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Ground Rules 

• Please make sure your microphone is muted before we 
begin.

• Please feel free to drop questions in the chat 

• If you have any questions that are specific to your program, 
please reach out to your Grant Coordinator to discuss.

• This training is recorded and will be posted on ACP’s main 
webpage. 



What we will cover

• Purpose of Quarterly Reports

• What documents are needed before starting a quarterly report.

• How to fill out the budget and measurable outcomes table on the 
quarterly report.

• Pulling reports in Workforce One for the measurable outcomes table. 

• Filling out the narrative portion of the quarterly report. 



Purpose of Submitting Quarterly Reports

• Required by the State of MN for all ACP grants; listed within every contract.

• Per State of Minnesota’s Office of Grants Management policy 08-09 “Grant payments shall not be made on 
grants with past due progress reports unless the state agency has given the grantee a written extension.” 

• We expect Grantees are aware of the proposed outcomes versus actual outcomes. 

• Is your organization on track with spending? 

• Is your organization on track with meeting measurable outcomes? 

• Track actual expenses vs. proposed expenses according to Grantee’s executed contract

• Track actual measurable outcomes vs. proposed measurable outcomes according to Grantee’s 
executed contract

• Share with DEED any success stories 

• Share with DEED any challenges 

https://mn.gov/admin/assets/grants_policy_08-09_tcm36-207116.pdf


Documents Needed 

• The Grantee contract

• The RPR/FSR of the ending quarter’s month that will be completed .

• For example, if you are filling out the quarter report of 7/1/24 – 9/30/24, 
you will need the RPR for September 2024. 

• The quarterly report template for the program to be filled out. 

• The instructions for How to Pull Reports in Workforce One.

• Please see Adult Career Pathways’ main webpage for the quarterly report 
template and the instructions on how to pull reports in Workforce One. 



Quarterly Report Grant Information

Verify you are using the 
appropriate Template

• Insert the name of your organization
• Insert the Grant ID# according to contract number
• Quarter date is the last day of the quarter you’re 

reporting. 

Examples: 

Quarterly Report 7/1/23 – 9/30/23 Due by 10/31/23

Quarterly Report 10/1/23 – 12/31/23 Due by 1/30/24

Quarterly Report 1/1/24 – 3/31/24 Due by 4/30/24

Quarterly Report 4/1/24 – 06/30/24 Due by 7/30/24

Quarterly Report 7/1/24 – 9/30/24 Due by 10/30/24

Quarterly Report 10/1/24 – 12/31/24 Due by 4/30/25

Quarterly Report 1/1/25 – 3/31/25 Due by 4/30/25

Final Grant Report for 4/1/25 – 6/30/25 Due by 7/30/25



Expenditures

• Your ACP Grant is a 2-year contract, be sure to refer to your executed contract for 
the start/end date of the contract.

• When completing the Expenditures table, be sure to refer to submitted RPRs for 
dates, quarter end dates, and amounts.  



Section A. Outcomes Report

You’ll need access to your executed contract, specifically the Budget Table(s) to fill out 
this section & the Reimbursement Payment Requests (RPRs) that have been invoiced to 
DEED.
You may need to connect with your organization’s fiscal staff member to complete this 
section as well. 



Expenditures (continued) 

Refer to your 
Budget table in 
your contract or 
RPR.  You enter 
your total year 

planned budget in 
this column. 

Once inserted, this 
amount does not 

need to be 
changed. Again, looking at the Budget table in your contract, 

enter in the projected amounts that were planned 
through this quarter.  Example: the column that 
shows the quarter ending on 9/30/2023, enter in 
those amounts.

Refer to the last 
RPR submitted for 
this quarter.  

For example, if 
9/30/2023 is the 
end of the quarter 
then you will need 
to have your 
September RPR 
handy and will copy 
the amounts that 
your organization 
spent through the 
end of the quarter.



“Total Planned Budget” 
Contract 

Review your 
contract cost 
categories to 
make sure it 

aligns with the 
expenditure table 
of the quarterly 

report. 

For the “Total 
Planned Budget” on 
the quarterly report, 
refer to the final 
quarter of the 
budget table in your 
contract



“Planned Budget”
Contract 

For the “planned” 
budget column of 

the quarterly 
report, refer to the 

end date of the 
current reporting 
quarter of your 

contract. 

For example, if you are reporting for quarter 7/1/23 – 
9/30/23 for your quarterly report, refer to end date of 
the reporting quarter within your contract. In this case, 
it would be quarter 1 (9/30/2023) within the budget 
table of your contract.



Actual Expenditures
RPR/FSR 

•      

For the “Actuals” 
column of the 

quarterly report, 
refer to the ending 
month’s RPR/FSR  

the current 
reporting quarter 
of your contract. 

