Pathways to career opportunities Grant (PCOG) Quarterly Report ChecklistS 
For use with General Release awards (PCOG. XXB019) and Grow Your Own Teacher Apprenticeship Program awards (PCOG-GYO, XXB152).

Use the PCOG Reports ShareFile folder only for quarterly reports. Contact the PCOG Team if you encounter problems. Use other ShareFile folders for applications, amendments and award notification retrieval. 

There are three different checklists. Use only the checklist for your award type.
Non-public new and expanding awardees (look for a “Q” in the last 5 digits of your program number found on your award letter).
Operating program awardees (typically includes a “P” in the last 5 digits of your program number found on your award letter, though occasionally may include a “Q”).
Public awardees (look for an “S” in the last 5 digits of your program number found on your award letter).

Grow Your Own Teacher Apprenticeship awardees use the non-public new and expanding awardee checklist if non-public or the public awardee checklist if a public entity. 

Contact the PCOG Team regarding budgetary or other potential changes to your project. (PCOG Team: PCOG@fldoe.org).
Out-of-state travel must be approved by FDOE in advance.
The standard quarterly reporting deadlines are listed in this document. 
Extensions are not guaranteed. Quarterly (Q) dates repeat (e.g., Q5 = 7/01–9/30 with the report due 10/20). Final reports are due by the 20th day of the 2nd month after the project’s end (e.g., Q4 final = 8/20, Q6 = 02/20). An awardee may close a project before the extension’s end (e.g., extended until 12/31, but closed early with a Q5 final report).
Avoid common errors. 
Per quarter, the DOE 300 and DOE 301 sum must equal the DOE 399 total.
Provide documentation that each expense was incurred and paid.
Mark the DOE 399 as “interim” or “final.”
Provide all necessary signatures.
Submit a performance outcome form for each occupation supported by the PCOG grant with each quarterly report.
For Q1 (7/01–9/30), provide a full list of registered apprentices/preapprentices. In subsequent quarters, only provide updates.
Though an apprentice/preapprentice may be enrolled, registration is complete only with approval and an ID number from the Apprenticeship and Training Representative (ATR). Given ATR review, apprenticeship/preapprenticeship agreement forms are no longer required. The PCOG Team may ask for additional documentation (e.g., RAPIDS report).
Direct any questions about quarterly reporting to the PCOG Team: PCOG@fldoe.org. 
Public entities have additional data reporting obligations. Direct these questions to the Research and Evaluation Team: https://www.fldoe.org/academics/career-adult-edu/research-evaluation/.
Awardees may be asked to provide additional information if selected for monitoring.

