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SF-PPR Performance Progress Report

• SF-PPR due dates are in the top right corner of this slide. 

Please mark due dates in your work calendars to remain 

compliant and to not delay your project from receiving 

reimbursements

• Grantee Grant Management Toolkit – A helpful tool to use for 

all grant life cycle needs

• Grantees submit reports via the GMS and LDD’s can review 

reports for accuracy if tagged by Grantee. A slide on how to 

tag LDD’s is below

• START by logging in to the GMS here

• Then CLICK to HOME button on top left 

• Then CLICK pending task on the left-hand task bar 

(Q1) October 1 - December 31:  Due January 
(Q2) January 1 - March 31:          Due April 
(Q3) April 1 - June 30:                   Due July 
(Q4) July 1 - September 30:         Due October 

Du
e 

Da
te

s:

https://www.nbrc.gov/userfiles/files/GMS/GMS%20Grantee%20Toolkit%2020250123.pdf
https://www.nbrc.gov/userfiles/files/GMS/GMS%20Grantee%20Toolkit%2020250123.pdf
https://nbrcgrants.my.site.com/ApplicantLanding?username=null


SF-PPR Performance Progress Report

*Another 
way to find 
your pending 
task



SF-PPR Performance Progress Report

• Review SF-PPR pending task by clicking the play button on the right of task.

NOTE: make sure you are selecting the correct award, report and due date for the submission. 
Some grantees have multiple awards and pending tasks. Not all are due at the same time, and 
you will need to look at the dates in the task after hitting         to confirm the report due date. 



SF-PPR Progress Reports

• EDIT all the tabs available 
and enter in information 
(Overview, Performance, 
Responsibilities, Forms 
and Files) 

• This is where you confirm 
the reporting period end 
date aligns with the 
report you need

• Click Forms and Files to 
enter in the narrative 



SF-PPR Progress Reports

• Once you click FORMS & FILES - Click the        to EDIT the narrative. 



SF-PPR Progress Reports

• Fill in all narratives (Project Status, Description of project activities, Challenges/successes, Media Coverage) 
Again, make sure you are submitting the correct reporting period end date. 

• Make sure to “Choose one of the Following” in the drop-down menu below text box. 
• Click “I agree” at the bottom of the form and select the Authorized Offical who is 

submitting the form with the date entered
• Hit SAVE in the top right when complete. Give the system a second to save the form and 

then click Back 



Requesting LDD Assistance
You can request assistance from your LDD at any time prior to 
submitting your report. You can request assistance on any record 
where you see the “LDD Support” tab.
1. Create the request

• Navigate to the LDD Support tab and click New
• Enter the name of your LDD contact, a description and due 

date
• Click Save

2. Send the request 
When the page refreshes, be sure to click the arrow icon (    ). The Status will 
change from “Created” to “Sent for Review”

3. Complete the Review
You and the LDD can work on the record simultaneously, but you will need to 
click the Complete Review in order to finalize the request. Note that the LDD will 
be unable to make edits to the request once the review has been completed.



SF-PPR Progress Reports

• You are now back to the main page of the report. On the Overview tab, bottom right 
click EDIT. Select “I Agree” and then select SAVE (bottom right). After you have 
confirmed all is correct on all tabs, click Submit to grantor (Bottom right) and confirm 
the action on the pop-up screen.  



SF-PPR Progress Reports

You are done when you see the “Submitted On” date listed on the next screen



• SF-425 due date is in the top right corner of this slide. Please 

mark due date in your calendar to remain compliant and to 

not delay your project from receiving reimbursements

• Grantee Grant Management Toolkit – A helpful tool to use for 

all of the needs in the grant life cycle

• Grantees submit SF-425 via the GMS and LDD’s can review 

reports for accuracy if tagged by Grantee. A slide on how to 

tag LDD’s is below

• Start by logging to the GMS here

• CLICK to HOME button on top left 

• Then CLICK pending task on the left-hand task bar 

Due October of each reporting year and covers all 
financial activity (even if none has happened) until 
9/30 of that reporting year

Due Date

SF-425 Annual Financial Report

https://www.nbrc.gov/userfiles/files/GMS/GMS%20Grantee%20Toolkit%2020250123.pdf
https://www.nbrc.gov/userfiles/files/GMS/GMS%20Grantee%20Toolkit%2020250123.pdf
https://nbrcgrants.my.site.com/ApplicantLanding?username=null


SF-425 Annual Financial Report

*Another 
way to find 
pending task



• Review SF-425 (Federal Financial Report) pending task by clicking the       button on the right 
of task.

NOTE: make sure you are selecting the correct award, report and due date for the submission. 
Some grantees have multiple awards and pending tasks. Not all are due at the same time, and 
you will need to look in the task after hitting         to confirm the report due date. 

SF-425 Annual Financial Report



• EDIT all the tabs available 
and enter in information 
(Overview, Forms and 
Files and LDD Support if 
you need it)

• Click Forms and Files to 
enter in the Financial 
Information in the SF-425 

SF-425 Annual Financial Report



Click the         

SF-425 Annual Financial Report



You are now editing the SF-425 form:
1. Enter NBRC 
2. Your Grant ID 
3. Confirm information
4. Confirm information

a) Confirm information
b) Confirm information

5. Leave Blank
6. Annual
7. Cash
8.  

a) Your Grant Period Start date 
which is found on Page 2 of your 
Grant Agreement

b) End of Grant Period
9. Report (SF-425) end date 
      example: 9/30/202*

SF-425 Annual Financial Report



Section 10
a) Amt. reimbursed as of reporting 

period end date
b) Same as 10a
c) $0
d) Grant award amount
e) Same as 10a
f) 10d-10e=10f
g) Grant award amount
h) $0 unless $ has been DE 

obligated at closeout 
i) Match amount as listed on GA
j) Spent match as of reporting 

period end date
k) 10i-10j=10k
l) For lines i-o please fill out 

according to your award terms

SF-425 Annual Financial Report



Make sure to hit 
save to log all 
your entered data! 

SF-425 Annual Financial Report



Fill in all data in section 13. Click Validate to check all fields are 
complete

SF-425 Annual Financial Report



Requesting LDD Assistance

You can request assistance from your LDD at any time prior to 
submitting your report. You can request assistance on any record 
where you see the “LDD Support” tab.
1. Create the request

• Navigate to the LDD Support tab and click New
• Enter the name of your LDD contact, a description and due 

date
• Click Save

2. Send the request 
When the page refreshes, be sure to click the arrow icon (    ). The Status will 
change from “Created” to “Sent for Review”

3. Complete the Review
You and the LDD can work on the record simultaneously, but you will need to 
click the Complete Review in order to finalize the request. Note that the LDD will 
be unable to make edits to the request once the review has been completed.

SF-425 Annual Financial Report



• On the Overview tab, bottom right click EDIT. Select “I Agree” and then select SAVE 
(bottom right). After you have confirmed all is correct on all tabs, click Submit to 
grantor (Bottom right) and confirm the action on the pop-up screen.  

SF-425 Annual Financial Report



• You are done when you see the “Submitted On” date listed on the next screen

SF-425 Annual Financial Report



Thank you 
for all you 

do!
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