Award Number 
Recipient Name

Performance Report – Narrative 

Source: This form is based on information provided in the Federal Assistance Reporting Checklist (FARC), which is part of your award package. Should there be differences between the Performance Report – Narrative (PRN) and the FARC, please follow the guidance in the FARC.

Purpose: To provide DOE with a detailed yet concise technical update on the award’s progress (i.e., the entirety of work performed by the prime recipient, subrecipients, and contractors), there should be sufficient detail to allow the team to assess the project’s technical merit relative to the objectives and milestones. Any deviations from the planned schedule and/or budget need to be outlined in the Changes/Problems section.

Format: Quarterly Reporting consists of two documents. The Performance Report - Narrative contains qualitative information on the project progress. The Performance Report - Quantitative captures quantitative information on the project progress. 

Where to File: Both Quarterly Reports should be uploaded to the location identified by the Program Office

When to File: No later than 30 calendar days after the end of the quarterly reporting period (January 30, April 30, July 30, October 30). 

For all reports, it is important that recipients mark Protected Data and Limited Rights Data and do not include/submit Protected Personally Identifiable Information (Protected PII) as described in Appendix “A” of the FARC.

Instructional text is provided in italics. Please delete prior to submitting.


Performance Report - Narrative
[bookmark: _Toc51420336]SECTION I: COVER PAGE
	a. Federal Agency
	Department of Energy

	b. Award Number
	DE-XX000XXXX

	c. Project Title
	Project Title

	d. Principal Investigator (PI)
	Name
Title
Email address
Phone number

	e. Business Contact (BC)
	Name
Title
Email address
Phone number

	f. Submission Date
	Date

	g. Recipient Organization
	Company/Lab/University Name

	h. Period of Performance
	Start: Date
	End: Date

	i. Budget Period
	Start: Date
	End: Date

	j. Reporting Period
	Start: Date
	End: Date

	k. Certifying Official (if different from the PI or BC)
	Name
Title
Email address
Phone number



	
	
	


Signature	of Certifying Official					Date

By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, and accurate. I am aware that any false, fictitious, or fraudulent information, misrepresentations, half-truths, or the omission of any material fact, may subject me to criminal, civil or administrative penalties for fraud, false statements, false claims or otherwise. (U.S. Code Title 18, Section 1001, Section 287 and Title 31, Sections 3729-3730). I further understand and agree that the information contained in this report are material to Federal agency’s funding decisions and I have any ongoing responsibility to promptly update the report within the time frames stated in the terms and conditions of the above referenced Award, to ensure that my responses remain accurate and complete.



[bookmark: _Toc51420337]SECTION II: EXECUTIVE SUMMARY
The purpose of the Executive Summary is to describe a high-level status on the items listed below. They can be discussed in further detail in their respective task sections later. This section should be a mix of short paragraphs and bullet points.   

[bookmark: _Toc51420338]Major Goals and Objectives 
Provide a summary of the major project goals and objectives. This should be the same from quarter to quarter and align with the Statement of Project Objectives (SOPO)/Statement of Work (SOW).

[bookmark: _Toc51420339]Project Achievement(s) 
Provide a summary of all significant progress of the project in achieving objective and programmatic goals during the life of the project. This should include key outcomes or other achievements, such as major findings, developments, or conclusions (both positive and negative), information dissemination, etc. This section should be a cumulative summary of achievements with newly added comments for the current reporting period highlighted. 

Impact: 
State how the findings, results, or techniques developed in this project will continue to make an impact on the specific fields of this project and in other areas, which may include training and educational experiences; human resource development; technology transfer; and societal impacts. 

[bookmark: _Toc51420340]Project Schedule Status 
Provide a narrative summary of the status of tasks with respect to the plan for the quarter and budget period. If deviations from the schedule are noted, describe the impacts and mitigation alternatives that are in place or planned in the Changes/Problems section below.

Project Budget Status: 
Provide a summary of the project expenditures and costs with respect to the plan for the quarter and budget period. If applicable, describe the variance, associated impacts, and mitigation alternatives that are in place or planned in the Changes/Problems section below.

Changes/Problems 
Include any proposed or anticipated changes to scope, schedule, or budget. Proposed award modifications noted solely within a Performance Report do not constitute a proposed award modification.  Significant changes to the award scope, schedule, and budget must be submitted to the Grants Management Specialist/Contract Specialist and the Project Officer and must be approved by the Grants Officer. If there is nothing significant to report during this reporting period, state “Nothing to Report.”

Key Personnel Changes 
Describe planned or actual changes in principal investigator, business contacts, or senior/key personnel and the impact to achieving project objectives.

Scope Issues 
Describe issues with completing the required project scope identified in the SOPO/SOW and the impacts to achieving project objectives, including program goals (if applicable) and proposed mitigation alternatives. The quantitative impact to achievement of Project Milestones and Go/No Go decision points and key deliverables should also be addressed.

Schedule Issues 
Describe issues with achieving the planned activities identified in the project schedule and the impact to the award budget period end dates and the overall award period of performance. The quantitative impact to the timing of any Project Milestones and Go/No Go decision points, and key deliverables should also be addressed.

Budget Issues 
Describe changes during the reporting period that may have a significant positive or negative impact on expenditures or the overall budget.


SECTION III: Special Reporting
Respond to any special reporting requirements specified in the award Terms and Conditions, as well as any award specific reporting requirements outlined in the FARC Special Instructions. 
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