Non-public entity new and expansion awards
PCOG Quarterly Report Checklist 
For all non-public new and expanding awardees (look for a “Q” in the last 5 digits of your program number found on your award letter).
Use this checklist to ensure your quarterly report is complete and correct prior to submitting your report to PCOG@fldoe.org by the due date of 20 days after the last day in each quarter.
Please note that at least 90% of the grant amount disbursed to you must be expended and reported on the DOE 399 to qualify for the next quarterly advance. Quarterly advances do not occur for reports sent to the Florida Department of Financial Services (DFS) after the grant period ends, the payment will be reimbursement only at that time.
Complete Quarterly Report PAcket 
☐	Budgetary Summary Table
☐	For the quarter, the sum of amount claimed on the DOE 300 and DOE 301 equal the amount claimed on the DOE 399.
☐	Quarterly Activity Report Form
  	☐ Supporting documentation for each deliverable marked “complete.”
☐	DOE 399
☐	Proof the cost was incurred for each expenditure reported (invoice, receipt, payroll, etc.).
☐	Proof of payment for each expenditure reported (bank statement, cancelled check, pay stub, etc.).
☐	The DOE 300 form total + the DOE 301 form total = the DOE 399 expenditures total.
☐	The amount claimed for payment from FDOE for an item on the DOE 399, DOE 300 or 
      DOE 301 may be less than the expense.
☐	DOE 300
☐	All salary and FICA reported on the DOE 399 are listed on this form. 
☐	DOE 301
☐	All expenditures other than salary and FICA reported on the DOE 399 are listed on this form (including the other benefits claimed for salaried employees; refer to the directions at the bottom of these forms).
☐	Performance Outcome Form
☐	Apprenticeship and preapprenticeship registrations are reviewed and approved by ATRs. Apprenticeship/preapprenticeship agreement forms are no longer required. 
☐	For Q1 (07/01–09/30), provide a full list of apprentices/preapprentices who were approved and registered by your ATR. In subsequent quarters, only provide updates.
☐	Final Report Summary (submit with the final report only)
☐	Responses about the registered program and registered apprentices/preapprentices have been provided. Your ATR can help you find registered program information. Refer to Performance Outcome Forms to help you find your registered apprentice/preapprentice totals per occupation.
[bookmark: _lyrp6qhzrgl]Quarterly Activity Report Form
☐	The agency information section is fully filled in with the awardee name, the agency contact, the project number (located on your award letter), the taps number (XXB019 for general release and XXB152 for PCOG-GYO) and the reporting quarter (one quarter at a time).
☐	The return-on-investment narrative is completed and reflects how Florida’s students and citizens have benefited and the number of individuals served. 
☐	The Scope of Work section is filled in appropriately, pulling the deliverables directly from the approved application and entering them into the Scope of Work column word for word. 
☐	The narrative report section reports on the progress made or obstacles encountered for each deliverable (with no blanks or “n/a”). 
☐	Each deliverable indicates “complete” or “in progress.” 
☐	For each deliverable marked “complete” the appropriate supporting documentation is provided with the quarterly report.
☐	The activity report is signed and dated.
[bookmark: _e3n9adsqyf4j]DOE 399 Expenditure Form
☐	The DOE 399 form that was prepopulated and sent was used.
☐	The agency information was completed at the top of the form with the awardee name and program type (PCOG for general release or PCOG-GYO for the teacher apprenticeship awards). The project starts on 7/01. The project ends on 6/30 unless an extension is approved. The PCOG project number is available on the Project Award Notification, DOE 200. The agency reference is optional and typically left blank. The correct program contact is filled in with the person who should be contacted if there are issues with the DOE 399 report. A second contact is strongly recommended.
☐	The report is marked “interim” or “final” based on whether this will be the last DOE 399 submitted for the project (only mark “final” if you do not plan to report any additional expenditures).
☐	The quarterly expenses are entered into the column corresponding to the reporting quarter and only numbers are used so the formula does not show error. 
☐	Proof the cost was incurred for each expenditure reported (invoice, receipt, payroll, etc.) is submitted for each new expense reported on this form.
☐	Proof of payment for each expenditure reported (bank statement, cancelled check, pay stub, etc.) is submitted for each new expense reported on this form.
☐	All supporting documentation is legible and easy to identify (please send documentation that is clear and organized so we can quickly locate what is needed for each expense).

☐	The total of the DOE 300 + the total of the DOE 301 = the total expenditures reported on the DOE 399.
☐	 The report is signed and dated.
DOE 300 Detail of Salary Expenditures Form
☐	All salary and FICA expenditures claimed on the DOE 399 are detailed in this form.
☐	Each claimed expense is connected to a line item on the DOE 399 (it should be easy for anyone unfamiliar with the grant to determine which lines make up a cost on the DOE 399).
☐	If benefits for salary employees other than FICA are included on the DOE 399, they are not placed on this form, they are added to the DOE 301 form (see instructions at the bottom of the DOE 300 form).
DOE 301 Detail of Monthly Transactions Form
☐	All expenditures other than salary and FICA claimed on the DOE 399 are detailed in this form.
☐	Each claimed expense is connected to a line item on the DOE 399 (it should be easy for anyone unfamiliar with the grant to determine which lines make up a cost on the DOE 399).
☐	The check amount column reflects the total paid to the vendor (we will be looking for the proof of payment matching this amount).
☐	The requesting amount reflects the amount claimed as an expenditure for this grant (may differ from the amount paid to a vendor).
[bookmark: _we2wrs76nl09]Performance Outcome Report
☐	One performance outcome form per occupation supported by the PCOG grant is submitted with each quarterly report.
☐	The date, project number, awardee name, registered program name (ask your ATR if uncertain), program number (N/A if not yet registered; your ATR can help) and the occupation name (one occupation per form) are filled in.
☐	The performance period being reported is selected.
☐	The last name, first name, participant ID number, action code (using the action code key) and date of action are filled in for all actions reported.
☐	Provide a full list of registered apprentices/preapprentices in Q1. In subsequent reports, only report new actions. 
☐	This report is signed and dated.
[bookmark: _y032qegiqu42]
When conducting our review of quarterly reports, this checklist is used to ensure the report is complete and correct prior to submitting to the FDOE comptroller’s office for additional review of the expenditures reported.
We greatly appreciate your time and attention to detail when putting these reports together and encourage all participants to maintain these records throughout the quarter, so they are not such a heavy lift.

