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BACKGROUND

The Oftice of Justice Programs requires award recipients to submit both financial and program
reports. These reports describe the status of the funds, the status of the project, a comparison of
actual accomplishments to the objectives or other pertinent information. The specific require-
ments, reporting periods and submission deadlines are identified below.

Program Reports are generally due semiannually for Discretionary awards and annually for
Block/Formula awards. The Financial Status Reports (SF 269A) are due every calendar quarter.
All reports should include the award recipients’s name, award number, reporting period, and the
name of the person submitting the report. Final reports (financial and program reports) are due
120 days after the end of the award. “Yes” should be marked to indicate that this is a final report
when appropriate. Future awards, fund drawdowns, and grant adjustments may be withheld if
financial and program reports are delinquent.

Program report for awards issued through the Grants Management System (GMS) may be sub-
mited directly into the GMS system. If GMS is not an option, the award recipients may submit
their reports via e-mail as an attachment to ASKOC@OJPUSDOJ.GOV or fax at (202) 353-
9279, (202) 353-8475, or (202) 616-5962. Questions concerning GMS may be addressed to the
GMS Helpdesk at 1-888-549-9901.

FINANCIAL STATUS REPORTS

These reports contain the actual expenditures and unliquidated obligations as incurred (at the
lowest funding level) for the reporting period (calendar quarter) and, cumulative, for the award.
The award recipients will report program outlays and revenue on a cash or accrual basis in accor-
dance with their accounting system. OJP will not make new discretionary awards or payments on
existing awards if the Financial Status Report (FSR), also known as the SF 269A, has not been
filed within 45 days of the end of the most recently past quarterly reporting period. Grantees are
encouraged to promptly submit such reports to avoid interruption of account services, e.g., if a
request for a payment is received on June 1, then the preceding March 31 quarterly report must
be on file at OJP; otherwise the payment request will be rejected.

The SF 269A must be filled out completely. In the event there are no outlays or program income to be
reported, zeros must be entered in each section and the report should be submitted to OC. Grantees
are also required to maintain adequate documentation to provide an audit trail that substantiates the
amounts reported on each SF 269A as submitted. The final report is due 120 days after the end date of
the award. A blank SF 269A and related instructions are included at the end of this chapter.

1. Penalty for Non-Compliance. Future awards, fund drawdowns, and grant adjustments will
be withheld if the Financial Status Report information is delinquent.

2. Subawards. The State must report to the awarding agency the cumulative total Federal funds
subawarded for the award being reported. This information is required on all block and for-
mula awards and shall be reported in item 12 of the SF 269A.

NOTE: Financial Status Reports are not applicable to State Criminal Alien Assistance Program
(SCAAP) awards.

PROGRAM REPORTS

These reports are prepared in a narrative fashion in order to present information relevant to the
performance of a plan, program, or project, and are due at the intervals noted below. Unless oth-

erwise noted, the final report is due 120 days after the end date of the award.
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Penalty for Non-Compliance. Beginning with the reporting periods ending on or after June
30, 2002, tuture awards, fund drawdowns, and grant adjustments will be withheld if progress
reports are delinquent.

1.

Crime Control Act Block and Formula Funds—Annual Performance Reports. The
States shall submit annually to the Bureau of Justice Assistance (BJA) a report which contains
information as required by the legislation and the Director. This report must be submitted to
BJA no later than December 31 for the activities undertaken and results achieved during the
prior Federal fiscal year.

Narrative Report for Juvenile Justice Act (JJA) Formula Funds. The reporting
requirement of Sections 223(2) and 223(a)(22) may be met through the submission of the
Annual Plan and its updates. The Annual Plan may provide a performance report on the pre-
viously planned activities utilizing JJA formula funds. Instructions for the preparation of the
SF 424 by the State are contained in 28 CFR Part 31 and in the JUVENILE JUSTICE AND
DELINQUENCY PREVENTION AWARD APPLICATION KIT. These documents are
available from OJJDP.

Crime Victims Compensation Program. A State receiving funds for a crime victims
compensation program will be required to submit an annual performance report on the effect
the Federal funds had on the program.The report will be due by November 30 each year and
must report on activities for the prior Federal fiscal year (October 1 through September 30).
Please see the Crime Victims Compensation Guidelines for specific reporting instructions.

