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Detailed Monthly Activity Report for:       
Grantee Agency Name:        
Grant Number:       
     
The following are examples of what your narrative report should include:   

· If your salary or a portion of your salary is paid with federal dollars, the narrative report should include a summary of activities for each month.   
· If you attend a training/conference include a copy of the agenda as well as information of how the training/conference benefited you in your position.  

· If you coordinate training or conduct workshop(s), include a copy of the agenda if applicable as well as the number of persons in attendance at the training/conference. 
· If you conduct a CPS event, include the date and location of the event and the number of seats checked/installed. 
Grant Projects that do not have activity every month should submit a detailed narrative for only those months with grant expenditures.  For example, if your project involves a one-time payment for contractual services, include a summary of activities that were completed for that payment.     
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