GO Instructions for Preparation of

FEDERAL ASSISTANCE REPORTING CHECKLIST

DOE F 4600.2
NOTE: THESE ARE PREPARER INSTRUCTIONS – DO NOT INCLUDE THESE 3 PAGES IN AWARD PACKAGE

COMPLETE THE REPORTING CHECKLIST IN THE PROJECT MANAGEMENT DATABASE
1. Identification Number:

Insert Grant/Cooperative Agreement number 

(example: DE-FXXX-GOXXXXX, XXXX)

2. Program/Project Title:

Insert Title as it appears on NFAA, Block 1.

3. Recipient:

Insert Recipient Name as it appears on NFAA, Block 3.

4. Reporting Requirements: 

MANAGEMENT REPORTING, SCIENTIFIC/TECHNICAL AND OTHER NARRATIVE OR OTHER REPORTS BLOCKS ARE TO BE COMPLETED BY PROGRAM/TECHNICAL PERSONNEL.  

a.  MANAGEMENT REPORTING

 FORMCHECKBOX 
  Progress Report – Check if reports on progress/performance of project are required


 (10 CFR 600.151 and 600.240)

 FORMCHECKBOX 
  Special Status Report – Check when special reports are required

b. SCIENTIFIC/TECHNICAL REPORTING – Reports under this heading are OSTI deliverables
Reports for projects that are not Research and Development should be included under the headings MANAGEMENT REPORTING and/or OTHER REPORTING.   Add Page 2 (4600-2 ATT) of Reporting Instructions for Scientific and/or Technical Reporting if blocks are checked for SCIENTIFIC/TECHNICAL REPORTING. Use references (A, B, C, D), in Address Column and insert address on form (4600-2 ATT).  

FINANCIAL AND CLOSEOUT REPORT BLOCKS ARE TO BE COMPLETED BY OAFA PERSONNEL.
c. 
FINANCIAL REPORTING - (10 CFR 600.152 and 600.241)

 FORMCHECKBOX 
  SF-269, Financial Status Report (Long Form) – Check for reporting when in-kind costs and/or program income are part of the award.  

 FORMCHECKBOX 

SF 269A, Financial Status Report (Short Form) – Check for financial reporting when program income not is anticipated, and/or only direct cost sharing is part of the award.  
 FORMCHECKBOX 

SF-272, Federal Cash Transactions Report – Check for awardees that are using the ASAP system for payment or awardees that are advanced payment under ACH.  

d.
CLOSEOUT REPORTING

 FORMCHECKBOX 
  Final Invention and Patent Report – Check if the Patent Right Clause (952.227-11 and 952.227.13) was incorporated in the award.

 FORMCHECKBOX 
  Property Certification – Check if Real or Federal Property is anticipated to be acquired as part of award and/or if subgrantees may acquire property.  [10 CFR 600.131, 600.132, 600.133, 600.231, 600.232 and 600.233]

 FORMCHECKBOX 
  Other (Final Narrative Report) – Check for special reports required for award closeout.

e. OTHER REPORTING – Check for requesting reports not covered by the requirements above (EXAMPLE – WINSAGA).

5.  Frequency – Insert frequency code.  

Progress/Performance Reports, and Financial Status Reports cannot be required more frequently than quarterly, or less frequently than annually. -  use code Q, S, or Y

 (10 CFR 600.151, 600.152, 600.240 and 600.241) 

Federal Cash Transactions Reports must be submitted no later than 15 working days following the end of each quarter. –  use code Q  (10 CFR 600.152, and 600.241)

Special Status Reports required as needed – use code A

Closeout Reports are to be submitted once, 90 days after project is complete – use code F (10 CFR 600.250)

	FINANCIAL REPORTING REQUIREMENTS GUIDANCE

	SF -269/Long form  (for reporting costs that include program income and/or in-kind)
	  Q, F

	SF -269/Short form  (for reporting costs that do not include program income or in-kind, and do include direct cost sharing)
	  Q, F

	SF-272  (when funds are advanced and/or for grants paid by Letter of credit, Treasury check advances or Electronic transfer of funds)
	  Q

	 

	10 CFR 600.152, 10 CFR 600.241, and 10 CFR 600.341 for information regarding financial reporting. 

	  

	Q-quarterly
	

	F-final 
	


NOTE: Regulations stipulate that reports cannot be required more frequently than quarterly unless the Contracting Officer determines that the recipient is not responsible or the Contracting Officer processes a deviation in accordance with 10 CFR 600.4.
6.    No. of Copies – Do not complete.  One copy will be uploaded and distributed per 7 below.

7.   Addresses – Insert addresses to which reports are to be electronically distributed by Reports Control.

8.   Special Instructions - Insert instructions, corresponding to blocks checked, for award recipient.  The following are examples and can be modified


Progress Report:  Briefly explain performance to date by providing a comparison of actual accomplishments to the objectives established for the period, the reasons for slippage if established objectives were not met, and additional pertinent information including analysis and explanation of cost overruns or high unit costs.  (10 CFR600.151 and 600.240)

Special Status Report: Provide notice of problems, delays, or adverse conditions, which materially impair the Recipient’s ability to meet the objectives of the award or developments that have a significant favorable impact on the project.  The report must include the remedial action to be taken to correct or resolve any problem or adverse condition.

SCIENTIFIC/TECHNICAL REPORTING:  (See Page 2 (4600-2 ATT) of Reporting Instructions if Scientific/Technical Reporting is checked)
SF-269, Financial Status Report (Long Form):  If cost sharing is required, the contributions are set forth in the Appendix A provision entitled “Cost Sharing Contributions” and shall be reported in Block 10 (e through i).   In-kind Cost Sharing shall be explained in block 12 of the FSR, according to agreement in Appendix A.  Submit a final cost report 90 days after the end of the total project period with any relevant attachments. 

SF-269, Financial Status Report (Short Form):  If cost sharing is required, the contributions are set forth in the Appendix A provision entitled “Cost Sharing Contributions” and shall be reported in Block 10 (b). Cost Sharing shall be explained in Block 12 of the FSR, according to agreement in Appendix A.  Submit a final cost report 90 days after the end of the total project period with any relevant attachments. 

SF-272, Federal Cash Transactions Report:  Report is required if funds are advanced.  Report is due 15 calendar days following the end of each quarter.  Format may be adapted as appropriate when reporting is accomplished by electronic means provided that the information to be submitted is not changed in substance.  Review the provisions of 10 CFR 600.122(l) and 600.221(i) for further information if interest payments are to be remitted.

Final Invention and Patent Report: Reports are required within 90 days after the expiration or termination of the award, if as part of the award, a recipient or a subrecipient has any invention or discovery which is or may be patentable or otherwise protectable under title 35 of the United States Code or any novel variety of plant that is or may be protectable under the Plant Variety Protection Act (7 U.S.C. 2321, et seq.). 

Property Certificate:  Reports are required within 90 days after the expiration or termination of the award.

Final Narrative Report:  Provide a brief summary of the project.  Compare original project scope with actual scope of project completed, delays/problems encountered, success/publicity earned, lessons learned, schedule adherence, conclusions and recommendations.   Reports are required within 90 days after the expiration or termination of the award.

Other Reporting:  (Include instructions for reports requested)
