
HBCU-UP Reporting Schedule
First Calendar Year

	January
	February
	March
	April
	May
	June

	
	
	
	
	Award announcements
	90 day pre-award costs (allowed 6-1)

	July
	August
	September
	October
	November
	December

	
	
	1st project year starts (9-1)
	SEIS conference for new PIs and Data Managers
	
	


Second Calendar Year
	January
	February
	March
	April
	May
	June

	SEIS (1-30)
Baseline – previous two academic years for new grants
	
	HBCU-UP PI meeting & SEIS conference
	1st year report (4-30)
Start-up, evaluation, and implementation 
	
	

	July
	August
	September
	October
	November
	December

	
	1st project year ends (8-31)
	2nd project year starts (9-1)
	SEIS (10-1)
Previous academic year (first project year)
	
	


Third Calendar Year

	January
	February
	March
	April
	May
	June

	
	
	HBCU-UP PI meeting & SEIS conference
	Annual report (4-30)
Outcomes, evaluation, and implementation
	
	

	July
	August
	September
	October
	November
	December

	
	2nd project year ends (8-31)
	3rd project year starts (9-1)
	SEIS (10-1)
Previous academic year (second project year)
	
	


Academic Year = Fall, Winter, Spring, Summer (semesters or quarters) 

Project Year = September 1 to August 31





Calendar Year = January 1 to December 31 





Federal Fiscal Year = October 1 to September 30

HBCU-UP Reporting Schedule
Fourth Calendar Year

	January
	February
	March
	April
	May
	June

	
	
	HBCU-UP PI meeting & SEIS conference
	Annual report (4-30)
Outcomes, evaluation, and implementation 
	
	

	July
	August
	September
	October
	November
	December

	
	3rd project year ends (8-31)
	4th project year starts (9-1)
	SEIS (10-1)
Previous academic year (third project year)
	
	


Fifth Calendar Year

	January
	February
	March
	April
	May
	June

	
	
	HBCU-UP PI meeting & SEIS conference
	Annual report (4-30)
Outcomes, evaluation, and implementation
	
	

	July
	August
	September
	October
	November
	December

	
	4th project year ends

(8-31)
	5th project year starts

(9-1)
	SEIS (10-1)
Previous academic year (fourth project year)
	
	


Sixth Calendar Year

	January
	February
	March
	April
	May
	June

	
	
	HBCU-UP PI meeting & SEIS conference

	
	
	

	July
	August
	September
	October
	November
	December

	
	5th project year ends

(8-31)
	“No-cost time extension” – must be requested 10 days before the end of the project via FastLane
	SEIS (10-1)
Previous academic year (fifth project year)
	Final Report (11-30)
Outcomes & Evaluation

 
	


Academic Year = Fall, Winter, Spring, Summer (semesters or quarters)

Project Year = September 1 to August 31




Calendar Year = January 1 to December 31 





Federal Fiscal Year = October 1 to September 30

HBCU-UP Reporting Components

First Year Report

Due date: April 30 of your first project year

Reporting Period: The first seven months of your project or your “start-up” period from September 1 to March 31 (normally).  

Content:  Start-up and implementation.  NSF would like to know if the HBCU-UP activities and the project evaluation are on schedule and being implemented as planned.  Note that we realize that there are many start-up issues such as delays in hiring and acquisition of space that may force changes to the HBCU-UP project schedule.  The First Year Report should explain these issues and how they have, or have not, been addressed.  This report should include any expected changes to the HBCU-UP project for the remaining project years.  

Required attachment:  SEIS file submitted January 30

Submit: FastLane 

Format:  web form 

Instructions:  FastLane - HBCU-UP Crosswalk
Note:  Approval of the First Year Report and HBCU-UP continued funding is contingent on the submission of SEIS data for two baseline years.  
Annual Report 

Due date: April 30 of your second, third and fourth project years

Reporting Period:  The Annual Report includes implementation and evaluation for the period since your last report (April 1 to March 31).  The Annual Report also covers outcomes from your previous project year (September 1 to August 31) the project year should cover your entire academic year (Fall, Winter, Spring, Summer semesters or quarters) even if a few days or weeks do not fall into the project year dates. 

Content:  Outcomes, evaluation, and implementation.  As appropriate, the FastLane - HBCU-UP Crosswalk relates to specific tables of quantitative data in the SEIS report.  You must include enough data in the report so that it stands on its own – do not reference a cell in the SEIS table, rather provide the numbers or percentages in the text.  Do not reproduce the SEIS tables in the Annual Report since you will attach a copy of SEIS to the Annual Report.

Required attachment:  SEIS file submitted October 1
Submit: FastLane 

Format:  web form 

Instructions:  FastLane - HBCU-UP Crosswalk
Note:  Approval of Annual Reports and HBCU-UP continued funding is contingent on the submission of SEIS data for the previous project year to Systemic Research.  

Final Report 

Due date:  90 days after the end of your grant – normally November 30
Reporting Period: The Final Report covers the entire project period, including any no-cost time extensions that were requested and approved.  
Content:  Final outcomes of the project activities.  As appropriate, the FastLane - HBCU-UP Crosswalk relates to specific tables of quantitative data in the SEIS report.  You must include enough data in the report so that it stands on its own, but do not reproduce the SEIS tables in the Annual Report.
Required attachments:  

1) Evaluation reports that have been prepared for the project by internal and/or external evaluators

2) Summary letter from the institution’s President on the effects of the HBCU-UP project on the campus

3) SEIS file submitted October 1
Submit: FastLane 

Format:  web form 

Instructions:  FastLane - HBCU-UP Crosswalk
Note:  Approval of the Final Report and clearance to receive new NSF funding is contingent on the submission of SEIS data for the final project year. 

SEIS 

Due date:  Baseline SEIS data due during your first project year:  January 30.  

Regular academic year SEIS reports due starting in your second project year:  October 1
Reporting Period:  Previous academic year (Fall, Winter, Spring, Summer), the academic year should align with your previous project year September 1 to August 31.  The first year SEIS submission will include two years of baseline data prior to the start of the HBCU-UP project.
Content:  The SEIS data collection has been designed to serve as a resource for institutional self-analysis as well as a tool to collect information about project outcomes for NSF.  The report includes institution-wide data to provide the context for the HBCU-UP activities and quantitative data on the project outcomes.  The two years of baseline data are collected to determine an average baseline to measure the impact of your HBCU-UP over the five-year HBCU-UP project.  The standardized format also allows the NSF to aggregate across all of the HBCU-UP projects and measure indicators of the overall impact of the program.  The SEIS data and the report submitted through FastLane are both used by NSF for decisions on the continuation of funding.  The SEIS data is not used by NSF to compare one HBCU-UP project to another – NSF understands that each institution has their own unique context (baseline) and their own goals and project activities for their STEM programs.

Submit:  Web submission to Systemic Research
 (http://www.systemic.com/seisPS/)


Format:  Excel template

Instructions:  Included in Excel template
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