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Regional Assistance Program
Quarterly Report
Report Period: 

Example: “Period 1” for the first quarterly report period from contract to Sept. 30, 2026.

The Montana Department of Commerce works hard to understand project needs to support grantees’ success, including engaging partner agencies, resources and other projects. Please use this reporting template and answer questions thoroughly but concisely. Include any information that you feel is relevant, even if it does not have a prompt. Submit the completed report to tourismgrants@mt.gov. 

If a quarterly report has not been received by Commerce 30 days after the due date, Commerce will consider the region or CVB to be in breach of contract. The timelier reports are received, the timelier disbursements can be made.
Quarterly Report Schedule
	
	Time Period
	Report Due

	Period 1
	Contract-Sept. 30, 2026
	Sept. 30, 2026

	Period 2
	Oct. 1-Dec. 31, 2026
	Dec. 31, 2026

	Period 3
	Jan. 1-March 31, 2027
	March 31, 2027

	Period 4
	April 1-June 30, 2027
	June 30, 2027

	Period 5
	July 1-Sept. 30, 2027
	Sept. 30, 2027

	Period 6
	Oct. 1-Dec. 31, 2027
	Dec. 31, 2027

	Period 7
	Jan. 1-March 31, 2028
	March 31, 2028

	Final report
	April 1-June 30, 2028
	June 30, 2028


Performance/Progress
	Organization or entity:
	

	Contract number:
	26-52-OOT-RAP-_________________________

	Period covered by report:
	

	Reporting period end date:
	

	Report prepared by:
	



Narrative
Provide a brief overview of what took place during the reporting period.



Activity Summary
	Work Plan Objective
	Task
	Benefits/Outcomes/ Impacts
	Milestone Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Challenges and Mitigation
Give an overview of any challenges faced and what actions were taken to mitigate them or if challenges still exist.

Budget Summary
	Total Grant Award/Contract Amount
	Total Grant Funds Disbursed to Date
	Funding Spent during Period
	Remaining Grant Funds Disbursed
	Percentage of Total Funds Spent for Period

	$
	$
	$
	$
	%



RAP recipients must illustrate in the quarterly report that the previous quarter’s funds were 85% expended during the quarter, along with a plan for how the remaining 15% will be expended, or they must demonstrate that 100% of the quarterly funds upon which they are reporting are committed for expenditure by the end of the designated future quarter.
Timeline
Provide an overview of project(s) trajectory timeline. Are activities on schedule, behind or stalled? Additionally, address the percentage of RAP funds spent during the quarter and where you plan to spend unspent funds in future quarters.



Destination MT Division Key Performance Indicators
As a result of improving communications and impacts of funding for legislative sessions and updated required reporting through House Bill 692, Commerce has identified universal metrics for Tourism Grant programming. We appreciate your support and cooperation in helping develop better metrics to report to legislators, leaders and officials.

	Quarterly Data Update
	Data Numeric
	Additional Details/Information

	Jobs directly created or sustained by the award
	#
	

	Number of tourism assets (physical infrastructure) that are:
	Insert individually for A-D.
	Individually describe these assets below.

	A. Created by this award
	#
	

	B. Renovated by this award
	#
	

	C. Expanded by this award
	#
	

	D. Total tourism assets (sum of A-C)
	#
	

	Training/technical assistance:
	Provide the dates of trainings and their purpose below.

	What trainings were held? Major milestones accomplished?
	
	

	Number of attendees
	#
	

	Event(s) that took place:
	Insert information below.

	A. What event(s) were held/where were the event(s) held?
	
	

	B. Number of attendees
	#
	



Key Performance Indicators
Refer to the Project Details Section of the outlined application under Question 1, Organization Identified KPIs, to help identity performance goals and how they would measure success. Record outlined KPIs from the application and provide metrics to show progress and success as the grant progresses. 

These are concrete numbers/measurables, not a written summary.

	KPI/Project
	For Reporting Period

	KPI/Project 1: 
	Metrics:
#
#
#

	KPI/Project 2: 
	Metrics:
#
#
#



Next Steps
Give an overview of what will transpire in the next period, providing a glimpse ahead to understand project alignment with the documented workplan.




Assistance Needed From Commerce





Press Engagements/Opportunities





Additional Information (Optional)
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