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1. OVERVIEW 
Pursuant to Attachment 4 (ARPA-E Reporting Checklist and Instructions) of the Cooperative/Grant Agreement, 
the Prime Recipient (“performer”) is required to submit a Research Performance Progress Report (“Quarterly 
Report”) for the project – i.e., the entirety of work performed by the Prime Recipient, Subrecipients, Lab, and 
contractors – to ARPA-E through ARPA-E’s Energy Program Information Center (ePIC) on a quarterly basis.  
 
To submit a Research Performance Progress Report, the Prime Recipient must log in to the ePIC system, 
navigate to the reporting module on the project dashboard, and complete the information listed in the system. 
In the event the required fields on ePIC do not match those within Attachment 4, performers are instructed to 
follow the reporting requirements within ePIC. 
 
The Quarterly Report is open to performers approximately 3 weeks prior to the end of the quarter under review 
and due 15-30 days after the end of the quarter, depending on the terms of each performer’s Attachment 4. 
 

2. LOCATION AND NAVIGATION 
Located in the Projects Reports page (see Figure 1) under Quarterly Research Performance Progress 
Reports, the Quarterly Report and Federal Financial Report (SF-425) are required for financial assistance 
recipients of ARPA-E awards. 
 

To upload the completed SF-425, performers click the  button in the lower right hand corner of the 
Federal Financial Report table. This document needs to be uploaded prior to the Quarterly Report submission 
deadline.  
 
To create a new Quarterly Report, performers select the current quarter highlighted in the Report Selection 

table on the left side of the Quarterly Reports landing page by clicking the  button.  
 
Figure 1: Quarterly Reports – Start 

 
 
Performers can begin drafting the current Quarterly Report, illustrated in Figure 1, during the three weeks 

preceding the end of the quarter — ePIC does not allow performers access before this period. In place of the 



 

 

 

 2 ePIC User Guide for Applicants: 
Quarterly Reporting 

 button, once the Quarterly Report has been started, subsequent visits to the Report Selection table will 

display a yellow  button (see  

Figure 2) and report status will indicate “In-Progress”. 

 
Figure 2: Quarterly Reports – Edit 

 
 
The lower portion of the Report Selection table displays the status of previously submitted Quarterly Reports. 
When ARPA-E has completed its review of the Quarterly Report and accepted its content, the status column 
will change from “Submitted” to “Approved.” Date-time stamps are displayed under the Date Submitted and 
Date Approved columns for record-keeping. Performers are able to review submitted Quarterly Reports by 
clicking on the  button under the PDF column. 
 

After clicking on the  or  button on the Report Selection table, performers are taken to the Report 
Information page for the current Quarterly Report. This page provides a Quarterly Report navigation and status 
tool shown in Figure 3. The icons at the top of the page represent the required sections. Performers can select 
a particular section by hovering over the desired section and clicking on it. The Quarterly Report navigation 
and status tool appears on the top of the Quarterly Report Page, allowing performers to navigate within the 
current report.  
 
Figure 3: Quarterly Reports –Status Tool 

 
 

When beginning new reports, all sections are displayed in the top left corner of the page as gray icons ( ) 
with “not started” labeled under each button. After a section has been started and saved by a performer, the 
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icon’s color changes to blue ( ) and is marked “in progress”. After the section has been marked complete by 

the performer, the icon’s color changes to green ( ) with the label “is complete.  While the sections can be 
completed in any order, all sections must be completed prior to submitting the Quarterly Report —performers 

are not able to do so until the Report Information page displays all sections as green ( ).When editing the 

report, the currently selected section regardless of color, will appear filled in ( ) and the text will be bold. 

Individual sections have yellow  and/or  buttons at the very bottom center of the page. 

Clicking the  button saves all changes made to the individual section and allows performers to return to it 
later to continue editing; again, the section icon will go from gray to blue when the section is saved. When no 

further changes are needed in a section, performers should click the  button. Edits will still be 

permitted but if any changes are saved, the section will be marked as “In Progress” until the  
button is selected once again. 
 

