the funding program’s statute and regulations (if any), 2 CFR 
200.306, and other applicable requirements found in 2 CFR part 200, Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards at:  eCFR — Code of Federal Regulations. 
 
--Annual Performance Reports: 
 
• Report your actual budget expenditures for the entire previous budget period in item 8a.   Please separate expenditures into Fed-

eral grant funds and non-Federal funds (match/cost-share) expended for the project during the entire previous budget period.    
 
Note:  If you are reporting on the first budget period of the project, leave item 8a. blank.  

 
• Report your actual budget expenditures for the current budget period to date (i.e., through 30 days before the due date of this re-

port) in item 8b.  Please separate expenditures into Federal grant funds and non-Federal funds (match/cost-share) expended for 
the project during the current budget period to date.   

 
--Final Performance Reports:  
 
• Report your actual budget expenditures for the entire previous budget period in item 8a.   Please separate expenditures into Fed-

eral grant funds and non-Federal funds (match/cost-share) expended for the project during the entire previous budget period.    
 

• Report your actual budget expenditures for the entire final budget period in item 8b.  Please separate expenditures into Federal 
grant funds and non-Federal funds (match/cost-share) expended for the project during the entire final budget period.  

 
• Report your actual budget expenditures for the entire project period (performance period) in item 8c.  Please separate expendi-

tures into Federal grant funds and non-Federal funds (match/cost-share) expended for the project during the entire project period.   
Your project period (performance period) start and end dates are found in Block 6 of the GAN. 

 
 9.  Indirect Cost Information   
 

 The indirect cost information requested in Items 9a. – 9e. must be completed by your Business Office. 
 

--Annual and Final Performance Reports: 
 
• Item 9a -- Please check “yes” or “no” to indicate whether or not you are claiming indirect costs under this grant.    
• If you checked “yes” in item 9a, please select and complete the following items that are applicable to your grant: 
• Item 9b, please indicate whether or not your organization has an Indirect Cost Rate Agreement that was approved by the Federal 

government. Please indicate the beginning and ending dates covered by the Indirect Cost Rate Agreement.  In addition, please 
indicate whether ED or another Federal agency (Other) issued the approved agreement.  If you check “Other,” please specify the 
name of the Federal agency that issued the approved agreement. Provide the actual indirect cost rate.  For final performance re-
ports only, check the appropriate box to indicate the type of indirect cost rate that you have – Provisional, Final, or Other.  If you 
check “Other,” please specify the type of indirect cost rate. If you are claiming indirect cost under a training grant using the rate 
specified in item 9(b), you must also complete item 9(e). See the instructions for completing 9(e). 

• Item 9c, If you use the de minimis rate, you are subject to the provisions in 2 CFR § 200.414(f). Note: You may only use the 10 
percent de minimis rate if you are a first-time Federal grant recipient, and you do not have an approved Indirect Cost Rate 
Agreement.  You may not use the de minimis rate if you are a State, Local government, or Indian Tribe, or if your grant is fund-
ed under a training rate or restricted rate program.     

• Item 9d. Please indicate whether you are using a restricted indirect cost rate that is included on your approved Indirect Cost Rate 
Agreement or whether you are using a restricted indirect cost rate that complies with 34 CFR 76.564(c)(2).  Note:  State or Local 
government agencies may not use the provision for a restricted indirect cost rate specified in EDGAR, 34 CFR 76.564(c) (2).  
Check only one response.   

http://www.ecfr.gov/cgi-bin/text-idx?SID=704835d27377ef5213a51c149de40cab&node=2:1.1.2.2.1&rgn=div5


  

 
• Item 9e Please indicate whether you are using 8 percent of MTDC in compliance with 34 CFR 75.562(c)(2), or your negotiated 

rate in your approved Indirect Cost Rate Agreement. Note: ED regulations limit the recovery of indirect costs under training 
grants to the grantee’s actual indirect costs, as determined by its negotiated rate agreement, or 8 percent of a MTDC, whichever 
is lower (34 CFR 75.562(e)(4).  Check only one response.  

