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INTERIM AND FINAL PROGRAM REPORTS INSTRUCTIONS:
All GEAR UP sub-recipients are required to submit interim and final program reports with cost share / in-kind match documentation. Sub-recipients MUST use required reporting forms attached herewith and submit the reports to required due dates via email.
INTERIM PROGRAM REPORT (IPR) FORM: This form presents two sections: (I) Executive Summary and (II) Budget Summary. 
FINAL PROGRAM REPORT (FPR) FORM: This form presents three sections: (I) Executive Summary, (II) Administration, and (III) Budget Summary. 

PI’s signature is required for the reports and the Budget Summary MUST be reviewed and signed by PI’s Office of Sponsored Programs/Projects or Grants Office.

COST SHARE / IN-KIND MATCH DOCUMENTATION: 

· No specific or mandatory forms are required for match documentation. GEAR UP PI’s and Ambassadors should follow their institutions’ policies and procedures on Cost Share / In-Kind Match documentation.
· All supporting documents for match contributions MUST be reviewed, certified, and signed by PI’s Office of Sponsored Programs/Projects or Grants Office.
· All match documentation should be scanned and made as ONE (1) pdf file with a cover letter on institution letterhead. 
· The match documentation file should be attached in Interim and Final Program Reports and submitted together. 
· The cover letter should be provided and certified by institutions’ Office of Sponsored Projects/Programs or Grants Office. 
· The cover letter should include the following information: (1) NSHE subaward number, (2) period of cost share / in-kind match, (3) amount of match contributions, and (4) certification statement for cost share reporting and supporting documentation.

SUBMISSION OF THE REPORTS: Both the Interim and Final Program Reports must be submitted via email to minsun_park@nshe.nevada.edu. The reports file should be saved as a Adobe Acrobat document (PDF file) and labeled as GU FY17  IPR (or FPR)_PI’s institution_PI’s Last Name. 
For example: GU FY17 IPR_UNR_Usigner

DUE DATES OF SUBMISSION: 
· Interim Program Report (IPR): Wednesday, March 22, 2017
· Final Program Report(FPR): Tuesday, October 31, 2017

CONTACT FOR QUESTIONS:

Janet Stake, NSHE GEAR UP Program Director at janet_stake@nshe.nevada.edu, (775) 784-3445
[bookmark: _GoBack]MinSun Park, NSHE SSPO Research Administrator at minsun_park@nshe.nevada.edu, (702) 522-7074
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