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Training Agenda

 General FAQs

 Step by Step Process

– Section I: Summary Information

– Section II: Program Management Information

– Section III: Program Activities/Indicators
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General FAQs

F N S  P P R  F ORM T RAI N I NG |  3



F N S  P P R  F ORM T RAI N I NG |  4

General FAQs

1. What is the purpose of the Standardized PPR Form? To standardize Performance Progress Reporting requirements and better 
measure success through qualitative and quantitative metrics.

2. Am I required to use the Standardized PPR form? Grantees are required to use the form for all FY2020 awards. For FY19 awards, 
the form was encouraged, but not required. At a minimum, FY19 progress reports were required to include information noted in 
section 5 of the Terms and Conditions.  

3. What do the fields highlighted in red indicate? Fields highlighted in red indicate that they are required. Once data is entered into 
a required field, there will no longer be a red highlight. You will not be able to submit the form until all required fields are
completed.

4. When should I submit the PPR form? The PPR form should be submitted according to the agreed upon quarterly or semi-annual 
frequency agreed upon in the Terms and Conditions. 

5. Is the PPR form pre-populated with Program information?   The PPR is pre-populated with Objectives for each program, but not 
with grant-specific information. We recommend that grantees populate the form with grant-specific data (i.e., activities, 
indicators) upon initial report submission. For all subsequent reporting, we recommend that you update the prior submission as to 
reduce the data entry burden.

6. What Activities should I add to the PPR form? Activities added should match those provided on your applications. If there are 
additional activities, please work with your Grants Officer to determine whether to add to the form.

7. Who should I contact for questions related to the PPR form? Please contact your Grants Officer if you have questions related to 
the PPR. 
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Step by Step Process
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Step 1: Complete Section I

Program Information and 
Type of Report will be 
completed by FNS.

You can find the FAIN in the 
GAD report. If in need of 
assistance, contact your 
Grants Officer.

You can find the Grant Agreement Number 
on the fully executed FNS-529 in box 1

A recommended file name 
will be generated as you 
enter values in the report. 
We encourage you to copy 
and paste this name when 
saving the document.
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Step 2: Complete Program Mgmt. Section

Clicking Yes in boxes 2b, 3b, 4a, 
and 5a will trigger additional 
required fields.

Be sure to capture any 
deviations including changes to 
your itemized budget.

Number of Full-Time 
Equivalents (FTEs) should 
reflect the sum of effort across 
all FTEs (e.g. add up the effort 
across the grant – one person 
contributing 1.0 and another 
contributing 0.25 would equal 
1.25.)
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Step 2 (Cont.): Complete Program Mgmt. Section

This section should only 
be completed for the 
Final Reporting period.

New required fields in 
red. Clicking Yes in Box 
6b will trigger additional 
required fields
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Step 3: Complete Program Activities/Indicators

New required fields in red. Objectives 
will be entered by FNS. 

Use the Add/Remove buttons to add/remove 
indicators, and/or activities. Note: Objectives 
should not be edited.

Each Objective requires at least one Activity, 
and each Activity requires at least one Indicator. 
If an Activity row is populated, then Type, and 
Anticipated Completion Date fields are required 
on that Activity. Note: Objectives are for the 
program as a whole. Enter “N/A” in the Activity 
field if the objective does not apply.
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Activities/Indicators Example

If the dropdown does 
not align with your 
activity/indicator, select 
“Other” and type in a 
value.

Use the Indicator Type 
that best captures the 
particular activity goals. 
While Narrative is 
available as an Indicator 
Type, we encourage you 
to think about whether 
the Indicator can be 
captured quantitatively 

or qualitatively.
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Step 4: Click Submit By Email

Confirm that all required fields are 
completed prior to clicking “Submit By 
Email”. 

Error Assistance: An error message will 
trigger if a required field is not 
completed on the form and you will be 
brought to the closest field that must 
be completed.
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Step 5: Email Report

Email the PPR to the 
Grants Officer listed for 
your Grant.

The PPR form will be attached 
automatically if you click the Submit By 
Email button in the PPR form. 

Note: Clicking the Submit By Email button will open an email with your PPR form attached. 
You can also can the report to your desktop and email separately.