Quarterly Report Schedule:

	1st Quarter
7/1 to 9/30
	2nd Quarter
10/1 to 12/31
	3rd Quarter
1/1 to 3/31
	4th Quarter (FINAL)
4/1 to 6/30

	Activity Report Due 10/20
	Activity Report Due 1/20
	Activity Report Due 4/20
	Activity Report Due 8/20



Project Amendment Information:
· Please review the Department of Education’s Project Application and Amendment Procedure for Federal and State Programs (Green Book) which can be found on the website at https://www.fldoe.org/finance/contracts-grants-procurement/grants-management/project-application-amendment-procedur.stml, in the event you need to request an amendment to your project.
· Amendments are not retroactive; they will only be eligible to cover expenditures which occur after they are approved. 
· Both a DOE 150 and DOE 151 must be uploaded to the same ShareFile folder the PCOG application was submitted to be considered “received” by FDOE.
· Discuss and receive approval from the PCOG Team (PCOG@fldoe.org) for changes to your project. The PCOG Team can provide guidance on whether an amendment is required. 



Operating award
PCOG Quarterly Report Checklist 
For all operating program awardees (look for a “P” in the last 5 digits of your program number found on your award letter).
Use this checklist to ensure your quarterly report is complete and correct prior to submitting your report to PCOG@fldoe.org by the due date of 20 days after the last day in each quarter.

Please note that no advance payments will occur; the payment type is reimbursement based on actual expenditures up to the amount eligible based on enrollment in the program.
Complete Quarterly Report PAcket 
☐	Budgetary Summary Table
☐	For the quarter, the sum of the DOE 300 and DOE 301 equal the quarterly total on the DOE 399.
☐	Quarterly Activity Report Form
☐	DOE 399
☐	Proof the cost was incurred for each expenditure reported (invoice, receipt, payroll, etc.).
☐	Proof of payment for each expenditure reported (bank statement, cancelled check, pay stub, etc.).
☐	The DOE 300 form total + the DOE 301 form total = the DOE 399 expenditures total.
☐	The amount claimed for payment from FDOE for an item on the DOE 399, DOE 300 or DOE 301 may be less than the expense.

☐	DOE 300
☐	All salary and FICA reported on the DOE 399 are listed on this form. 
☐	DOE 301
☐	All expenditures other than salary and FICA reported on the DOE 399 are listed on this form (including the other benefits claimed for salaried employees; refer to the directions at the bottom of these forms).
☐	Performance Outcome Form
☐	Apprenticeship and preapprenticeship registrations are reviewed and approved by ATRs. Apprenticeship/preapprenticeship agreement forms are no longer required. 
☐	For Q1 (07/01–09/30), provide a full list of apprentices/preapprentices who were considered registered. In subsequent quarters, only provide updates. 
☐	Final Report Summary (submit with the final report only)
☐	Responses about the registered program and registered apprentices/preapprentices have been provided. Your ATR can help you find registered program information. Refer to Performance Outcome Forms to help you find your registered apprentice/preapprentice totals per occupation.
Quarterly Activity Report Form
☐	The agency information section is fully filled in with the awardee name, the agency contact, the project number (located on your award letter), the taps number (XXB019 for general release) and the reporting quarter (one quarter at a time).
☐	The return-on-investment narrative is completed and reflects how Florida’s students and citizens have benefited and the number of individuals served. 
☐	The Scope of Work section is filled in appropriately, pulling the 4 deliverables directly from the approved application and entering them into the Scope of Work column word for word. 
☐	Each deliverable indicates “complete” for each quarter a report is submitted (there are 4 deliverables, one should be marked complete each time a report is submitted with the final report reflecting all 4 complete). 
☐	The activity report is signed and dated.

