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Highlight key information regarding the Annual 
Performance Report (APR) submission process

Describe how to complete the fiscal year (FY) 2024 APR 

Identify common errors in completing the report and 
submitting data

Provide tips for creating high-quality reports

Take your questions
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Illustrated List of Shared Responsibilities

• Know the legs, regs, & application

• Monitor programmatic & 
financial performance

• Provide technical assistance 
• Employ specific conditions, risk 

mitigation strategies to address 
problems 

• Utilize G5 
• Close out grant awards 

• Know the legs, regs, & application
• Ensure successful project financial 

accountability
• Comply with award terms and conditions

• Document project activities 
and expenditures

• Submit accurate and timely 
reports

• Implement and adhere to strong internal 
controls
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The APR is a report that 
grantees must submit to 

receive continued funding 
under a multi-year award

2 CFR 200.301 Performance 
Measurement.

Details the shared 
responsibilities of the 

awarding agency and grantees

The report provides the most 
current performance and 

financial information about a 
discretionary grant or 

cooperative agreement (see 
EDGAR § 75.118).

Annual Performance Report  (APR)
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Performance Reporting Recommendations

• Be clear, concise, and detailed
• Ensure your data is accurate, valid and reliable
• Specify the level of success achieved
• If goals are not fully realized, identify contributing factors 

why not
• Prepare a plan to achieve objectives in upcoming budget 

periods
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Key APR Sections to Address 
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Executive 
Summary

Grant Performance 
Report Cover 

Sheet 

Grant Performance 
Report Project 

Status Chart

Budget 
Information Non-

construction 
Programs 



Executive 
Summary

• Consists of  a one-to-two-page overview 
of the project for this reporting period 
covering:

• Highlights of the project's goals and 
activities

• Extent to which the expected outcomes 
and performance measures were achieved

• Impact and or expected impact the project 
has made to research, knowledge, practice, 
and/or policy
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Sections of the 524 B Cover Page

• General Information 
• Reporting Period Information
• Budget Expenditures
• Indirect Cost Information
• Human Subjects (Annual IRB Certification)
• Data Privacy and Security Measures Certification
• Performance Measures and Certification
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Grant Performance Report Cover Sheet, ED 524B
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Grant Performance Report Cover Sheet, ED 524B 

General Information Section (Q 1-6)
• Be sure to always include PR Award Number in all 

correspondence
• Any changes to in the project director or key personnel 

should have received prior approval before joining the 
grant

Reporting Period Information (Q 7)
• Should reflect the timeframe within the budget period of 

the award
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Grant Performance Report Cover Sheet, ED 524B

• sdsadas

Budget Expenditures Information (Q 8)
• Coordinate with your business/accounting office
• Detail the amount of federal grant dollars and any 

matching dollars expended on the grant project for the 
current budget period

• Matching dollars must be treated the same as federal 
dollars

• Use Section B of the 524 B Status Chart to provide a full 
picture of the expenditures and any anticipated carryover 
of funds

• Cover page and Section B should match 
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Grant Performance Report Cover Sheet, ED 524B

Indirect Costs (Q 9)
• Document if you are claiming indirect costs
• If yes, provide clarification of the type of rate and rate 

status
• With only one federal grant award, may not be necessary

Human Subjects (Q 10)
• If your project activities do not include in human subject 

research check NA

Data Privacy and Security Measures Certification (Q 11)
• Grantees should verify measures are in place and mark Yes
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Grant Performance Report Cover Sheet, ED 524B

Performance Measure Status and Certification (Q 12-13)
• Are you able to provide accurate data for the period of time 

specified? 
• If not when it will you be able to provide the information
• The signature of your organization’s Authorizing 

Representative certifies that the information submitted in this 
report is to the best of everyone’s knowledge:

• True
• Complete
• Accurate  
• Expenditures used for only allowable grant-related 

activities
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524 B Project Status Chart

Education Department Grant Performance Report
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Grant Performance Report ED 524B Project 
Status Chart
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Project Status Chart Sections
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Section A—Performance 
Objectives Information and 

Related Performance 
Measure Data

Section B—Budget 
Information

Section C—Additional 
Information



Section A—
Performance 

• Identify each grant project objective described in 
the approved grant application

• For each objective list each performance 
indicator or marker that demonstrate the extent 
to which the project objectives are being met

• Report on the status of each objective and 
performance measure to date

• Explain how your data on your performance 
measures demonstrate that you have met or are 
making progress towards meeting each project 
objective

• Provide quantitative and or qualitative data to 
support and demonstrate the level of success 
achieved during the reporting period
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Quantitative 
Data

• Express data by comparing target range 
with what was actually achieved

• Data should include raw numbers, ratios 
and or percentages comparing what was 
desired with what was achieved

Target:  The project shall recruit and retain 
100 students to complete the Year 1 of the 
program.
Result:  The project recruited 100 students 
and retained 85 students to complete Year 
1 of the program.  