 
10.  Human Subjects (Annual Institutional Review Board (IRB) Certification) 
 

--Annual Performance Reports Only: 
 
Annual IRB certification is required if Attachment HS1, Continuing IRB Reviews, was attached to the GAN. 
Check "yes" if annual IRB certification is required and attached to the ED 524B as instructed in Attachment HS1.  Check "no" if an-
nual IRB Certification is required by Attachment HS1, but is not attached to the ED 524B. Please indicate the reason why the IRB 
certification is not attached (e.g., the research has been completed) under Section C (Additional Information) of the Project Status 
Chart.  Check "N/A" if annual IRB certification does not apply to your grant (i.e., no human subjects research is being conducted un-
der this grant or Attachment HSI was not attached to the GAN.)  
 

11.  Data Privacy and Security Measures Certification  
 
-- Annual and Final Performance Reports: 
 
You must check “yes” to indicate that a statement is included in the report to affirm that you are aware of, and in compliance with, all 
Federal and State laws and regulations regarding system security and the protection of personally identifiable information, supported 
by a summary of policies and procedures that are in place to ensure compliance, and related attachments. 

 
12.  Performance Measures Status   

 
--Annual Performance Reports: 
 
Please check “yes” or “no” in item 12a. to indicate whether complete data (i.e., all of the data that you anticipate will be collected) on 
performance measures for the current budget period are included in this report in Section A of the Project Status Chart.  If no, please 
indicate in item 12b. the date when the information will be available and submitted to ED.  Complete data must be submitted for any 
performance measures established by ED for the grant program (included in the attached “Dear Colleague Letter”) and for any pro-
ject specific performance measures that were included in your approved application.   
 
 If complete data on performance measures for the entire current budget period have not been obtained when 
 you submit the ED 524B, please submit available data for the budget period to date with this report, unless 
 instructed otherwise by your program office.  Complete performance measures data for the current budget 
 period should be submitted by the date you indicated in item 12b.  
 
 Note:  Your program office will inform you of the final date by which performance measures data must be 
 submitted to the Department for this program.  
 
--Final Performance Reports: 

  
You must check “yes” in item 12a.  Complete data on performance measures for the final budget period must be submitted with the 
final performance report in Section A of the Project Status Chart.  Leave item 12b. blank.  
 
Complete data must be submitted for any performance measures established by ED for the grant program (included in the attached 
“Dear Colleague Letter”) and for any project-specific performance measures that were included in your approved grant application.   
 

13.  Certification 
  

--Annual and Final Performance Reports: 
 
The grantee’s authorized representative must sign the certification for the ED 524B.  The certification confirms that to the best of the 
authorized representative’s knowledge and belief that the report is true, complete and accurate, and the expenditures and disburse-
ments were for the purposes and objectives set forth in the terms and conditions of the Federal award.  The authorized representative 
is aware that any false, fictitious, or fraudulent information, or the omission of any material fact, he/she may be subject to criminal, 
civil or administrative penalties for fraud, false statements, false claims or otherwise. (U.S. Code Title 18, Section 1001 and Title 31, 
Sections 3729-3730 and 3801-33812).  If there are any known internal control weaknesses concerning data quality (as disclosed  
 



  

 
through audits or other reviews), this information must be disclosed under Section C (Additional Information) of the Project Status 
Chart as well as the remedies taken to ensure the accuracy, reliability, and completeness of the data. 

  
 

INSTRUCTIONS FOR THE EXECUTIVE SUMMARY    
 

--Annual and Final Performance Reports: 
 

Provide a one to two page Executive Summary for annual performance reports and a two to three page Executive Summary for final per-
formance reports.  Provide highlights of the project's goals, the extent to which the expected outcomes and performance measures were 
achieved, and what contributions the project has made to research, knowledge, practice, and/or policy.  Include the population served, if 
appropriate.   

 
Note:  The Executive Summary for final performance reports covers the entire project period.  
 
INSTRUCTIONS FOR THE PROJECT STATUS CHART  

 
General Instructions for Section A -- Project Objectives Information and Related Performance Measures Data   

 
• -- Annual and Final Performance Reports: 

 
In your approved grant application, you established project objectives stating what you hope to achieve with your funded grant project.  
Generally, one or more performance measures were also established for each project objective that serve to demonstrate whether you have 
met or are making progress towards meeting each project objective.  In addition to project-specific performance measures that you may 
have established in your approved grant application, performance measures may have been established by ED for the grant program [in-
cluded in the attached “Dear Colleague Letter”] that you are required to report on.    
 
