
Program Guidelines 
“Program Title”
1.0
INTRODUCTION

The introduction is a short paragraph summarizing the public purpose of support or stimulation authorized by Federal law.  It provides a general description and sufficient detail for the Recipient(s) to identify the activity contemplated under the resulting award(s). 

2.0
BACKGROUND

The background section provides any relevant historical information that substantiates the activities contemplated.  It explains how the Program evolved and its importance to the program office and the eligible entities.  The background is typically one to two paragraphs.  
3.0 
SCOPE   

The enabling legislation, and the specific statutory authority for the Program shall be cited in this Section.  The scope also describes the overall Federal Assistance purpose and specific objectives of the Program.  It helps the Recipient(s) understand the size or extent of the Program and resulting award(s).  
4.0
PERFORMANCE REPORTS (Non-Construction Programs)    
These reports will be submitted by the Recipient on a quarterly, semi-annual or annual basis.  They will contain a comparison of actual accomplishments to the objectives established for the period being reported on.  Where the output of the project can be quantified, a computation of the cost per unit of output may be required if that information will be useful to the Program Office.  Reports shall also state the reasons for slippage if established objectives are not met.  

After consultation with the DHRA Grants Officer, the Program Office may include additional information which is specific to the Program and the Program Office’s mission.  In limited cases, other deliverables can be a prototype (excluding end product(s)), a design, reports, computer software programs, or anything else that can be physically delivered.  
The type of report and/or deliverables, frequency of reporting and due dates are specified in the table below.
	  Report/Deliverable
	Frequency
	Due Date

	Interim Performance Reports
	Quarterly 
	30 calendar days after end of reporting period

	Interim Performance Reports
	Semi-Annual
	30 calendar days after end of reporting period

	Interim Performance Reports
	Annual
	90 calendar days after the award year

	Final Performance Report
	Once
	90 calendar days after expiration or termination of support


4.0
REPORTS (Construction Programs)    
For the most part, on-site technical inspections and certified percentage-of-completion data are relied on heavily by Federal Agencies to monitor progress under construction grants.  The Government will require additional formal performance reports only when considered necessary, and never more frequently than quarterly.  The type of report, frequency of reporting and due dates are specified in the table below.
	  Report
	Frequency
	Due Date

	On-Site Technical Inspections
	Quarterly 
	30 calendar days after end of reporting period

	Certified Completion Data
	Quarterly
	30 calendar days after end of reporting period

	Final Report
	Once
	90 calendar days after expiration or termination of support


Additional considerations (if applicable).  These can include:
5.0
RECIPIENT TRAVEL 

6.0
SECURITY ISSUES
7.0 
GOVERNMENT FURNISHED PROPERTY (GFP), GOVERNMENT FURNISHED EQUIPMENT (GFE), AND/OR GOVERNMENT FURNISHE INFORMATION (GFI)
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