• If results are pending provide data to 
include that the extent that the project is on 
track to meet the objectives.
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Qualitative Data

• Provide substantive qualitative data that 
supports the level of success your project 
has achieved

• Qualitative data is helpful, supportive and 
complementary to demonstrating project 
success

• Annual substantial progress is more 
difficult to prove with only qualitative data

• Context coupled with informative and 
persuasive information is key
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Not Quite Hitting the Mark

• For objectives and measures not 
fully realized provide a clear 
rationale as to why this occurred

• Provide a brief but clear plan as to 
how to attain the desired 
outcomes in future years

• Additional information and huddle 
sessions with ED program staff 
may be required
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Section B—Budget Information

Grantees 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 objectives
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524B ED 
Budget Form
• Grantees may include the 

524 ED Budget Form Section 
A for easy compare and 
contrast of planned and 
actual expenditures

• All financial listings should 
be consistent and match in 
each of the report sections

• Matching dollars, if 
applicable, should be 
documented in Section B

• Matching dollars must be 
treated the same as federal 
dollars 
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Budgetary Reminders

• Carryover is generally allowable from one budget period to the 
next

• Grantees should provide a rationale as to why funds remain or 
are expected to be carried over to the next budget period

• Grantees should be prepared to provide a detailed listing of how 
the carryover funds are to be used in subsequent budget 
periods for allowable, allocable, and reasonable expenditures 

• Carryover funds must be used for activities the are within the 
scope of the funded application
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Section C—Additional Information

• Request to change the project director or other key personnel
• If a new person has been identified include resume
• Change in project directors and other key personnel require prior 

approval from the Department of Education
• Current list of project partners and if there are plans to change any existing 

partners working on the project
• Description of the impact of any change in partners during the reporting 

period
• Description of any change in project activities that occurred
• Any unanticipated or benefits or negative issues taking place during the life 

of the project 24



Submitting Your Completed APRs via G5

1.Log into the G5 system.
2.At the top of the page select “Grant Maintenance
3.In the “Grant Maintenance” menu select “Package Submission”
This will produce a list of your available grants
4.Select the grant with the PR/Award Number that corresponds with the grant you wish 
to report on
Click the “Continue” button at the bottom of the list to get to the next page, which 
displays two areas: “Current Report Packages” and “My Performance Reports”
5. NOTE: If you are starting a report for the first time, you will need to select the report 
shown under “Current Report Packages” and click the “Initiate” button
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Submitting Your Completed APRs Via G5

6. Once you have initiated the report, you can go back to work on it under the 
section labeled “My Performance Reports” (make sure to click “save” to save 
anything you enter in the forms).
7. Select the button next to “Annual Performance” and Click “Edit Report” at the 
bottom of the list
8. The next page will have the required sections that need to be completed
9. Select the button next to the section you wish to complete and click “Edit Form” 
at the bottom of the list
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Submitting Your Completed APRs Via G5
10. When you have completed a section, be sure to check the “Form 
Complete” box
11. Click “Save and Continue” at the bottom
12. Do each section the same way
13. When you have completed all of the forms, click the “Continue” 
button underneath the listed sections
14. Click the “Submit” button to submit your report
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Assistance and Questions

• For programmatic assistance contact the ED staff person listed in Box 
3 of the GAN

• For assistance using G5/G6 please contact the G6 help desk

• Help Desk Telephone Number:  1-888-336-8930

• Help Desk Email:  obssed@servicenowservices.com
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ED's Computer Based 
Training Courses

• BABAA
• Internal Controls
• Indirect Costs
• Formula Grants Training
• Discretionary Grants Training
• Cash Management
• Protection of Human Subjects in Research
• Subrecipient Monitoring
• Allowable Costs
• Procurement
• Writing Competitive Grant Applications 29

https://www2.ed.gov/print/fund/grant/about/training-management.html
https://www2.ed.gov/print/fund/grant/about/training-management.html


Thank you for 
attending.

Best wishes
Administering 

Your ED grants!
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