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QUARTERLY FINANCIAL REPORT INSTRUCTIONS 

1. Grantee and Reporting Period Information 

  

 

 

 

 

 

 

 

 

 

In most cases, the Project Duration will be 12 months and the start (‘From’) and end (‘To’) dates will be January 
1st and December 31st of the funding year. 
 

2. Grant Award Status Information 

 
 

3. Current Quarter and Year to Date Expenditure Information 
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Column A- TOTAL APPROVED (VALE BUDGET):  Enter the amounts approved for funding for each line item 
(Personnel, Supplies & Operating, In-State Travel, Equipment, Professional Consultants/Services).  The total 
approved can be found on page one of the contract agreement. Use ‘Tab’ to move between fields. Tab also triggers 
the formulas embedded in the report.  

 
Column B- VALE EXPENDITURES BEGINNING OF QUARTER:  Enter the total amount of grant funds spent 
prior to the current grant reporting period for each category.   
 Quarter 1 (01/01 - 03/31/): No prior year grant funds were expended prior to the reporting period.    
                                                                 Zero should be entered for all categories in this column. 
 Quarter 2 (04/01 – 06/30: Enter the total spent for each budget category from Q1  
 Quarter 3 (07/01 – 09/30): Enter the total spent for each budget category from Q1 & Q2. 
 Quarter 4 (10/01 – 12/31): Enter the total spent for each budget category from Q1, Q2, & Q3 

 
Column C- EXPENDITURES THIS QUARTER: Enter the total amount of grant funds spent during the current 
reporting period for each category. 
 
Column D- TOTAL EXPENDITURES TO DATE:  This column automatically calculates. Verify the total shown 
matches your records. 
 
Column E- VALE FUNDS REMAINING: This column automatically calculates.  Verify the total shown matches 
your records. 
 
LINE 10:  This line automatically calculates. Verify the total shown matches your records.   IF VALUES ARE 
NOT AUTOMATICALLY CALCULATING, CLICK ON THE FIRST FIELD IN THE SERIES AND USE 
TAB TO MOVE FROM ONE FIELD TO THE NEXT.  USING THE TAB KEY AFTER ENTERING DATA 
INITIATES THE AUTO-CALCULATE FEATURE. 
 

 

4. Certification by Financial Officer and Project Director or Authorized Official. 
 
The form must be certified by the Financial Officer. 
The form must also be signed by either the Project Director or the Authorized Official.  
 

 
 
The signatures on the report must match the parties listed on your grant agreement as the Financial Officer, Project 
Director and Authorized Official.  Alternate signatures will not be accepted without prior approval.  Please plan 
accordingly. 
 

Please contact Jennifer Ballagh, VALE Administrator, at 970-244-1737 or 
jennifer.ballagh@mesacounty.us if you have any questions. 

mailto:jennifer.ballagh@mesacounty.us

