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Program Participant 
Report Training



What is the report?
To ensure responsible stewardship of federal and philanthropic funds, the Center relies on subgrantees 
and sub-subgrantees to provide accurate and consistent records of projects implemented and 
participants served. This data is collected, in part, through the quarterly Program Participant Report. 

The Program Participant Report is required for all JFNA subgrantees. 

The report collects the following information:
• General grant information,
• Participants served by type (Holocaust survivors, older adults with a history of trauma, family 

caregivers, professional service providers, and volunteers),
• Participants served through overall grant, 
• Participants served by project, and 
• Emergency Financial Assistance information (only for Expanded Critical Supports Program). 



Deadlines
The Program Participant Report is due on a quarterly basis.

Report extensions are granted based on need. If you have any questions regarding this report, please 
reach out to your point-of-contact at the Center or contact the Center at Aging@JewishFederations.org.

Quarter Reporting Period Report Due Date*
Quarter 1 January 1 - March 31 April 30
Quarter 2 April 1 - June 30 July 31
Quarter 3 July 1 - September 30 October 31
Quarter 4 October 1 - December 31 January 31

mailto:Aging@JewishFederations.org


Resources
1. Program Participant Report Training
2. Program Participant Report Jotform
3. Program Participant Report PDF (not fillable)
4. Sub-Subgrantee Program Participant Report PDF (fillable)
5. Program Participant Report: Definitions & FAQ
6. Center point-of-contact
7. Center Research and Evaluation staff



How to Complete the Report
Program Participant Report Jotform
Sub-Subgrantee Program Participant Report PDF (fillable) 

https://form.jotform.com/222424735669160
https://cdn.fedweb.org/fed-42/2/2022%2520-%2520Program%2520Participant%2520Report_Sub-Subgrantee_editable.pdf


Frequently Asked 
Questions



If participants engage in multiple projects, 
will this impact the accuracy of my report 
submission? 
• The Program Participant Report is specifically designed to avoid the issue of duplication in counting.

• In the top half of the report, the Grant Participants section, you report the unique number of participants 
served across all projects. Even if participants engage in multiple projects, they will only be counted 
once in the Grant Participant section. 

• In the bottom half of the report, the Participants by Project section, you report the unique number of 
participants served by each project. If participants engage in multiple projects, they will be counted 
once for each separate project total.



What if not all projects are active every 
quarter? How do I report?
• Each quarterly submission of the Program Participant Report will include information on all projects of 

your organization’s grant, regardless of project status. 

• This means for inactive projects, the number of unique project participants this quarter may be ‘0’. 

• By reporting on all grant projects every quarter, the Center ensures consistency and accuracy in 
reporting. 



How do I ensure the Program Participant Report 
is consistently & accurately completed?
• Refer to your previous quarterly Program Participant Report submission when completing the current 

report to ensure it is completed consistently and accurately. 

• Individuals who submit the Program Participant Report receive an automated email that includes a 
confirmation of submission and a copy of all form responses. 

• If you do not receive this confirmation, please check your junk or spam folder. 
• If you still cannot find this confirmation, please reach out to your Center point-of-contact or 

Aging@JewishFederations.org. 

• When completing the report, you can print to PDF to save a copy of your responses before clicking 
submit.
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