3. MARKING PROTECTED RIGHTS & SBIR/STTR DATA 
 

Within selected sections and sub-sections of the Quarterly Report that require the inclusion of technical data 

you will find a “protected data” classification question at the bottom of the page which says “Does this section 

contain Protected Data as described in Attachment 2 of the Cooperative Agreement?” and provides the 

performer with three options, 1) “Protected Rights Data”, 2) “SBIR/STTR Rights Data”, and 3) “No Protected 

Data” (Notice statements are below). Performers or their project team members who have been authorized by 

Attachment 2 of the award or a subaward to mark technical data first produced under their award or subaward 

as “Protected Data”, “SBIR/STTR Data”, or “No Protected Data” may select the appropriate radio button to 

indicate that the page contains protected data (e.g.,  

Figure 4).   
 
Figure 4: Quarterly Reports - Data Rights Classification 

 
 
Technical data first produced by a University, National Laboratory or FFRDC may not normally be marked as 
protected data. If you mark yes, the above statement specifying either Protected Rights Notice or SBIR/STTR 
Rights Notice will appear on that page of the electronic record.   
 
Following is the “The Protected Rights Notice” referred to in the statement.  
 

PROTECTED RIGHTS NOTICE 
 
The information provided contains protected data were produced under agreement 
no.[AwardNumber] with the U.S. Department of Energy and may not be published, disseminated, 
or disclosed to others outside the Government until 5 years after development of information under 
this agreement, unless express written authorization is obtained from the recipient. Upon expiration 
of the period of protection set forth in this Notice, the Government shall have unlimited rights in this 
data. This Notice shall be marked on any reproduction of this data, in whole or in part. (END OF 
NOTICE) 
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The five year period begins on the date the report is uploaded into EPIC.  When marking technical data as 
protected data keep in mind that an unlimited rights data list of technical data that may not be marked with 
any restriction may be included in your award.   
 
Following is the “SBIR/STTR Rights Notice” referred to in the statement.  
 

SBIR/STTR RIGHTS NOTICE 
 
These SBIR/STTR data are furnished with SBIR/STTR rights under Award No. [AwardNumber].  
For a period of four (4) years after acceptance of all items to be delivered under this [agreement or 
subaward], the Government agrees to use these data for Government purposes only, and they 
shall not be disclosed outside the Government (including disclosure for procurement purposes) 
during such period without permission of the Prime Recipient/Subrecipient, except that, subject to 
the foregoing use and disclosure prohibitions, such data may be disclosed for use by support 
contractors.  After the aforesaid four-year period, the Government has a royalty-free license to 
use, and to authorize others to use on its behalf, these data for Government purposes, but is 
relieved of all disclosure prohibitions and assumes no liability for unauthorized use of these data 
by third parties.  This Notice shall be affixed to any reproductions of these data in whole or in part. 
(END OF NOTICE) 
 

Within the Quarterly Report, the above notices are hyperlinked within the text of the question. Performers 
should not mark one section/response under the “Protected Rights Notice” and another under the “SBIR/STTR 
Rights Notice”; a performer is can only select one type of data classification. Under no circumstances should 
the report contain proprietary technical data unless specifically authorized by the award.   
 
Within the individual sections of the Quarterly Report that contain other than technical data, performers will find 
a proprietary information classification button at the bottom of the page. Please mark “Protected Data Rights” 
or “SBIR/STTR Data Rights” if non-technical data in the section is proprietary. Performers will not be asked to 
mark data if there is nothing to report in the section. Keep in mind, if performers do not provide a response to 
the data rights question when requested, they will not be able to successfully submit the section. 

