Instruction for Nonpoint Source Project Progress Reports 

A.
Introduction

 SEQ CHAPTER \h \r 1NPS project progress reports have been input into EPA’s Grant Reporting and Tracking system since 1994.  GRTS is a national database and is used to document measurable results attributed to the NPS program; therefore, it is imperative to strive for high quality reporting.  With this goal in mind, an electronic form was developed to aid project sponsors in inputting the appropriate data.  In order to ensure consistent project reports that contain the appropriate information from all projects in EPA Region 8, all project reports should use the following report format.  To simplify the electronic transfer of project reports between local project sponsors, State NPS staff and EPA, the format for the semiannual reports has been standardized and designed to be compatible with the EPA’s GRTS.  Project reports should be submitted electronically to the appropriate state contract manager (either the NPS coordinator or watershed coordinator, as appropriate) who will transfer the information into the GRTS and EPA.  

Colorado utilizes the semi-annual or mid-year approach to project progress reporting, rather than a semi-annual report and annual report.  The progress report should describe cumulative accomplishments associated with the project’s goals and objectives since the start of the project as well as summarize task activities over the six months.  The due dates for progress reports are September 15 and May 15 each year, regardless whether the project is funded by contract or purchase order.  Progress reports do not need to be re-created each reporting period, but should build on the previous report.  
Your state contract manager must have a current progress report in order to process reimbursement requests.  

Please keep in mind the audience for your project progress report includes not only your state contract manager but a wide variety of individuals who may or may not be familiar with the overall intent and activity of your project.  While some of the information requested may seem redundant or repetitive, these reports are available to and used by EPA nonpoint staff at both regional and national offices; Congressional staff persons; nonpoint source program managers and coordinators in all states, and in some instances the general public.  
The reporting form is for use with Microsoft Word. If you are using another word processing program such as WordPerfect, please contact the NPS coordinator as soon as possible!  
Instructions:

“NPS_Project_Progress_Reportv1-5.doc”. Please do not leave blank spaces within the new file name.
Each time you develop a new report, open the previous one, for instance “Project3ME09-2005.doc”, and save as a new, renamed file:  “Project3ME03-2006.doc”.  
Start in the “Today’s Date” box or field.  Use a numerical date like mm/dd/yyyy.  Use the “tab” key or mouse to move between fields.  Some fields are limited in the amount of info you can add – others will expand to contain as much as necessary.  Also, some fields will accept text while others have drop-down menus to choose from.  The drop down menus become visible when you tab into a grey field and a down arrow becomes visible at the right edge of the box.  Click on the down arrow and the menu choices will appear.

The text boxes will not accept formatted text such as bold, italics, bullets, or tables.  While this may challenge your desire for a distinctive report, GRTS cannot handle those codes.  Control-Tab will insert a normal indent; that is the only feature that can be added.  Also, you will not be able to insert photos or other graphics or diagrams on this form.  If those features are appropriate for the report, please create a new document, insert the tables, photos or graphics along with descriptive captions, and submit along with the semi-annual report.
Project status:  this should be over-all project status.  If most objectives are on schedule, the project overall should be considered on schedule.  However, if half or more of the objectives are behind schedule, the project overall should be considered behind schedule.

Reporting Period:  Colorado utilizes a semi-annual report requirement.

Project title, etc.:  These fields should be self explanatory.  However, if any of the address or contact information is new, describe the changes in “Overall Project Accomplishments.”
B:
Content of Semi-Annual Reports

1:
OVERALL PROJECT ACCOMPLISHMENTS

Provide a cumulative report summary on the project's success and progress by thoroughly describing all the project accomplishments since the start of the project.  Avoid simply re-stating the project goals.  Describe all activities within the reporting timeframe that have been initiated and/or completed to meet these goals and objectives.  Also address interim and surrogate measures of success, and success in accomplishing the goals of the project, such as percentage completion of the project, load reductions and other actual environmental improvements achieved. In most cases, the project goals and objectives will be quantified (e.g., improve management on 80% of cropland acres; conduct 4 workshops).  Include the appropriate maps, narrative, and statistical information (i.e., acres of BMPs applied, percent of watershed treated, number of workshop participants, etc.) to clearly describe progress toward these quantified goals.  