In Section A of the Project Status Chart, you will report on the results to date of your project evaluation as required under EDGAR, 34 
CFR 75.590.   According to the instructions below, for each project objective included in your approved grant application, provide quanti-
tative and/or qualitative data for each associated performance measure and a description of preliminary findings or outcomes that demon-
strate that you have met or are making progress towards meeting the performance measure.  You will also explain how your data on your 
performance measures demonstrate that you have met or are making progress towards meeting each project objective.   
 
Note:  Complete data must be submitted for any performance measures established by ED for the grant program (included in the attached 
“Dear Colleague Letter”) and for any project-specific performance measures that were included in your approved grant application 
 
For Annual Performance Reports:  If complete data on performance measures for the entire current budget period have not been ob-
tained when you submit the ED 524B, please submit available data for the budget period to date with this report, unless instructed other-
wise by your program office.  Complete performance measures data for the current budget period should be submitted by the date you 
indicated in item 11b on the ED 524B Cover Sheet. 
Your program office will inform you of the final date by which performance measures data must be submitted to the Department for this 
program.  

 
For Final Performance Reports: Complete data on performance measures for the final budget period must be submitted with the final 
performance report.   
 
For final performance reports, the information in Section A of the Project Status Chart covers the final budget period of the grant.  Addi-
tional questions for final performance reports covering the entire project period are found in the instructions for Section C of the Project 
Status Chart.   
 

Instructions for Section A 

• Project Objective: 
Enter each project objective that is included in your approved grant application.  Only one project objective should be entered per row.  
Project objectives should be numbered sequentially, i.e., 1., 2., 3., etc. 
  
Update Box  
 If instructed by your program office in the attached “Dear Colleague Letter,” please provide an update on the status of your project ob-
jectives for any period of time that you did not report on in your previous annual performance report.    
 
 



  

 
Check the “Update Box” next to each project objective for which you are providing an update.  Do not check the “Update Box” if you are 
reporting on a project objective for the current reporting period.   If you are providing a status update on your project objectives for the 
previous budget period and reporting on those same objectives for the current reporting period, please use separate pages (Section A) to 
separate previous and current information. 
Do not combine information for the previous budget period and for the current reporting period on the same page. 
 
Example:  Last year’s annual performance report covered 8 months of the previous budget period.  The program office requests that you 
report on the status of your project objectives for the last 4 months of the previous budget period in this annual performance report. 
 
• Performance Measure: 
For each project objective, enter each associated performance measure.  There may be multiple performance measures associated with 
each project objective.  Enter only one performance measure per row.  Each  performance measure that is associated with a particular pro-
ject objective should be labeled using an alpha indicator.  Example: The first performance measure associated with project objective “1” 
should be labeled “1.a.,” the second performance measure for project objective “1” should be labeled “1.b.,” etc.  
 
 
• Measure Type:   
For each performance measure you are reporting on, enter the type of performance measure.  Enter one (1) of the following measure 
types:  GPRA; PROGRAM; or PROJECT.  
 
The specific measures established by ED for the grant program that you are required to report on are included in the attached “Dear Col-
league Letter.”   The measure type is also specified.  
 
There are two types of measures that ED may have established for the grant program: 

1. GPRA:  Measures established for reporting to Congress under the Government Performance and Results Act; and  
2. PROGRAM:  Measures established by the program office for the particular grant competition.  

   
In addition, report on any project-specific performance measures (PROJECT) that you, the grantee, established in your approved grant 
application to meet your project objectives. 
 
 
• Quantitative Data:  
 
Target and Actual Performance Data 
Provide the target you established for meeting each performance measure and 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.  If ED has approved revised targets for a performance measure, the revised target should be used when entering data.     
 
The Target and Actual Performance Data boxes are each divided into three columns: Raw Number; Ratio; and Percentage (%). 
 
For performance measures that 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), the target and actual performance data should be reported as a single number under the Raw Number 
column (e.g., 10 workshops or 80 students).  Please leave the Ratio and Percentage (%) columns blank. 
 
For performance measures that are stated in terms of a percentage (e.g., percentage of students that attain proficiency), complete both the 
Ratio column and the Percentage (%) column.  Please leave the Raw Number column blank.   
 
