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REPORT (REQUIREIMENT) SUBMISSION INSTRUCTIONS
Within the Grants Portal, reports are referred to as "Requirements."
Check the Deadlines section of your Grant Agreement to confirm whether a mid-term report, final report, or both are required. Refer to the RFA and your grant agreement for specific reporting requirements and follow instructions provided to you by your program contact. If you are unsure about these requirements, reach out to your program contact and ask. 
To submit a report, follow the instructions below:
1. Prepare your report documents
a. Use the report templates available on the Commission’s website, if applicable. If specific templates are required, your program contact will send them to you. 
b. For state funded, direct disbursement grants: 
1. Most mid-term reports require a narrative progress report. Most mid-term reports require a narrative progress report.
2. Final reports typically require a narrative report and a final budget justification.
c. For federally funded, reimbursement grants: 
1. More frequent reporting is likely required and may include a mix of narrative and budget report information. 
2. Navigate to the "Grant Agreements" tab on your home page.
3. Click on your grant agreement number that corresponds with the grant you are submitting a requirement for. (NOT THE “FR” NUMBER)
4. In the upper-right corner of the grant agreement screen, click "Submit Report." Follow the prompts on the screen.
5. Upload report files as directed by prompts. If only a narrative report is required, upload it again in the expense report section.
6. Click "Save" once all documents are uploaded. 
7. If revisions are necessary, your program contact will reach out with information about them. 
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