Information for REMS/ERCM Grantees

ED 524B Final Report Guidance for FY 2009 REMS Grantees



Your Readiness and Emergency Management for Schools (REMS) grant project funded through the Office of Safe and Drug-Free Schools (OSDFS) is scheduled to end on January 31, 2011 (or April 2, 2011 if your grant was one of three awarded on October 1, 2009).    
The Department of Education's Grantee Performance Report form (ED 524B form) is designed to improve the quality of financial and performance data received from U.S. Department of Education discretionary grantees. The form also makes it easier for grantees to submit data and for Federal Project Officers to review and analyze the data provided. The report form has several pages of Final Report Instructions that grantees should read and carefully follow when preparing the report.

If you did not request a no-cost extension, the due date for your final report is May 2, 2011 (July 1, 2011 for grants awarded October 1, 2009).
General Instructions
Your final report must be submitted on the ED 524B form.  An electronic copy of this form and the instructions can be downloaded from: 

http://www.ed.gov/fund/grant/apply/appforms/appforms.html.  

· Please read the forms, instructions and sample templates carefully before you begin. 

· Reports may be submitted electronically via ED’s e-Reports portal or in hard copy.  If you are submitting a hard copy, please submit one signed original and one copy.  Please also be sure to send the report to your assigned Federal Project Officer (FPO) directly. 

· The ED 524B form includes several parts that you must complete:  Cover Sheet, Executive Summary, and Project Status Charts (Sections A, B, and C). Additional instructions on these report components are outlined below. 

1. Cover Sheet and Executive Summary:

The cover sheet includes general information related to your grant, such as budget expenditures and indirect cost information. The budget expenditure information in items 8a. – 8c. must be completed by the district’s business office.  In item 8a., please report your expenditures from the previous budget period (NOTE:  this is the expenditure amount listed on the interim report you submitted to the Department).  In item 8b, please list the budget expenditures incurred since the interim report.  In item 8c., please add these amounts to indicate the total amount expended.  Note: the total amount listed in 8c. must match, to the penny, the amount drawn down from G5.  Reports with inconsistent budget expenditures listed will not be accepted and will be returned for correction.  If the project requested indirect costs, the district’s business office will also need to complete items 9a. – 9c.  Specific instructions for completing this section of the report are as follows: Finally, if your district committed to providing in-kind funds under this grant, that information must also be reported on the ED524B cover page. In-kind funds must meet or exceed the commitment made in your ED-approved budget. As a reminder, the Cover Sheet of the ED524B must be signed by the Authorized Representative on file with ED for your district. (Note: The project director’s signature will not be accepted.  The Authorized Representative is typically the superintendent within your district.) If you submit the report via e-Reports you will need to fax the signed Cover Sheet to the attention of your FPO at: 202-485-0041.  The signed Cover Sheet may also be sent via email as a .pdf document directly to your FPO.

You are also required to submit a two to three page Executive Summary with your Final Report. This summary should relate to your original application and summarize the goals and objectives that have been achieved under your grant, what you learned, and any evaluation results. Describe any unanticipated outcomes or benefits from your project and any barriers that you may have encountered. If there have been any changes to the project from the original application, those should be explained as well. 
2. Project Status Chart, Section A, Project Objectives Information and Performance Measures Data:
In this section, you shall provide an explanation of progress towards meeting two types of performance measures: the established Government Performance and Results Act (GPRA) measure and the Project-Specific measures identified in your application and/or included in your interim performance report. The measures should be reported in the Project Status Chart, Section A, of the ED 524B form. 

The Secretary has established the following GPRA measure for evaluating the overall effectiveness of the Fiscal Year 09 REMS program:

· The average number of National Incident Management (NIMS) course completion by key personnel at the start of the grant compared to the average number of NIMS course completions by key personnel at the end of the grant.
Please note that GPRA measure cannot be changed or otherwise modified. The GPRA indicator should be labeled as “GPRA” in the “measure type” box of the ED 524 B, Section A. The corresponding GPRA measure should be typed into the “Performance Measure” box of Section A and have a corresponding explanation of the measure in the “Explanation of Progress” section of the report. Reports that do not accurately report on the GPRA measure cannot be accepted by FPOs. 
Your report should also include an explanation of progress and appropriate data for each of the Project-Specific measures you have established for your project. These are the performance measures you identified in your original application, or later sent to your FPO via email for review, and are in addition to the GPRA performance measure.  These are also the measures that would have been included in the interim report.

Each Project-Specific Measure should be labeled as “Project” in the “measure type” box of the ED 524 B, Section A. The corresponding Project Specific Objective should be typed into the “Performance Measure” box of Section A.
Please use the following forms in completing your report: 
For all performance measures, both GPRA and Project-Specific, information must be entered in the Quantitative Data section of Section A. If no quantitative data is available, please enter “999” in the box labeled “raw number” under both “target” and “actual.” Additional information should be provided under the “Explanation of Progress” section that corresponds to each Project-Specific Measure or GPRA Measure on which you are reporting. We are looking for strong qualitative descriptions of your activities and outcomes which we hope will include:
· What goal you hoped to achieve with each activity described

· How you measured whether or not the outcome you were seeking was actually achieved

· Lessons learned and recommendations for other LEAs

3. Project Status Chart, Section B, Budget Information:

Please provide a summary of your project budget expenditures for the entire performance period.  
This summary should be completed by your budget office and might be presented by including a complete list of your original budget line items, and your actual expenditures in each line item, categorized by the following standard ED categories: Personnel, Fringe Benefits, Travel, Equipment, Supplies, Contractual, Other, Indirect Costs, and Training Stipends and your expenditures in each of these ED line items .If you included non-Federal funds (matching funds) in your application, you must provide a summary of those as well. Please be sure to explain any budget changes that have been made from the original approved budget.

