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Submitting a Quarterly Progress Report

This process outlines the directions of how to complete a Quarterly Progress Report for large projects in EMGrants.
Quarterly Progress Reports are required to be submitted quarterly for incomplete large projects and all Category Z,
Management Costs, projects. Quarterly Progress Reports must be completed within 15 days of the quarter end.

‘ Quarter Dates

1 October 1 — December 31
2 January 1 —March 31
3 April 1—June 30

4 July 1 — September 30

To complete a Quarterly Progress Report, navigate to the Progress Reports section on the home page. Select the Quarterly
Progress Report for your Grant # and the current Period. If you have more than one active disaster, then you will see
multiple Quarterly Progress Reports listed for completion.
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Then click on either Projects or Form.
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If you select Projects, then you will need to click on the applicable project. If you select Form, then you will navigate to
the form that will be completed for each incomplete large project that is listed.

The Form will provide project information for the Category and Eligible Amount. Additionally, you will have selections to
initiate a time extension, scope modification, or closeout request if needed.
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[ Projects F # - Emergency Protective Measures (view Project)
& % Form >
Category. B Emergency Protective Measures Last Viewed By: John Smith { Sep 21, 2020 )
Eligible Amount: $200,000.00 Last Saved By: John Smith { Sep 21, 2020 )
]7 Notes

Work Deadline:

[/ Documents

& Workilow Note

If the Estimated Completion Date is greater than the Work Deadline, a Time Extension may be required (Create New).

& . If the project scope of work has deviated from the original as approved by FEMA a Scope Change may be required (Create New) .
\2) History If this project is 100% complete a Project Closeout is required (Create New).
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Enter the Current Percent Complete, Total Funds Expended to Date, Anticipated Final Amount, and Anticipated
Completion Date. Note that for Category Z projects the Anticipated Completion Date will be the anticipated completion
date of your last project.

[ Form

F # - Emergency Protective Measures (View Project)

Category: B Emergency Protective Measures Last Viewed By: Meghan Hicks { Sep 21, 2020 ')
ERgible Amount: 3200, 000 0 Last Saved By: John Smith { Sep 21, 2020 )
‘Work Deadine:

HNote

If the Estimated Comgleticn Date is greater than the YWerk Deadling, 3 Time Extensicn may be reguired {Create Mew).
If the project scope of work has devisted from the oniginal as approved by FEMA a Scope Chanpe may be required (Create Mew) .
If this project s 100%: complete 3 Project Closeout is required (Create Maw).

General

Curment Percent Comglets \:l %
The parcantage

Total Funds Expended to Date: 3

Anticipated Final Amount: 3

Anticipsted Completion Date:
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Enter the Projected Funds to be Requested for Reimbursement for the next quarter, Work Status, Project Status
Comments, Cost Status, and Comments. Then certify that the information entered is accurate by checking the box in
Submission Consent.

Projected Funds to be Requested for Reimbursement
Extimated Oct 1, 2020 - Dec 30, 2020 3
Status
Wilork Status: Selact One -
Project Status Comments:
“
Cost Status Salect One -
Comments
e
T e
Submission Consent
agres the information entersd in this form is accurate.

Add any attachments necessary to support this request by navigating to Add Document.

No Uploaded Documents Add Docurment

If there are multiple projects for your grant, then you will click on Next Project to navigate and complete the Form for each
incomplete large project.
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Next click on Save. Then click on Submit on the left-hand side and then click Submit in the note box. A note is
not required but may be left if pertinent information needs to be transmitted.
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