USDA-ARS

INCOMING EXTRAMURAL AGREEMENT

REPORTING GUIDELINES 


Sponsoring Organizations may require interim as well as final performance or technical reports from ARS.  In the event there is no prescribed format offered by the Sponsor, following are some guidelines for providing reports to Sponsoring Organizations:
· The Agency’s report to the Sponsoring Organization (SO) should contain the following information either in the HEADER of the report or on a COVERPAGE:
· Sponsoring Organization’s Name

· Your name (ADODR)
· ARS Agreement Number

· Sponsor’s agreement number (if applicable)

· Reporting period 

· Indicate when the report is “FINAL”
· Reporting Period.  Confer with your sponsoring organization, reports are due as required by the SO or as defined in the extramural agreement
· Reports can be submitted to the SO as required or accepted by the organization (hard copy, email, fax, etc.)
· Distribution of the report.  
· Location file (Consult your Location Administrative Officer for details)
· Official ADO file (Provide a copy to the Area Extramural Agreements Office or  AFM, Extramural Agreements Division if a foreign agreement)
· ADODR must submit the annual Form AD-421, Agricultural Research Information System Report of Progress, in ARIS unless the agreement is $25,000 or less.
Financial Reports & Support Documentation 

· Incoming agreement financial information can be submitted by the Agency to the Sponsoring Organization on the “Incoming Financial Status Report” template, unless the organization requires the use of their form.  The Incoming Financial Status Report is available on line at: www.afm.ars.usda.gov/agreements/files/SAMPLE%20INCOMING%20FSR.xls
· Distribution of the report:

· Location file (Consult your Location Administrative Officer for details)
· Official ADO file (Provide a copy to the Area Extramural Agreements Office or  AFM, Extramural Agreements Division if a foreign agreement)
_____________________________________________________________________________