DOE 399 Expenditure Form
☐	The DOE 399 form that was prepopulated and sent was used.
☐	The agency information was completed at the top of the form with the awardee name and program type (PCOG for general release or PCOG-GYO for the teacher apprenticeship awards). The project starts on 7/01. The project ends on 6/30 unless an extension is approved. The PCOG project number is available on the Project Award Notification, DOE 200. The agency reference is optional and typically left blank. The correct program contact is filled in with the person who should be contacted if there are issues with the DOE 399 report. A second contact is strongly recommended.
☐	The report is marked “interim” or “final” based on whether this will be the last DOE 399 submitted for the project (only mark “final” if you do not plan to report any additional expenditures).
☐	The quarterly expenses are entered into the column corresponding to the reporting quarter and only numbers are used so the formula does not show error. 
☐	Proof the cost was incurred for each expenditure reported (invoice, receipt, payroll, etc.) is submitted for each new expense reported on this form.
☐	Proof of payment for each expenditure reported (bank statement, cancelled check, pay stub, etc.) is submitted for each new expense reported on this form.
☐	All supporting documentation is legible and easy to identify (please send documentation that is clear and organized so we can quickly locate what is needed for each expense).
☐	The total of the DOE 300 + the total of the DOE 301 = the total expenditures reported on the DOE 399.
☐	 The report is signed and dated.


DOE 300 Detail of Salary Expenditures Form
☐	All salary and FICA expenditures claimed on the DOE 399 are detailed in this form.
☐	Each claimed expense is connected to a line item on the DOE 399 (it should be easy for anyone unfamiliar with the grant to determine which lines make up a cost on the DOE 399).
☐	If benefits for salary employees other than FICA are included on the DOE 399, they are not placed on this form, they are added to the DOE 301 form (see instructions at the bottom of the DOE 300 form).
DOE 301 Detail of Monthly Transactions Form
☐	All expenditures other than salary and FICA claimed on the DOE 399 are detailed in this form.
☐	Each claimed expense is connected to a line item on the DOE 399 (it should be easy for anyone unfamiliar with the grant to determine which lines make up a cost on the DOE 399).
☐	The check amount column reflects the total paid to the vendor (we will be looking for the proof of payment matching this amount).
☐	The requesting amount reflects the amount claimed as an expenditure for this grant (may differ from the amount paid to a vendor).
Performance Outcome Report
☐	One performance outcome form per occupation supported by the PCOG grant is submitted with each quarterly report.
☐	The date, project number, awardee name, registered program name (ask your ATR if uncertain), program number (N/A if not yet registered; your ATR can help) and the occupation name (one occupation per form) are filled in.
☐	The performance period being reported is selected.
☐	The last name, first name, participant ID number, action code (using the action code key) and date of action are filled in for all actions reported.
☐	Provide a full list of registered apprentices/preapprentices in Q1. In subsequent reports, only report new actions. 
☐	This report is signed and dated.

When conducting our review of quarterly reports, this checklist is used to ensure the report is complete and correct prior to submitting to the FDOE comptroller’s office for additional review of the expenditures reported.

We greatly appreciate your time and attention to detail when putting these reports together and encourage all participants to maintain these records throughout the quarter, so they are not such a heavy lift.


Quarterly Report Schedule:

	1st Quarter
7/1 to 9/30
	2nd Quarter
10/1 to 12/31
	3rd Quarter
1/1 to 3/31
	4th Quarter (FINAL)
4/1 to 6/30

	Activity Report Due 10/20
	Activity Report Due 1/20
	Activity Report Due 4/20
	Activity Report Due 8/20



Project Amendment Information:
· Please review the Department of Education’s Project Application and Amendment Procedure for Federal and State Programs (Green Book) which can be found on the website at https://www.fldoe.org/finance/contracts-grants-procurement/grants-management/project-application-amendment-procedur.stml, in the event you need to request an amendment to your project.
· Amendments are not retroactive; they will only be eligible to cover expenditures which occur after they are approved. 
· Both a DOE 150 and DOE 151 must be uploaded to the same ShareFile folder the PCOG application was submitted to be considered “received” by FDOE.
· Discuss and receive approval from the PCOG Team (PCOG@fldoe.org) for changes to your project. The PCOG Team can provide guidance on whether an amendment is required. 


public entity 
pCOG Quarterly Report Checklist 
For all public awardees (look for an “S” in the last 5 digits of your program number found on your award letter).
Use this checklist to ensure your quarterly report is complete and correct prior to submitting your report to PCOG@fldoe.org by the due date of 20 days after the last day in each quarter.
Complete Quarterly Report PAcket 
☐	Quarterly Activity Report Form
  	☐ Supporting documentation for each deliverable marked “complete.”
☐	DOE 399
☐	Proof the cost was incurred for each expenditure reported (invoice, receipt, payroll, etc.).
☐	Proof of payment for each expenditure reported (bank statement, cancelled check, pay stub, etc.).
☐	The amount claimed for payment from FDOE for an item on the DOE 399 may be less than the expense.
☐	Performance Outcome Form
☐	Apprenticeship and preapprenticeship registrations are reviewed and approved by ATRs. Apprenticeship/preapprenticeship agreement forms are no longer required. 
☐	For Q1 (07/01–09/30), provide a full list of apprentices/preapprentices who were considered registered. In subsequent quarters, only provide updates. 
☐	Final Report Summary (submit with the final report only)
☐	Responses about the registered program and registered apprentices/preapprentices have been provided. Your ATR can help you find registered program information. Refer to Performance Outcome Forms to help you find your registered apprentice/preapprentice totals per occupation.