In the Ratio column (e.g., 80/100), the numerator represents the numerical target (e.g., the number of students that are expected to attain 
proficiency) or actual performance data (e.g., the number of students that attained proficiency), and the denominator represents the uni-
verse (e.g., all students served).  Please enter the corresponding percentage (e.g., 80%) in the Percentage (%) column. 
 
If the collection of quantitative data is not appropriate for a particular performance measure, please leave the Target and Actual Perfor-
mance Data boxes blank and provide an explanation and any relevant qualitative data for the performance measure in the block entitled, 
Explanation of Progress.    
 
Note:  If you are using weighted data, please indicate how the data are weighted in the block entitled, Explanation of Progress. 
 

 
Special instructions for grants in their first budget period:  If baseline data for a performance measure were not included in your ap-
proved 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.  The 999 or  



  

 
999/999 indicates that baseline data are being collected on the measure during the first budget period and targets have not yet been set.  
Unless otherwise instructed by your program office in the attached “Dear Colleague Letter,” report baseline data collected during the first 
budget period under either the Raw Number column or the Ratio and Percentage (%) columns of the Actual Performance Data box, 
as appropriate.  After baseline data have been collected during the first budget period, grantees are expected to set targets for the second 
and any subsequent budget periods and report actual performance data in their annual performance reports. 
 
 
• Explanation of Progress (Includes Qualitative Data and Data Collection Information): 
 

1.     For each project objective and associated performance measures, indicate what data (quantitative and/or qualitative) were col-
lected and when they were collected, the evaluation methods that were used, and how the data were analyzed.  Clearly identify 
and explain any deviations from your approved evaluation plan, including changes in design or methodology, or the individual 
or organization conducting the evaluation.  

 
2. Based on your data, provide a description of preliminary findings or outcomes, including information to show whether you are 

making progress towards meeting each performance measure.  Further, indicate how your performance measures data show 
that you have met or are making progress towards meeting the stated project objective.  In your discussion, provide a brief de-
scription of your activities and accomplishments for the reporting period that are related to each project objective. 

 
3. If expected data were not attained, expected progress was not made toward meeting a performance measure or project objec-

tive, or a planned activity was not conducted as scheduled, provide an explanation.  Include a description of the steps and 
schedules for addressing the problem(s) or issue(s). 

 
4. Indicate how you used your data and information from your evaluation to monitor the progress of your grant, and if needed, to 

make improvements to your original project plan (e.g., project activities and milestones) which are consistent with your ap-
proved objectives and scope of work. 

 
 

Instructions for Section B – Budget Information 
 
• -- Annual and Final Performance Reports: 
 
• Report budget expenditure data in items 8a. – 8c. of the ED 524B Cover Sheet, as applicable.  Please follow the 

instructions for completing items 8a. – 8c. included in this instruction sheet.   
 
• For budget expenditures made with Federal grant funds, you must provide an explanation if funds have not been 

drawn down from the G5 System to pay for the budget expenditure amounts reported in items 8a. – 8c of the ED 524B Cover Sheet.  
 
• Provide an explanation if you did not expend funds at the expected rate during the reporting period.  
 
• Describe any significant changes to your budget resulting from modification of project activities. 
• Describe any changes to your budget that affected your ability to achieve your approved project activities and/or project objec-

tives. 
  
 
• -- Annual Performance Reports Only:  
 
• Do you expect to have any unexpended funds at the end of the current budget period?   If you do, explain why, provide an esti-

mate, and indicate how you plan to use the unexpended funds (carryover) in the next budget period. 
 
• Describe any anticipated changes in your budget for the next budget period that requires prior approval from the Department 

(see 2 CFR 200.308, as applicable). 
 
 

Instructions for Section C – Additional Information  
 

• -- Annual Performance Reports Only: 
 

• If applicable, please provide a list of current partners on your grant and indicate if any partners changed during the reporting period.  
Please indicate if you anticipate any change in partners during the next budget period.  If any of your partners changed during the re- 
 



  

 
porting period, please describe whether this impacted your ability to achieve your approved project objectives and/or project activi-
ties. 

 
• If instructed by your program office, please report on any statutory reporting requirements for this grant program.  
 
• Describe any changes that you wish to make in the grant’s activities for the next budget period that are consistent with the scope and 

objectives of your approved application.  
 