For example, if you are 
reporting for quarter 7/1/23 
– 9/30/23 for your quarterly 
report, it would be the 
RPR/FSR for 9/1/2023 – 
9/30/2023 as it is the ending 
month of the quarterly 
report.



Participant Outcomes

You’ll need access to your executed contract, specifically the Work Plan Table(s), to fill out this section and 
you will need to run a few reports in WF1 to fill in the Actual column.

Utilize our “How to Pull Reports in Workforce One Instructions” on the Resources and Guides tab of ACP’s 
main webpage to complete this section. If you need more assistance, training is available through WF1; 
see Staff Training under the Resources tab for “WF1 Reports and Advanced Search Training”.

https://mn.gov/deed/assets/wf1-report-instructions_tcm1045-449978.docx
https://mn.gov/deed/programs-services/adult-career-pathways/resources/
https://mn.gov/deed/programs-services/adult-career-pathways/
https://mn.gov/deed/programs-services/adult-career-pathways/
https://www.youtube.com/watch?v=X9mGNMtYX3g&feature=youtu.be


Participant Outcomes (continued)

Be sure to edit the outcomes 
so they match what your 
Work Plan table in your 

contract shows your 
organization is tracking.

ACP Staff tailor each 
Quarterly Report template 
according to the program. 
However, some programs 
have measurable outcomes 
that vary from Grantee to 
Grantee. This will require 
you to review your 
organization’s contract 
workplan table to fill in the 
specific measurable 
outcomes. 



Participant Outcomes (continued) 

•     

Refer to your Work 
Plan table in your 

contract. You enter 
your planned total 

number of 
participants for 

Program start date 
thru end of the 

contract for each 
outcome in this 

column. 
Once inserted, this 
number does not 

need to be changed.
 

Again, looking at your Work Plan table, enter in the projected 
amounts that were planned through this quarter.  Example: the 
column that shows the quarter ending on 9/30/2023, enter in 
those amounts.

You will need to run 
a few reports in 
WF1, to capture the 
actual number of 
participants for each 
outcome. 

For the outcomes that are 
not being tracked in WF1 
(specifically outlined 
within your contract; e.g., 
outreach events, car loans 
acquired), you need to 
refer to your organization’s 
tracking system to capture 
the amounts.

https://mn.gov/deed/assets/wf1-report-instructions_tcm1045-449978.docx
https://mn.gov/deed/assets/wf1-report-instructions_tcm1045-449978.docx
https://mn.gov/deed/assets/wf1-report-instructions_tcm1045-449978.docx


Total Planned Outcomes
Contract

For the “Total Planned 
Outcomes” column of the 
quarterly report, refer to 
end ending quarter of your 
contract’s workplan. In this 
example, quarter 8 is the 
ending quarter of the 
contract.



Planned Outcomes

For the “Planned Outcomes” 
column of the quarterly report, 
refer to ending quarter of the 
current quarterly report that you 
are reporting for. For example, if 
you are reporting for quarter 
7/1/23 – 9/30/23 for your 
quarterly report, you would use 
quarter 1 (9/30/2023) outcomes 
in your contract when filling out 
the “planned” outcomes column 
of the quarterly report.



Actual Participant Outcomes

For the “Actual” participant outcomes of the quarterly report outcomes, you would need to utilize Workforce One to pull 
reports of the actual data. 

Refer to the Resources and Guides tab of ACP’s main webpage to access the “How to Pull Reports in Workforce One 
Instructions” document. 

As a reminder, for the outcomes that are not being tracked in WF1 (specifically outlined within your contract; e.g., 
outreach events, car loans acquired, etc.), you need to refer to your organization’s tracking system to capture the 
amounts.

https://mn.gov/deed/programs-services/adult-career-pathways/resources/
https://mn.gov/deed/programs-services/adult-career-pathways/


Calculating Participant Outcomes

Divide the number of outcomes met (Actual) by the number of outcomes (Planned) to achieve by the quarter end.

Example:  

45 divided by 50 equals 0.90

Multiple 0.90 by 100 equals 90%

If expenditures or participant outcomes are not meeting planned outcomes and are under 85% explain the challenges 
faced. Or if the planned outcomes are over 85% explain the successes achieved. 



Section B. Narrative 

The Narrative section is for your 
organization to answer questions 
based on the quarter you are 
reporting. 



Section B. Narrative (continued) 

If your organization utilizes 
subgrantees, be sure to 
complete this section. 

Monitoring of subrecipients 
over $50,000 must occur once 

during the grant period and 
annually for subgrants over 

$250,000.

Please complete this section! 
ACP Coordinators will follow 
up with organizations who 
request technical support.



Signatures

Who is 
completing this 

quarterly 
report? Don’t 

forget the 
signature!

A gentle reminder 
of quarterly report 

due dates 
throughout the 

year



Thank you!

Office of Adult Career Pathways 

mn.gov/deed
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