Office of Criminal Justice Assistance
Grant Required Reports Log Sheet and Forms Due Dates

	Grant Award #
	
	Awarded Project Period:
	Oct 1, 2017 – Sep 30, 2018

	Project Title:
	


All quarterly and final evaluation reports should be sent in electronic Word format to the OCJA grant manager or to ocja@dps.state.nv.us, AND the original typed reports should be mailed to:  
OCJA, 1535 Old Hot Springs Rd, #10, Carson City, NV 89706. 

	Reports Due
	Due Date
	Date  Sent
	Notes

	October Financial Claim
	November 30th
	
	

	November Financial Claim
	December 31st
	
	

	December Financial Claim
	January 31st
	
	

	Oct-Dec
	Quarterlies
	
	

	Narrative Quarterly Report
	January 20th
	
	

	PMT On-line Quarterly
	January 20th
	
	

	January Financial Claim
	February 28th
	
	

	February Financial Claim
	March 31st
	
	

	March Financial Claim
	April 30th
	
	

	Jan-Mar
	Quarterlies
	
	

	Narrative Quarterly Report
	April 20th
	
	

	PMT On-line Quarterly
	April 20th
	
	

	April Financial Claim
	May 30th
	
	

	May Financial Claim
	June 30th
	
	

	June Financial Claim 
	July 30th
	
	

	Apr-June
	Quarterlies
	
	

	Narrative Quarterly Report
	July 20th
	
	

	PMT On-line Quarterly
	July 20th
	
	

	July Financial Claim
	August 31st
	
	

	August Financial Claim
	September 30th
	
	

	September Financial Claim 
	October 31st
	
	

	July  -  Sept
	Quarterlies
	
	

	Narrative Quarterly Report
	October 20th
	
	

	PMT On-line Quarterly
	October 20th
	
	

	October thru September 
Final Cumulative 
Evaluation Report


	November 15th (or otherwise requested by OCJA)
	
	If grant period continues beyond one year time period, omit this report and continue with regularly schedule reporting. 

	This form must be included in your grant award file and kept up to date.   The attached table describes forms and reports and their due dates.  Please familiarize yourself with these forms.   If you have any questions, you may contact your grant manager at OCJA.  (775) 687-1500.


By accepting a grant award from OCJA, the sub-grantee agrees to submit the applicable forms and reports by the date/s specified.   Projects with start dates other than the first day of a calendar quarter must still report at the end of the calendar quarter.  For example if the project period starts on May 1, a report must be submitted on or before July 20th even though a full quarter has not yet passed. Agencies should contact their OCJA program manager promptly if they cannot meet the deadline for reporting.   A pattern of delinquent reports may result in termination of the grant and jeopardize future funding. These forms can be found on the OCJA website at: www.ocj.nv.gov under Forms.

Unless otherwise specified, reporting requirements are as follows:

	FORM
	DUE DATE
	NOTES

	Monthly Financial Claim


	Due within 30 days after the close of each month.   Whether or not actions or expenditures have taken place.

Final Financial Claim is due within 25 days.
	Submitted to draw funds for reimbursement of expenditures. Should include equipment record form, if any purchased.

	Quarterly Stats/Narrative Report
	Quarterly – to be completed by the 20th of the month following the end of each quarter.  See below for due dates.
	Should include any significant press releases, copies of surveys, pre/post test evaluations if applicable.

	PMTxe "PMT" On-line
Performance Measurement Tool  Quarterly Report
	Quarterly – to be completed by the 20th of the month following the end of each quarter.
	On-line reporting form goes to OCJA then to feds.

	Final Evaluation/Narrative/Data Report
	45 days after the end of the final payment and/or project activity concludes
	-Includes cumulative statistics for the year or project period.

-Overall evaluation of the project, achievement of goals and objectives

- Final inventory list and future intended use of equipment.

	Project Change Requests
xe "Project Change Requests"
Change in personnel

**Budget Revision

**Request for period extension

**Change in scope
	As soon as change is required, unless:  for budget revision, period extension or change in scope, request is required prior to events.
	Submit to your program manager as soon as possible for review and approval.

	Equipment/Property Record
	Within 30 days of equipment/property procurement
	Should submit along with monthly financial form. Equipment may be reviewed upon monitoring visit.

	**Transfer/Loss/Damage of Property Report
	As soon as activity has been noted but no longer than 30 days after.
	Contact program manager immediately if item is over        

$ 5,000.


** Requires Prior Approval by OCJA
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