Quarterly Reporting Requirements

Please make sure your report includes the following:

1. Information for each task on Financial Assistance Agreement (FAA), if no activity, indicate “No Activity”        

2. The details of progress, including the volume/weight of recovered recyclable.       

Material should be recorded in tons (for help with conversions try an online conversion tool (such as http://www.onlineconversion.com/)    
3. Delays or problems encountered in projects execution 

*Note: Make sure to keep information necessary for proper evaluation and reimbursements:

            A. copies of all bids for equipment

            B. copies of all receipts, employee time sheets, pay checks, gas mileage, and the form of payment 
is required for documentation of expenses and reimbursement purposes.

An example of reporting:
1. The 1st report will contain information formatted like the following example:

Task 1: Meet with District 

· (Oct-Dec 2008) Met with Stephanie 
2. After completing your report save the document electronically and use it to begin the second report. Include new information formatted like the example below. Current report information should be bolded, and previous information unbolded.


Task 1: Meet with District 

· (Oct-Dec 2008) Met with Stephanie 
· (Jan- Mar 2009) No Activity, previously completed
3. Complete all tasks in this manner then save this new file and use it for your third report, etc.
If you have any questions please call the office @ 417-782-3515. Timely reporting of required information will assure timely reimbursement requests.