Quarterly Activity Report Form
☐	The agency information section is fully filled in with the awardee name, the agency contact, the project number (located on your award letter), the taps number (XXB019 for general release and XXB152 for PCOG-GYO) and the reporting quarter (one quarter at a time).
☐	The return-on-investment narrative is completed and reflects how Florida’s students and citizens have benefited and the number of individuals served. 
☐	The Scope of Work section is filled in appropriately, pulling the deliverables directly from the approved application and entering them into the Scope of Work column word for word. 
☐	The narrative report section reports on the progress made or obstacles encountered for each deliverable (with no blanks or “n/a”). 
☐	Each deliverable indicates “complete” or “in progress.” 
☐	For each deliverable marked “complete” the appropriate supporting documentation is provided with the quarterly report.
☐	The activity report is signed and dated.
DOE 399 Expenditure Form
☐	The DOE 399 form that was prepopulated and sent was used.
☐	The agency information was completed at the top of the form with the awardee name and program type (PCOG for general release or PCOG-GYO for the teacher apprenticeship awards). The project starts on 7/01. The project ends on 6/30 unless an extension is approved. The PCOG project number is available on the Project Award Notification, DOE 200. The agency reference is optional and typically left blank. The correct program contact is filled in with the person who should be contacted if there are issues with the DOE 399 report. A second contact is strongly recommended.
☐	The report is marked “interim” or “final” based on whether this will be the last DOE 399 submitted for the project (only mark “final” if you do not plan to report any additional expenditures).
☐	The quarterly expenses are entered into the column corresponding to the reporting quarter and only numbers are used so the formula does not show error. 
☐	Proof the cost was incurred for each expenditure reported (invoice, receipt, payroll, etc.) is submitted for each new expense reported on this form.
☐	Proof of payment for each expenditure reported (bank statement, cancelled check, pay stub, etc.) is submitted for each new expense reported on this form.
☐	All supporting documentation is legible and easy to identify (please send documentation that is clear and organized so we can quickly locate what is needed for each expense).
☐	 The report is signed and dated.
Performance Outcome Report
☐	One performance outcome form per occupation supported by the PCOG grant is submitted with each quarterly report.
☐	The date, project number, awardee name, registered program name (ask your ATR if uncertain), program number (N/A if not yet registered; your ATR can help) and the occupation name (one occupation per form) are filled in.
☐	The performance period being reported is selected.
☐	The last name, first name, participant ID number, action code (using the action code key) and date of action are filled in for all actions reported.
☐	Provide a full list of registered apprentices/preapprentices in Q1. In subsequent reports, only report new actions. 
☐	This report is signed and dated.

When conducting our review of quarterly reports, this checklist to ensure the report is used to complete and correct prior to submitting to the FDOE comptroller’s office for additional review of the expenditures reported.

We greatly appreciate your time and attention to detail when putting these reports together and encourage all participants to maintain these records throughout the quarter, so they are not such a heavy lift.

Quarterly Report Schedule:

	1st Quarter
7/1 to 9/30
	2nd Quarter
10/1 to 12/31
	3rd Quarter
1/1 to 3/31
	4th Quarter (FINAL)
4/1 to 6/30

	Activity Report Due 10/20
	Activity Report Due 1/20
	Activity Report Due 4/20
	Activity Report Due 8/20



Project Amendment Information:
· Please review the Department of Education’s Project Application and Amendment Procedure for Federal and State Programs (Green Book) which can be found on the website at https://www.fldoe.org/finance/contracts-grants-procurement/grants-management/project-application-amendment-procedur.stml, in the event you need to request an amendment to your project.
· Amendments are not retroactive; they will only be eligible to cover expenditures which occur after they are approved. 
· Both a DOE 150 and DOE 151 must be uploaded to the same ShareFile folder the PCOG application was submitted to be considered “received” by FDOE.
· Discuss and receive approval from the PCOG Team (PCOG@fldoe.org) for changes to your project. The PCOG Team can provide guidance on whether an amendment is required. 
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