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Grant Awardee: Submit the Digital Equity (DE) Annual Report 
(Including Closeout Documents) 
The annual report is a post award requirement for the DE Planning grant. The process to submit an 
annual report including closeout documents is very similar to the process followed when submitting 
previous reports. There is a section, Additional Closeout Documents Section, for uploading all required 
closeout documents with the final annual report.  

NTIA Grants Portal: Access the Grant Workspace 

To access and submit the DE Plan requirement, log into the NTIA Grants Portal. From the 
Welcome page, click on the Go to Grant Workspace button.  

     To return to the Welcome page at any time, click on Home near the top of the screen. 
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Click on the Post Award Requirements tab, then click on the desired State Digital Equity 
Annual Report link. 
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General Information Section 

Click on the Get Started button.  
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Review the General Information read-only information listed in the pop-up modal. If corrections 
are needed, click on the contact the NGP Help Desk link to send an email. Click Finish to 
complete. 
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Summary Section 

Click on the Get Started button to begin the Summary section. 
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Use the text fields provided to submit your response. Click and drag the lower-right corner of 
the text field to enlarge. Use the scrollbar as needed (not pictured). A red asterisk (*) indicates a 
required field.  
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Continue from previous step. Click Save and Finish to complete.  
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Statutory Requirements, Covered Populations Section 

Click on the Get Started button to begin the Statutory Requirements, Covered Populations 
section.  
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Outcomes 

Click a radio button to select your response to each outcome. Use the Response text field to 
enter a brief narrative if the response selected was Complete or In Progress.. Click and drag the 
lower right corner to expand the text field.  
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Continued from previous step. Click the Next button to proceed.  
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Barriers to Digital Equity 

Click a radio button to select your response to each barrier. If you select a ‘Yes’ response, use 
the text fields that appear to enter a response. Click Next to proceed.  
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Measurable Objectives 

Select responses using radio or checkbox buttons. Use the text field to enter a response. 
Upload files using the Upload Files button. Delete uploaded files by clicking the trash can icon 
(not pictured).  
Note: All fields are required to be completed. 
 
Click Next to proceed.  

 

Repeat these steps for all remaining objectives.  
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Note: Once all measurable objective sections are completed and you click Next to continue, in the event 
that the Statutory Requirements or Covered Populations responses are incomplete, click on the Previous 
button to return to a previous step. To complete responses later, click Finish.  
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Statutory Requirements – Continued Section 

Click on the Get Started button to begin the Statutory Requirements – Continued section.  
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Collaboration with Key Stakeholders 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 

 

List of Organizations 

Click Download Template link (also referred to as the List of Organizations template). A new tab 
opens allowing you to download the template. Click Upload Files to upload the completed 
tempate. Select a radio button to indicate your response. Note: You may use the trash can icon 
(not pictured) to delete an uploaded file. Click Next to proceed. 
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Additional Requirements Section 

Click on the Get Started button to begin the Additional Requirements section.  
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Needs Assessment 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 

 

 
  

 

 

 

 

 

 



 

 

 

     
20 

Asset Inventory 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 
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Coordination and Outreach Strategy 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 

 

Coordination with Municipal, Regional, and/or Tribal Digital Equity Plans 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 
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Implementation Strategy 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 
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Coordination with Other Federal and/or Private Funding 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 
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Engagements & Partnerships 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 
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Affordability 

Use the text field to enter a response. Click Next to proceed.  

 

Implementation Timeline 

Select a response using a radio button.Use the Response text field to enter a brief narrative if 
the response selected was Complete or In Progress. Click Next to proceed. 
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Additional Closeout Documents Section 

In addition to the final annual report, grantees are required to submit additional closeout 
documents. To include the required documents, click the Get Started button in the Additonal 
Closeout Documents section.  
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Closeout Report Forms 

Click the Upload Files button, or use the drag-and-drop feature (for each document, to upload 
the forms. 

Note: The following documents are required: 

• Tangible Personal Property Reports (SF-428, SF-428B and SF-428S) 
• Real Property Status Report (SF-429) 
• IRB Closure Letter (if applicable) 
• Final Federal Financial Report (SF-425) 
• Interim Progress Report (if applicable) 
• Final Progress Report 
 
The iEdison document is listed but it is not a required document. 

 

The Upload Files pop-up window displays with progress of the file upload. Click Done when file 
is complete. 

 

Click Finish on the Closeout Report Forms window. 
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Certification 

Upon completing the Digital Equity Annual Performance Report sections, with all section 
statuses showing as ‘Completed’, the Certification section button becomes enabled. Click on the 
Get Started button to complete the certificaiton.  

Note: Only users with the Authorized Organizational Representative (AOR) role (and respective 
log-in credentials) may submit on behalf of the organization. 
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Click the checkbox to agree and confirm the certification, then click the Save and Submit 
button.  
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Download Submitted Files 

After completing the Certification section, you can download submitted files on the Grant 
Report screen. Click Download to download a file. To return to the Welcome page, click Home 
near the top of the screen.  

 

 

 


	Grant Awardee: Submit the Digital Equity (DE) Annual Report (Including Closeout Documents)
	NTIA Grants Portal: Access the Grant Workspace
	General Information Section
	Summary Section
	Statutory Requirements, Covered Populations Section
	Outcomes
	Barriers to Digital Equity
	Measurable Objectives

	Statutory Requirements – Continued Section
	Collaboration with Key Stakeholders
	List of Organizations

	Additional Requirements Section
	Needs Assessment
	Asset Inventory
	Coordination and Outreach Strategy
	Coordination with Municipal, Regional, and/or Tribal Digital Equity Plans
	Implementation Strategy
	Coordination with Other Federal and/or Private Funding
	Engagements & Partnerships
	Affordability
	Implementation Timeline

	Additional Closeout Documents Section
	Closeout Report Forms

	Certification
	Download Submitted Files