• If you are requesting changes to the approved Project Director listed in Block 3 of your GAN and/or to other   approved key person-

nel listed in Block 4 with a proposed effective date during the remainder of the current budget period or the next budget period, 
please indicate the name, title and percentage of time of the requested key personnel. Please indicate whether the proposed Project 
Director or other key personnel change would be effective during the current or next budget period.  Additionally, please attach a re-
sume or curriculum vitae for the proposed key personnel when you submit your performance report.  
 
Note:  Do not report on any key personnel changes that were already made during the current or previous budget period(s).  Depart-
mental approval must be requested and received prior to making key personnel changes. 

 
• Provide any other appropriate information about the status of your project including any unanticipated outcomes or benefits from 

your project. 
 
 
• -- Final Performance Reports Only: 
 
(This information covers the entire project period.)  
   
Note:  All grantees submitting a final performance report must answer question 1.  The attached “Dear Colleague Letter” speci-
fies any additional questions that you must answer from the list below, if any.   
 
1. Utilizing your evaluation results, draw conclusions about the success of the project and its impact.  Describe any unanticipated out-

comes or benefits from your project and any barriers that you may have encountered. 
 
2. What would you recommend as advice to other educators that are interested in your project?  How did your original ideas change as a 

result of conducting the project? 
 
3. If applicable, describe your plans for continuing the project (sustainability; capacity building) and/or disseminating the project re-

sults. 
 
4. Report on any statutory reporting requirements for this grant program. 
 
 
 

Paperwork Burden Statement 
According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless such collec-
tion displays a valid OMB control number. The valid OMB control number for this information collection is 1890 –0004.  The time re-
quired to complete this information collection is estimated to average 22 hours per response for annual performance reports and 23 
hours per response for final performance reports, including the time to review instructions, search existing data resources, gather the 
data needed, and complete and review the information collection.  If you have any comments concerning the accuracy of the time estimate 
(s) or suggestions for improving this form, please write to: U. S. Department of Education, Washington, D.C. 2020-4537.  If you have 
comments or concerns regarding the status of your individual submission of this form, write directly to (insert program office), U.S. De-
partment of Education, 400 Maryland Avenue, S.W., Washington, D.C. 20202.  



  

 
 U.S. Department of Education 
 Grant Performance Report Cover Sheet (ED 524B) 
 Check only one box per Program Office instructions. 
 [   ] Annual Performance Report    [    ] Final Performance Report 

 
General Information  
1. PR/Award #:  _______________________________________ 2. Grantee NCES ID#:  _________________________________ 
 (Block 5 of the Grant Award Notification - 11 characters.)     (See instructions. Up to 12 characters.) 
3 Project Title: __________________________________________________________________________________________________ 
 (Enter the same title as on the approved application.) 
4. Grantee Name (Block 1 of the Grant Award Notification.):______________________________________________________________ 
5. Grantee Address (See instructions.) 
6. Project Director (See instructions.) Name:_______________________________________Title: _______________________________ 
    Ph #:  (        ) ________ - __________   Ext: (         ) Fax #:  (        ) ________ - __________   
    Email Address:  __________________________________________________ 
 
Reporting Period Information (See instructions.) 
7. Reporting Period:  From: _____/_____/_______   To:  _____/_____/_______      (mm/dd/yyyy) 
 
Budget Expenditures (To be completed by your Business Office.  See instructions.  Also see Section B.) 
8. Budget Expenditures 

 Federal Grant Funds Non-Federal Funds (Match/Cost Share) 
a. Previous Budget Period   
b. Current Budget Period   
c. Entire Project Period 
(For Final Performance Reports only)   

 
Indirect Cost Information (To be completed by your Business Office.  See instructions.) 
9. Indirect Costs 
 a. Are you claiming indirect costs under this grant?  ___Yes   ___No 
 If yes, please indicate which of the following applies to your grant? 
 
  b. ___ The grantee has an Indirect Cost Rate Agreement approved by the Federal Government: 

