QUARTERLY FINANCIAL REPORT: INSTRUCTIONS
 TC "APPENDIX A-2" \f C \l "1" Note:  The revised Quarterly Financial Report (QFR) is pre-formatted with Excel formulae. Most information placed into the first quarter QFR will automatically fill into the following quarters; column 3, match, is an exception. This information must be entered manually each quarter. Should you require an alternate format or have questions using the form, please contact your grant monitor. 

Top Section: is essential information in order for the Oregon Department of Justice to make a payment.

· Organization Name  (autofill)
· Award Number – Full award number (##-####).  (autofill)
· Award Amount – Amount of awarded federal funds (not including match). (autofill)
· Final Report – If you have a “0” Remaining Balance or are deobligating funds, state “Yes”; otherwise, all other QFRs would not be a final report and grantee should choose “No.”

· Type of Report – Basic or Project

· Basis of Report – Cash or Accrual.

· Report Period/Year – The quarter/months and year for which reimbursement funds are being requested.  This section has been pre-filled for every quarter/month.
Middle Section: looks more complicated than it really is.

· Column 1 – “VOCA Expenditures for This Report Period.”  Fill in the amount of money expended this period.  This amount will autofill into Column 2 as well as subtotal.
· Column 2 – This is the total amount of VOCA funds spent so far in this grant cycle.  This column will autofill once an amount is entered into Column 1.
· Column 3 – “Match to Date.”  Match should be reported as it is accrued.  Amounts in this column will continue to be entered manually each quarter/month.
It is OK for grantees to accrue and report match unequally throughout the grant.  However, you may be contacted by a grant monitor if you fall below the 25% match requirement at any time during the grant.  By the award end date, the match must equal 25% of the federal VOCA funds awarded (or 20% of the total grant, including match).

· Total Award Amount – Amount of awarded federal funds (not including match). (autofill)
· Balance Remaining – Total award minus Column 2.  (autofill)  If you have asked for an advance, do not subtract this amount from the balance remaining.

Lower Section: read carefully, this section can be tricky even if you think you understand the process.

· Total Expenditures to Date – This is the total from Column 2.  (autofill)
· Subtract Total Amount Previously Paid by DOJ for this Grant – This is the total amount of funds received so far from CVSD in previous reporting periods (including advances). (autofill)
· Add Request for Advance – Include requested advance for this period, if any.  The advance request can be no more than 10% of the total VOCA award.  A brief explanation of the request for advance must be attached to the QFR.

· TOTAL CURRENT REQUEST – The amount requested for this report period (Subtotal plus Add Request for Advance).  (autofill)
· Unliquidated Obligations – The amount of obligations incurred in connection with a specific subgrant but not yet paid (see page 35).
· VOCA Program Income – Generation of program income is strongly discouraged.  






