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SUBMITTING THE ANNUAL PROGRESS 
REPORT 
A GUIDE FOR PARTNERGRANTS 

PURPOSE AND DUE DATE  

The purpose of the Annual Progress Report is to provide detailed information about the fiscal, organization and 
programmatic performance of the previous program period that just ended.  

The Annual Progress Report (APR) must be submitted within 45 days after the end of the program period. Any 
final Claim must be submitted before submitting the Annual Progress Report, which means final Claims for 
expenses incurred and paid during the previous program period must be submitted within 40 days follow the end 
of the previous program period. 

CREATING THE REPORT: 

Log-in to the PartnerGrants system at https://partnergrants.austintexas.gov , using the User ID and Password. 

 

At the Main Menu select the Grants tab, then select the record ID for the Grant whose program period is ending.  

https://partnergrants.austintexas.gov/
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From the Grant Components screen, select the Status Reports link. 

 

On the Status Reports screen, at the right of the screen, select the Add Status Report button to create a new 
report. 
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In the General Information section, in the dropdown box for Sub Type, select Annual Progress Report. 

   

Enter the Title as ‘AgreementName Fiscal Year[22] Annual Progress Report’. 

The Fiscal Year will be whichever of the City’s fiscal year funding was used for the grant program period that is 
ending. “The Report From” will be the starting and ending date of the program period for this Grant ID.  Select 
‘Save Form’ at the right of the screen. 

 

The next screen will already be in ‘Editing’ mode.  Select Contract Progress Report. 
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COMPLETING THE REPORT 

The next screen will already be in ‘Editing’ mode.  

The Report consists of 5 sections: 

• Program Financial Summary 
• Program Summary 
• Tax Status Certification 
• Capital Inventory 
• Progress Files 

PROGRAM FINANCIAL SUMMARY: 

The Status Report will be in ‘Editing’ mode.  
 
If you are returning to this section, scroll down to the Program Financial Summary section, select ‘Edit Form’, 
and complete the fields, then select ‘Save Form’. 

 
 
If this is your initial entry, scroll down to the Program Financial Summary section to complete the fields, and 
then select ‘Save Form’. 
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Period Project Amount (required) – the total amount of funding from Austin Public Health that was allocated 
for the budget for the program period that was just completed. 

Period Project Expenditures (required) – All City funds that were spent in the program period. May not exceed 
the Total Program Period Amount. 

Period Payments Received Plus Outstanding Invoices – All City funds that were claimed and reimbursed as 
well as the amount of any outstanding invoices that have yet to be paid. 

Period Unexpended Balance – This is an automatic calculation equal to the City funds that were not spent and 
will be released back to the City. 

Period Over-Payment – This is an automatic calculation equal to the amount to be refunded to the City. In this 
case, remit a check payable to the City of Austin with this report. Contact your City Contract Manager for 
instructions. 

Period Matching Funds Contributed (if applicable) – For programs that have requirements for matching funds, 
the total amount of matching funds contributed must be entered here.  

Non-Zero Amounts (conditionally required):  Provide a list of any Period Unexpended Balance or any Period 
Over-Payment and an explanation for the over- or under payment that will require reimbursement to the City. 
Once the section has been completed, select ‘Save Form’ at the right of the screen. 

Scroll down to the Program Summary section. 
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PROGRAM SUMMARY: 

 
If you are returning to this section, scroll down to the Program Summary section, select ‘Edit Form’, and complete 
the fields, then select ‘Save Form’. 

 
 
If this is your initial entry, scroll down to the Program Summary section and complete each narrative section to the 
best of an agency’s ability – none of them should be left blank. The instructions for what should be input is listed 
above.  Complete the fields, and then select ‘Save Form’.
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The Culturally and Linguistically Appropriate Standards (CLAS) section includes a listing of 15 standards that an 
agency should engage and make progress.  Directly below is the narrative section. 
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Click the (CLAS) field to render the dropdown list and select an area. Repeat this action for multiple selections 
(must select at least 3 areas). 

 
The next three fields are for an agency to list the CLAS Successes, Challenges, and Trends – these should be 
completed to the best of an agency’s ability and should not be left blank.  Once complete, click ‘Save Form’.

 
Scroll down to the Tax Status Certification section and complete the field and choice selection. 

TAX STATUS CERTIFICATION: 

Enter the Previous Calendar Year Ending in the appropriate box and then check either Yes or No to certify that an 
agency is fully current on all tax payments and has complied with all requirements of the law. Once the Tax Status 
Certification form is complete, select ‘Save Form’ at the right of the screen.  
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Scroll down to the Tax Status Certification section and complete the field and choice selection. 

CAPITAL INVENTORY: 

If this is an initial Status Report, this component will be disabled. 

 

If your program has capital inventory purchased with City funds, this component will be enabled. Select the ‘+ Add 
Row’ button on the right of the menu. Repeat this action for additional entries as needed; otherwise, select ‘Mark 
as Complete’. 

 

Enter the information required for the capital item purchased with City funds. Select Save Form.   
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Scroll down to the Progress Files section and select the ‘+ Add Row’ button.  

 

PROGRESS FILES: 

Upload any files or supporting documentation as needed along with a description of the document. After the 
information has been entered, select the ‘Save Row’ button. 

 

SUBMITTING THE REPORT: 

Scroll through the reports to check your work.  Then select ‘Mark as Complete’.  This will return you to the Status 
Report Details and the Components section in PartnerGrants. 

Select the ‘Submit Status Report’ button.  This action will render a pop-up stating that submitting the report will 
lock all the sections from further editing. Select OK to lock the report and submit it to the City for review. 
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