
Quarterly Progress and 

Fiscal Reporting



Quarterly Progress 
and Fiscal Reporting

DHSESGPAFiscal@dhses.ny.gov

Progress Reporting

ÅSubmitted in E-Grants via Progress Report 
Module

Fiscal Reporting

ÅSubmitted via e-mail to Fiscal Mailbox.

ÅDHSESGPAFiscal@dhses.ny.gov

mailto:DHSESGPAFiscal@dhses.ny.gov


Deadlines for 
Submitting 
Quarterly 
Progress and 
Fiscal Reports



Quarterly Progress 

Reporting







2025



yes





2025



12/31/2025Oct-Dec 2025



Quarterly 
Fiscal 

Reporting

The following fiscal forms 
can be found on DHSESô 
website:

https://www.dhses.ny.gov
/grant-reporting-forms   

https://www.dhses.ny.gov/grant-reporting-forms
https://www.dhses.ny.gov/grant-reporting-forms


Fiscal Reporting ï No Reimbursement

 
 

Fiscal Cost Reports 
(FCR) must be 
submitted quarterly.

If no costs were 
incurred during the 
quarter a $0 FCR 
should be submitted. 



State Aid 
Voucher

Fiscal Cost 
Report 

Detailed 
Itemization 
Form (s)

Itemized 
Invoices 

Proof of 
Payment 

What is needed to request for reimbursement?

When a project(s) is completed, installed and paid for you can submit for reimbursement.

In addition to the above, if there are Consultant Costs in the budget that you are seeking 

reimbursement for, you must submit a Consultant Agreement. 



Where to find important information on the contract

The contract number, 

DHSES number, 

CFDA/ALN number, SFS 

number, project number 

and period of 

performance can be 

found on the first page of 

the contract. 



SAMPLE



SFS NUMBER

Organizationôs Legal Name

&

Address
Memo Line for Reimbursement



SAMPLE



State Aid Voucher

Only required to put contract number Amount 

seeking

for

reimbursement



Sample

Fiscal Cost Report



Legal name of the organization.  Must match E-Grants

Starts with NS, fiscal year & contract number

The start and end date of the contract 

Jan-March; April-June; July-Sept or Oct-Dec

Found in E-Grants  

Name and fiscal year of the grant

Total contract amount

The date the report was submitted to DHSES

4.FCR#:  The sequential order 

of the fiscal cost reports 

submitted and processed by 

DHSES (including zero dollar 

FCRs).  

Final Report:  If it is a Final Report, please 

check the box.  If there is a balance left over 

when Final Report is checked, please e-mail 

DHSES Contract Rep a statement 

disencumbering the remaining balance. 

Fiscal Cost Report

Legal name of the organization  



Sample

Fiscal Cost Report



Budget in E-Grants

Refer to the 

EXECUTED 

contractôs budget 

in E-Grants when 

filling out the fiscal 

paperwork.



A:  Approved Project Budget:  Must match contract budget for executed contract in E-Grants.  

B:  Previous Cumulative Expenditures:  If there are previous expenditures submitted and 
processed, enter these amounts.

C:  Expenditures for this Reporting Period:  Requested reimbursement amounts in correct row. 

D:  Current Cumulative Expenditures: Enter Sum of (B) Previous Cumulative Expenditures and (C) 
Expenditures for this Reporting Period.  

Fiscal Cost Report



The amounts entered 

in the columns for 

Current Cumulative 

Expenditures on the 

most recent FCR 

submitted (Ex. FCR#1) 

needs to be entered in 

the columns for 

Previous Cumulative 

Expenditures on the 

FCR you are currently 

submitting (Ex. 

FCR#2).  

FCR#1

FCR#2

Fiscal Cost Report



Sample

Fiscal Cost Report



This amount is the total reimbursement 

requested for this submission. 
Signed and dated by Primary/Signatory 

and/or Fiscal Officer if the organization 

requires.  

Fiscal Cost Report



Detailed Itemization Forms (DIFs)

Personnel Consultants

Equipment All Other



Detailed Itemization Forms

Header and Certification is the same for ALL DIFôs

Same sequential number listed on the FCR 

submitted with this package

Found in E-Grants and starts with a C or a TStarts with NS, fiscal year & contract number
Found in E-Grants

Legal name of the organization.  Must match E-Grants



Sample

Fill out with instructions from 

Slide 29.

Method A OR 

Method B can be used. 
NOT both.

Personnel DIF

Only used for M&A if 

someone on the 

organizationôs payroll is 

working above their normal 

work hours doing M&A 

activities associated with the 

grant.  Will only reimburse at 

the same rate of pay.  

DHSES does not reimburse 

for overtime hours.  



Sample

Personnel DIF



Method A:

5e. Actual Salary This Reporting 

Period 

5f.  % of Time Allocated to Grant

5g. Total Salary Allotted to Grant.  

Will prepopulate once 5e and 5f 

are entered.

Salary Charged to Grant

5k.  Amount being charged to the 

grant.  Cannot be more than 5g or 

5j but can be less than.

5m. Total that is entered on FCR.

Method B:

5h. Hourly rate of the employee

5i.  Hours worked on grant activities

5j. Total Salary Allotted to Grant.  

Will prepopulate once 5h and 5i 

are entered.

Personnel DIF



Personnel 
Activity 
Report



Sample
Fill out with 

instructions 
from Slide 29.

Consultant DIF



Sample

Consultant DIF



5b. Check/EFT/ACH/Transaction 

number for each reimbursement claim.  

Consultant DIF

5e.  Description of Service:  Should match 

budget line (ex. M&A, Contracted Security 

Personnel, Planning, etc.).

5d.  Dates of Service:  Must fall within the 

contract period of the grant and the 

Consultant Agreement.

5c.  Rate Charged:  Hourly rate.  Must match 

the Consultant Agreement.



Consultant DIF

5f.  Payee:  Vendor Name

Amount Charged to the Grant:  5g.  Federal/State Amount 

5k. Total that is entered on FCR.  



Consultant Agreement-M&A



Examples of M&A Invoice

N/A



Consultant Agreement-Contracted Security Personnel



Example of 
Contracted 

Security 
Personnel 

Invoice



Sample
Fill out with 

instructions 

from Slide 

29.

Equipment DIF