Crime Victims Assistance Program. Crime victims assistance program reporting require-
ments are set forth in the Victims Assistance Award Program Guidelines. The State crime vic-
tims assistance agency receiving Federal victims assistance award funds is required to submit a
performance report 90 days after the end of each award. The performance report will provide
information on the eftect the Federal funds have had on services to crime victims in the State
and serve as a basis for information prepared for the Report to Congress on the Victims of
Crime Act (VOCA).

Categorical Assistance Progress Report, OJP Form 4587/1. This report is prepared
twice a year and is used to describe the performance of activities or the accomplishment of
objectives as set forth in the approved award application.

Reporting Period: Progress reports must be submitted within 30 days after the end of the
reporting periods, which are June 30 and December 31 for the life of the award. The awarding
agency may opt, by special condition to the award, to combine the first report into the subse-
quent reporting period. For example, if the begin date on the award is June 1, the awarding
agency may opt to receive the first report 30 days after the December 31 reporting period.

Special Reports. In the review and approval process for plans and applications, it is some-
times necessary for the awarding agency to require that special or unique conditions be met
in order to make an award. These special conditions will vary from award to award; however,
acceptance of the award by the recipient/subrecipient constitutes an agreement that the con-
ditions will be met either prior to the project or during the course of the award period.
When this is the case, special reports on the meeting of these conditions are required for sub-
mittal to the awarding agency. They are prepared free form; however, the timing, content, and
process for their submittal are detailed in the award package.

Note: Progress Reports are not applicable to State Criminal Alien Assistance Program (SCAAP) awards.
NOVEMBER 2003 93



FINANCIAL STATUS REPORT

(Short Form)
(Follow Instructions on next page)

1. Federal Agency and Organizational 2. Grant or Award Number Assigned by OJP OMB Approval Page of
Element to which Report is Submitted No. 1 4
U.S. Dept. of Justice 1121-0264 pages
Office of Justice Programs (OJP) Expires: 01/3/2006

3. Recipient Organization (Name and complete address, including ZIP code)

4. Vendor Number 5. Recipient internal code or Identifying Number (if any) 6. Final Report 7. Basis
OYes 0ONo O Cash O Accrual

8. Funding/Grant Period (See Instructions) 9. Period Covered by this Report
From: (Month, Day, Year) To: (Month, Day, Year) From: (Month, Day, Year) To: (Month, Day, Year)

10. Transactions: | 1l ]
Previously Reported This Cumulative
Period

a. Total outlays

b. Recipient share of outlays

c. Federal share of outlays

d. Total unliquidated obligations

e. Recipient share of unliquidated obligations

f. Federal share of unliquidated obligations

g. Total Federal share (Sum of lines c and f)

h. Total Federal funds authorized for this funding period

i. Unobligated balance of Federal funds (Line h minus line g)

11. Indirect a. Type of Rate (place “x” in appropriate box)

Expense O Provisional O Predetermined O Final 0O Fixed

b. Rate c. Base d. Total Amount e. Federal Share

12. Remarks: attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation.
PROGRAM INCOME:

A. Block/Formula passthrough ~ $ C. Forfeit $ E. Expended $

B. Federal Funds Subgranted  $ D. Other $ F. Unexpended $

13. Certification | certify to the best of my knowledge and belief that this report is correct and complete and that all outlays and unliquidated obligations are
for the purposes set forth in the award documents.

Typed or Printed Name and Title Telephone (Area code, number and
extension)
Signature of Authorized Certifying Official Date Report Submitted

DOJ Standard Form 269a (REV 2002)

Paperwork Reduction Act Notice. Under the Paperwork Reduction Act, a person is not required to respond to a collection of information unless it displays a currently
valid OMB control number. We try to create forms and instructions that are accurate, can be easily understod, and which impose the least possible burden on you to pro-
vide us with information. The estimated average time to complete and file this application is 90 minutes per application. If you have comments regarding the accuracy of
this estimate, or suggestions for making this form simplier, you can write to the Office of Justice Programs, US Department of Justice, 810 Seventh Street, NW,
Washington, DC 20531.
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