        The period covered by the Indirect Cost Rate Agreement is from: ____/ _____/______ to: ____/_____/_______    (mm/dd/yyyy) 
 The approving Federal agency is:   ___ED   ___Other (Please specify): _________________________________  
              The Indirect Cost Rate is _______% 
 The Type of Rate (For Final Performance Reports Only) is: ___ Provisional   ___ Final  ___ Other (Please specify):  

  
c.___ The grantee is not a State, local government, or Indian tribe, and is using the de minimus rate of 10% of modified total direct 

costs (MTDC) in compliance with 2 CFR 200.414(f).  
  
d.___ The grantee is funded under a Restricted Rate Program and is you using a restricted indirect cost rate that either: 

 ___ Is included in its approved Indirect Cost Rate Agreement; or  
 ___ Complies with 34 CFR 76.564(c)(2). 
 

e.___ The grantee is funded under a Training Rate Program and: 
            ___ Is recovering indirect cost using 8 percent of MTDC in compliance with 34 CFR 75.562(c)(2); or 
             ___  Is recovering indirect costs using its actual negotiated indirect cost rate reflected in 9(b).    
 
Human Subjects (Annual Institutional Review Board (IRB) Certification) (See instructions.) 
10.  Is the annual certification of Institutional Review Board (IRB) approval attached?  ___Yes ___ No ___ N/A 
 
Data Privacy and Security Measures Certification (See instructions.) 
11. Is a statement affirming that you are aware  of federal and state data security and student privacy regulations included, with supporting 
documentation attached? ___Yes ___ No 
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Exp. 08/31/2020 

 

 

 

 

 
 

 

 

 

 

 
 



  

 
 
Performance Measures Status and Certification (See instructions.) 
12. Performance Measures Status 
 a. Are complete data on performance measures for the current budget period included in the Project Status Chart?  ___Yes  ___ No 
 b. If no, when will the data be available and submitted to the Department?  _____/_____/______   (mm/dd/yyyy) 
 
 
13. By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, and accurate and the 
 expenditures, disbursements, and cash receipts are for the purposes and objectives set forth in the terms and conditions of the Federal 

award.  I am aware that any false, fictitious, or fraudulent information, or the omission of any material fact, may subject me to 
 criminal, civil or administrative penalties for fraud, false statements, false claims or otherwise. (U.S. Code Title 18, Section 1001 and 

Title 31, Sections 3729-3730 and 3801-33812).  
Furthermore, to the best of my knowledge and belief, all data in this performance report are true, complete, and correct and the report 
fully discloses all known weaknesses concerning the accuracy, reliability, and completeness of data reported. 
 
 

  
_____________________________________________________  Title: _______________________________________ 
Name of Authorized Representative: 
 
_____________________________________________________  Date: _____/_____/_______ 
Signature: 
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SECTION A - Performance Objectives Information and Related Performance Measures Data (See Instructions.  Use as many pages as necessary.) 
 
1. Project Objective  [  ]  Check if this is a status update for the previous budget period. 
 
 
 
 
1.a.  Performance Measure Measure Type Quantitative Data 
 
 

 
 

 
Target Actual Performance Data 

Raw 
Number Ratio % 

Raw 
Number Ratio % 

 
 
 

 
             /   

 
          /  

 
 
1.b.  Performance Measure Measure Type Quantitative Data 
 
 

 
 

 
Target Actual Performance Data 

Raw 
Number Ratio % 

Raw 
Number Ratio % 

 
 
 

 
             /   

 
          /  

 
Explanation of Progress (Include Qualitative Data and Data Collection Information) 
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SECTION A - Performance Objectives Information and Related Performance Measures Data (See Instructions.  Use as many pages as necessary.) 
 
2. Project Objective  [  ]  Check if this is a status update for the previous budget period. 
 
 
 
 
2.a.  Performance Measure Measure Type Quantitative Data 
 
 

 
 

 
Target Actual Performance Data 

Raw 
Number Ratio % 

Raw 
Number Ratio % 

 
 
 

 
             /   

 
          /  

 
 
2.b.  Performance Measure Measure Type Quantitative Data 
 
 

 
 

 
Target Actual Performance Data 

Raw 
Number Ratio % 

Raw 
Number Ratio % 

 
 
 

 
             /   

 
          /  

 
Explanation of Progress (Include Qualitative Data and Data Collection Information) 
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SECTION B - Budget Information (See Instructions.  Use as many pages as necessary.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION C - Additional Information  (See Instructions.  Use as many pages as necessary.) 
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