While this may seem redundant to the Part 2 below, this section can be easily excerpted to provide a quick summary of project accomplishments.  

Also include relevant factors and issues affecting the project during the reporting period.  This includes such things as staff changes, problems with technical assistance, and factors affecting participation in the project. Changes that occurred in the PIP, or needed changes, should be briefly described.

Watershed and demonstration projects should contain information on reviews that have been carried out to assure adequate operation and maintenance (O&M), O&M problems encountered, and how they were resolved.
2:
OBJECTIVES/TASKS ACCOMPLISHMENTS

List and describe each project objective and/or tasks identified in the approved PIP.  Under each task description, sufficient information must be provided to thoroughly describe task-specific activities and accomplishments since the last annual report.  The current status (on schedule, complete, ahead of schedule, or behind schedule) must also be indicated for each task.  If a task is behind schedule, a brief summary of the reasons why should be provided and the new completion date for the task should be listed.  When applicable, the descriptions of the task activities should quantify accomplishments to better indicate progress toward the measurable task products (e.g., 5 workshops; improve management on 500 cropland acres; etc.) listed in the PIP.  Due to formatting limitations, readability is improved when the objective/task titles are capitalized.

3:
CONCLUSIONS

This section should be used to note any local concerns or issues regarding the delivery of the NPS Program.  This section should be used to provide feedback and/or recommendations on issues such as; BMP cost-share policies; local training needs, local match limitations; reporting requirements; and/or any other concerns or issues the local project sponsors and/or staff would like to express.  The general purpose of this section is to identify local concerns regarding program delivery and identify areas of the program that need improvement.

Progress reports are submitted as long as a project is being implemented and until the final project report has been approved by the state.  

C.  
Pollutant Load Reductions
This section is new in the progress report, and probably the most important, as this is the information EPA reports to Congress to demonstrate the effective of the nonpoint source program nationally – and to maintain the Congressional appropriations.  Therefore, it is critical to report load reductions for your project as they becomes available.  Please do not wait till the end of your project and report total project results only.  
All on-the-ground projects are expected to report progress in reducing pollutant loads to Colorado’s waters, as appropriate for the type of project.  If your project does not generate pollutant load reductions, skip this section.
Pollutants are identified by drop-down menus; if the first menu does not contain your pollutant of concern, move to the “additional pollutants” to see if it is listed there.  If your pollutant is not on either list, describe your project’s load reductions in the “overall project accomplishments” above.

“Current Year Estimate” should reflect load reductions either measured or modeled during the reporting period for all project activities.  Other fields in this section should be self-explanatory.
D.  
Wetlands/Streambanks/Shorelines
Another item collected by EPA for reporting to Congress is activity surrounding improvements to wetlands, streambanks, and shorelines.  If your project conducted no actions in this area, skip this section.
Check the boxes as appropriate, and enter acres or feet of activity.

E.  
Summarization of Differences
In future reports, for simplicity, you can cut and paste the information in “this report” into the field for “last report” rather than enter the previous information each time.
Summary of Finances:  This section provides you with the opportunity to summarize the fiscal aspects of your project, in particular the non-match contributions to the effort, which are not normally included on the reimbursement form.  This is a summary of the finances during the reporting period; do not include a reimbursement by reimbursement accounting.  Please identify all contributors to the projects, whether they provided cash or in-kind services.
Task or Project Outputs (Products):  If your project created any materials during this reporting period, please identify and briefly describe them.  This includes brochures, videos, manuals, etc.  Please remember all materials must be reviewed and approved by your state contract manager prior to publication.
Key Partners:  Who provided assistance during this reporting period?  Who were the key players to implement the different aspects of the project?  

Scheduling Changes:  Identify what, if any, changes were made to the milestone table and over-all project schedule.  Also, remember all scheduling should be discussed with your state contract manager prior to making those changes.

Adjustments to Budget:  Identify changes, if any, to the budget and how funds were allocated across objectives and tasks.  Again, those changes should be approved in advance by your state contract manager.

When complete, save the file as named for the project and reporting period, and email to your state contract manager.  Include ancillary descriptive information (photos, maps, tables, etc.) in a separate document and email as well.
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