4. Project Status Chart, Section C, Other Information:

Grantees submitting a final report must address the following question in Section C:

· Utilizing your evaluation results, draw conclusions about the success of the project and its impact.  Describe any unanticipated outcomes or benefits from your project and any barriers that you may have encountered.

If not addressed in your Project-Specific measures, in this section, please describe the district's progress in addressing the various REMS grant requirements. Specifically, please ensure you address your grant’s progress towards the requirements to:

· Coordination with community partners 

· Training for students and staff on emergency procedures 

· Communication school emergency management policies and procedures to parents and guardians

· Coordination with State and/or local homeland security plans 

· Implementation of NIMS 

· Emergency planning for individuals with disabilities 

· Development of a written infectious disease plan that includes disease surveillance, business continuity planning, and continuation of educational services 

Note, final reports that fail to address each of the above items will not be accepted and will be returned for correction.
Please use the following form in completing your report:

1. Sample ED 524B Cover Page.doc
2. Project Status_Chart_Sample.doc
3. Final report checklist.doc
4. REMS GPRA-Measures Definitions.doc
5. REMS ED 524B FAQ.doc
6. Guidance for ed524b_status Sections A B and C.doc
5. e-Reports, ED's Electronic Performance Reporting Initiative:

The Readiness and Emergency Management for Schools (REMS) grant program is participating in e-Reports, the Department of Education’s (ED’s) electronic initiative for performance reporting. e-Reports allows grantees to electronically complete and submit their annual and final grant performance reports (ED 524B) via the Internet. While your participation is voluntary, we strongly encourage you to take advantage of this unique opportunity. Please note that the most recent approved version of the ED 524B was specifically designed to facilitate electronic submission of data - for example, text blocks, which are limited on the paper copy form, are expandable in e-Reports. 

If you are submitting your performance report via e-Reports, you can access e-Reports through ED’s e-Grants portal page by using the following web site:  http://e-Grants.ed.gov, then select e-Reports. Additionally, ED will require that the district’s ED 524B Grant Performance Report Cover Sheet, signed by the Authorized Official for your project, be emailed or faxed to your ED Federal Project Officer within three business days after electronic submission of your report. In order to ensure your FPO receives the fax, it is helpful if you notify the FPO when you have faxed the signed form. Participants will benefit from pre-populated information on the ED 524B that can be updated by the Project Director. In addition, your ED Federal Project Officer will be able to review your final grant performance report as soon as you submit it through e-Reports. If necessary, the ED Federal Project Officer can provide comments, request additional information, and “unsubmit” your performance report. This will give you the advantage of making the appropriate changes and resubmitting it via this software. 

When accessing e-Reports for the first time you need to register to get an ID and password. You will receive a prompt asking if you are a Project Director. After answering yes, you will need to add your name and grantee DUNS number as they appear on your original grant award notification document. Please refer to blocks 4 and 8 of the grant award notification document for this information. This will give you access to the appropriate interim or final grant performance report. However, if you are a new Project Director and your name does not appear on the Grant Award Notification, you should contact your ED Federal Project Officer. 
Please note that if you registered in e-Reports previously as a Project Director, you do not need to re-register and should use the ID and password that you were assigned at that time. If you have forgotten your ID and/or password, you can use the “I Forgot My Password” link to get a new password e-mailed to you.

If you have any problems while processing your grant performance report through e-Reports, a hotline staff member is available to assist you. The hotline can be reached by calling the following toll free number: (888)-336-8930 (TTY: 1-800-897-8402, local 202-401-8363). The hours of operation are 8am-6pm (Eastern Time), Mondays-Fridays. 

 

If you submit a paper copy of your final report, please send one signed original and one copy to your assigned Federal Project Officer (FPO).  Contact information is as follows:
Jade Anthony

U.S. Department of Education, OSDFS

550 12th Street, SW * Room 10085, PCP

Washington, DC 20202

Phone: (202) 245-6264 * Fax: (202) 485-0041

 

Sara Strizzi

U.S. Department of Education, OSDFS

1312 Cedar Court Road

Glendale, CA 91207

Phone: (303) 981-4593 * Fax: (202) 485-0041

 

Madeline Sullivan

U.S. Department of Education, OSDFS

550 12th Street, SW * Room 10084, PCP

Washington, DC 20202

Phone: (202) 245-7865 * Fax: (202) 485-0041

 

Tara Hill’s grantees should be sent to your new FPO, Hamed Negron-Perez:
 

Hamed Negron-Perez

U.S. Department of Education, OSDFS

550 12th Street, SW * Room 10111, PCP

Washington, DC 20202

Phone: (202) 245-8452 * Fax: (202) 485-0013

If you have any questions regarding the preparation and submission of your final report or the process for requesting a no-cost extension, please contact your Federal Project Officer directly. 

