SYEP ECF (ECF) REPORTING FORM (RF) COMPLETION INSTRUCTIONS

Use the following line item instructions to report expenditure information for the SYEP ECF Program. All reported figures should represent expenditures during the corresponding cash request(s) period, unless otherwise stated. Any field which is not utilized or applicable can be left blank and does not need to be reported.
Section I – Contractor Information 

1. Agency Name: Enter the full name of your agency.

2. Contract Number: Enter the contract number for the program.

3. Contract Term (FY): Enter the fiscal year of the contract.

4. Contract Amount: Enter the total amount of the grant award.

5. Report Period: Enter the monthly report period for which the reporting form is submitted.


6. Submission Date: Enter the date on which the reporting form is submitted.


7. Corresponding Request Number(s): Enter the request numbers covered within the report period that the reporting form is submitted.


8. Closeout Report (Y/N): Leave blank unless the form is the final form being submitted to closeout a program. 
Section II – Cumulative Expenditures (Program)
1. Administrative: Enter the total expenditures that were provided for administrative activities during the corresponding cash request(s) period.
2. Program: Enter the total expenditures that were provided for program activities during the corresponding cash request(s) period.

3. Total Program Expenditures: Enter the sum of the total amount of expenditures from both Administrative and Program.

Section III – In-Kind Match/Contributions

1. Enter the amount of In-Kind Match/Contributions provided.

Please refer to your Contract Analyst for further details.
Section IV – Comments 

Enter any comments related to the information reported.

Section V - Certification  
1. Name: Enter the name of the Director or his/her authorized representative.

2. Signature: The Director or his/her authorized representative must sign under this line.

3. Date: Enter the date that the report was signed.

4. Phone Number: Enter the direct contact number of the representative that the report was signed by.

5. E-mail: Enter the e-mail address of the representative that the report was signed by. 
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