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INSTRUCTIONS 
 

 
This report must be completed for each approved Federal or State Grant funded through the State
Education Department.  Send one signed original of this report directly to the Grants Finance Unit for
each project.  (See the filing requirements below for Special Legislative Projects.) 
 
A first payment is made automatically upon initial approval of a project application and budget.  In
order to receive additional funds, this report must be filed until the project has terminated or payments
of 90 percent of the total project budget have been made. 
 
To facilitate processing, it is requested that this report be filed with this Department no later than 10
days after the end of the report period. 
 
Report all dollar amounts in whole dollars only. 
 
 

FILING SCHEDULE 
 

Projects $100,000 and less: This report should be filed at the end of each
calendar quarter beginning with the quarter during
which the first project payment is received. 

 
Projects greater than $100,000: This report should be filed at the end of each month

after the first project payment is received. 
 
Special Legislative Projects only: For Special Legislative Projects, one original and

one copy are needed. This report should be filed
when the agency has incurred expenditures equal to
75% of the approved budget total.  Upon SED
approval a payment will be processed equal to 50%
of the approved budget total. 


