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Overview

• Purpose of reporting
• Performance report overview
• Reporting template
• Submission process



Performance Reports – Why They Matter

• Required by USDA to document 
progress

• Supports accountability and 
transparency

• Shows program impacts



Performance Report Overview

• Submission Due Date: November 15th annually
• Reporting period: 

• September 30, 2022 – September 29, 2025 (2022 final reports)
• September 30, 2021 – September 29, 2025 (HR133 final reports)
• October 1, 2024 – September 30, 2025 (2023 – 2024 annual reports)

• Final reports need to be cumulative for the entire grant period
• Annual reports should only report on activities during that reporting 

period



Performance Report Overview

• Use USDA’s required template found on 
ISDA’s SCBG website under “Reporting 
Requirements, Forms, and Resources”:

https://agri.idaho.gov/marketing/grants-
and-loans/specialty-crop-block-grant/

• Do not convert the template to word or a 
flattened pdf – it must remain in the original 
fillable format.

• Be aware: There are two versions of the 
template depending on your grant award 
year, make sure you select the correct one.
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Opening the Template

• When you first open the template, 
you may see a “Please wait…” 
error message. 

• To fix this, download the file to 
your computer and open it using 
Adobe Reader or Adobe Acrobat.

• USDA requires the use of a specific 
form format, known as XFA (XML 
Forms Architecture), which only 
functions properly in Adobe 
programs.



Best Practices Before Starting your Report

• Have a copy of the current approved workplan
• Use it to verify your project’s approved objectives and outcomes
• Ensures your report aligns with what was originally proposed

• Have a copy of the previous approved performance reports (if 
applicable)

• Use as reference to build on prior accomplishments and avoid 
duplication

• For final reports, the information must be cumulative.

• If you’re not sure if you have the most up-to-date version, 
please ask and we will provide a copy. 



Reporting Template – Project Information

• Project Information 
• Project Title – As stated in your approved 

workplan
• Organization Name – The name of the 

organization who executed the grant agreement 
with ISDA. Pass-through entities working with a 
university should not list the university’s name. 

• Project Start and End Date – Date range for 
your current award.

• Organization Point of Contact – The 
contact information of the organization who 
executed the grant agreement with ISDA. Pass-
through entities working with a university should not
list the university’s contact. 



Background

• Background Information –
• % of Work –

• Percentage should take into account overall 
spending of total award.

• Final reports must report 100%.
• Final Report – When you check the box, 

additional fields will populate for final 
reports.

• Project Background (final reports only) –
This section should be written in past 
tense since this is a final report and 
explain the project purpose and key 
findings. 



Objectives

• Objectives –
• # – Please state the objective number. 
• Objective – Copy the objective exactly how it’s 

written in your approved workplan.
• Objective Completed? – Select from the 

dropdown (e.g. yes, no, in progress) reporting 
on the status of the objective. 

• If an objective will not be completed, 
select “no” and you must report in the 
Challenges and Developments section why 
it wasn’t completed. 

• If you need to add or remove lines in the table, 
click the + or -.



Outcomes

• Outcomes –
• Only report on outcome indicators selected in 

your approved workplan. 
• Check the box for the outcome number that you 

are reporting on and the dropdown table will 
appear.

• Value – Report actual numbers for the reporting 
period and not the budgeted value in your 
workplan.

• Select the N/A checkbox for any indicators that 
you are not reporting on. 



Outcomes

• Outcome Remarks –
• If you are reporting on multiple 

outcome indicators, please 
identify which outcome indicator 
in your explanation. 



Accomplishments
• Accomplishments –

• # – Please state the line-item number. 
• Accomplishment –

• Annual reports – List only 
accomplishments for this reporting 
period.

• Final reports – Accomplishments should 
be cumulative and include all previously 
reported accomplishments. 

• Related to Objective/Outcome –
• State the objective or outcome indicator 

number that the accomplishment relates 
to.

• Multiple objectives/outcomes can be tied 
to a single accomplishment, if applicable.



Challenges and Developments

• Challenges and Developments –
• Challenge or Development –

• Annual reports - State the challenge or 
new development during the reporting 
period.

• Final reports – Cumulative list of all 
previously reported 
challenges/developments.

• Corrective Action –
• Provide an explanation of what was done 

to address the challenge. 
• For developments, you may put N/A under 

Corrective Actions. 
• Report challenges for any objectives that 

were indicated as won’t be completed. 



Upcoming Activities (Annual reports only)

• Upcoming Activities –
• This section only needs to be 

completed for annual reports.
• Only report activities that you plan 

to complete during the next 
reporting period. 

• Anticipated Completion – Specific 
date of completion reported as 
month and year, not as a season. 
If you anticipate being done in 
Spring of 2026, then state June 
2026. 



Lessons Learned (Final reports only)

• Lessons Learned –
• Describe what was learned that 

may help others improve their 
performance in implementing 
similar projects.

• Dissemination of Results –
• Plans for continuing the project 

and/or disseminating the results. 



Expenditures

• Expenditure –
• Amount Approved in Budget –

• This needs to match the approved budget 
in your workplan.

• Pass-through entities – Budget should be 
entirely allocated to the Contractual 
category

• Actual Federal Expenditures –
• Total expenditures up to the reporting 

period end date. 
• Only report on spending that has been 

reported to ISDA in your quarterly ledger 
reporting



Expenditures
• Discussion of Expenditures -

• 1st Annual – If total expenditures is less 
than 30% of total award, explain how 
the funds will be expended by the grant 
end date. 

• 2nd Annual – If total expenditures is less 
than 60% of total award, explain how 
the funds will be expended by the grant 
end date. 

• Explain any overspent cost categories.
• Any state approved budget amendments 

that did not need USDA approval should 
be included here.

• ISDA will add these notes as needed and 
will provide an updated report for your 
records. 



Program Income & Additional Attachments

• Program Income –
• Program income is unallowable 

unless pre-approval from ISDA 
was received. This section 
should be left blank.

• PPR Attachments –
• If you would like to attach 

additional tables or documents, 
please list the name and 
description in this section. 



Submitting in Amplifund (HR133 & 2024)

• Navigate to your project under 
Grant Management

• Custom> Performance Progress 
Report> click “+” to create new 
report



Submitting in Amplifund (HR133 & 2024)
• Comments – Specify the report type (e.g. 1st annual, 2nd annual, final)
• Upload completed template
• Click Submit – “Save as Draft” will not actually submit the report.



After Submission

• ISDA will review and may follow up for 
clarification or revisions

• Keep a copy of your submitted report
• We’re here to help – reach out 

anytime with questions! 
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