
Local Emergency Food Relief Equipment Grant Program 

Quarterly Report Requirements 
Quarterly Narrative Reports must be submitted, no later than 30 days from the end of the calendar 

quarter. The reports will summarize how the project progressed toward meeting project objectives and 

deliverables during the respective quarter.  

Quarterly reports shall be submitted to organicsgrants@dec.ny.gov unless otherwise told by the 

Program Manager. 

Dates of Quarters and Quarterly Report Deadlines: 

• January 1 – March 31

o Report Deadline: April 30

• April 1 – June 30

o Report Deadline: July 30

• July 1 – September 30

o Report Deadline: October 30

• October 1 – December 31

o Report Deadline: January 30

Quarterly Report Outline 
In preparing your quarterly reports, please refer to the outline below to better understand what 

information we are looking for:  

1. Organization Name and Contract Number

2. Report preparer’s name and contact information

3. Project Overview

4. Progress Activity

a. Provide a narrative description of the progress that has been made on your project over

the last quarter.

b. This should include information on what equipment you have purchase, what

equipment you still need to purchase, and a general overview of how the equipment

you have purchased (if any during the reporting period) has helped increase the amount

of food donated or distributed to those in need.

c. If your project involves volunteer hours: please report the number of volunteers and

the number of volunteer hours used for your project during the reporting period (if any)
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Local Emergency Food Relief Equipment Grant Program 

Final Report Requirements 

The Final Report should report on all aspects of the program and detail how the grant funds 
were utilized to achieve the goals set forth in the approved MCG Work Plan.  

Copies of appropriate documents must be submitted and approved by the DEC. 

Final reports shall be submitted to organicsgrants@dec.ny.gov unless otherwise told by the 
Program Manager.  

Final Report Deadline: 

• 60 days after the end of the contract period defined in your contract or after the 
submission of your last reimbursement voucher.

Final Report Outline 
In preparing your final report, please refer to the outline below to better understand what 
information we are looking for:  

1. Organization Name and Contract Number
2. Report preparer’s name and contact information
3. Project Overview
4. Summary of Activity

a. Provide a narrative description of the equipment purchased and how the 
equipment allowed your organization to increase the amount of food donated 
and distributed to those in need.

b. If your project involves volunteer hours: please report the total number of 
volunteers and the total number of volunteer hours used over the course of your 
contract on this project.

c. Describe any major challenges or problems you faced during the life of the 
project and how you overcame them.

d. Identify any approved changes that were made to your work plan or budget 
during you contract period.

In addition to the information outlined above, please submit photos (PNG or JPEG files) of 
the equipment purchased. If you would not like the Organics Reduction and Recycling 
Section to use the photos you share to help promote our grant programs, please let us know 
when submitting them.  
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