 
4. TECHNICAL SECTION (ACCOMPLISHMENT AND MILESTONE UPDATES) 
The Technical page, illustrated in Figure 5, provides the technical progress narrative for the current quarter. It 
should contain sufficient information to allow the ARPA-E Program Director to verify the achievement of the 
technical milestones and deliverables. 
 

To facilitate reporting, the top section of this page contains a button that permits performers to 
submit a narrative in Adobe PDF format. Other file formats cannot be uploaded into ePIC. Only one file can be 
uploaded in the Technical page. If changes need to be made to the uploaded file, performers can remove the 

file by selecting the  button and then repeating the process to upload the amended file.  
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Figure 5: Quarterly Reports – Technical Section 

 
 
Beneath the Upload Technical (PDF) portion of the page, performers have the ability to report high-level 
summary statuses for each milestone due by the report quarter (select the “Milestones Due” filter at the top of 
the table) or other milestones due in future quarters (select the “All Milestones” filter). Because these 
milestones should be covered in great detail within the uploaded document, the summary statuses provided in 
the Technical section are required to be less than 500 characters. If a milestone from a previous quarter is still 
incomplete (not 100% complete) or work is ongoing (no actual end date), it will be listed under “Milestones 
Due”. Performers also have the opportunity to report “Actual Start Date”, “Actual End Date”, and “% Complete” 
(see Figure 5). Milestones may also be reported in the Schedule section; however, any updates to milestones 
made in the Technical section will transfer to the Schedule section. After completing the milestone write-up, 

click the  button to save the content in the system and click  to mark the section as 

Complete ( ). 
 

5. SCHEDULE SECTION (ACCOMPLISHMENTS AND MILESTONE UPDATES) 
In the Schedule section, illustrated in Figure 6, please report on estimated percentage progress of tasks and 

milestones and the actual start and end dates.  Performers may type in dates and percentages into the 

relevant fields on the right side of the table in the same manner as performed in the Technical Section; the only 

difference is performers have the opportunity in the Schedule Section to provide dates and percentages for the 

tasks/sub-tasks. The page will default to the “All Tasks and Milestones” view but performers may select 

“Milestones Due” if they only wish to report on required milestones and their associated tasks due in the 

current and previous quarters if not complete. Click the  button to save all changes if it is desired to 

return later for further editing. When no further changes are needed in the section, click the  

button after selecting the appropriate response to whether the section contains Protected Data. 
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Figure 6: Quarterly Reports – Schedule Section 

 
 

6. UPDATES SECTION (ADDITIONAL PERFORMANCE UPDATES) 
As displayed in  

Figure 7, Performers are instructed to use the Updates Section to provide updates on new 1) issues, risks, 

and mitigation, 2) changes in approach, and 3) changes in project personnel. 

 
Figure 7: Quarterly Reports – Updates Section 

 
 

A) Issues, Risks, and Mitigation 

In Section A of the Updates Section, illustrated in  

Figure 8, record any existing or anticipated problems, risks, or issues, along with the actions planned or taken 

to resolve these. New issue or risk can be added selecting the “Yes” option on the right side of the page. This 

will open a new text box under Section A. Performers select Issue or Risk from the Categorization dropdown. 

Text boxes appear below for description of the new item and for action planned or taken to account for the 

issue or risk. Once the write-up is complete, click the link at the bottom of the page. Proceed with adding 
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information for sections B-D in the Additional Performance Updates. When no further information needs to be 

added for the entire section, click the  button. 

 
Figure 8: Quarterly Reports – Issues, Risks, and Mitigation (under “Updates” Section) 

 
 
B) Changes in Approach 
In Section B, illustrated in Figure 9, performers should note any changes in approach or aims and reasons for 
those changes.   Any changes to the technical milestones and deliverables are reported here but must be 
approved in advance by the Program Director and the ARPA-E Contracting Officer. Select the “Yes” option on 

the right side of the page to open a text box for Section B. Click the  button to save all changes made to 
the individual section if it is desired to return later for further editing. When the other sections are complete in 

Updates Section and when no further changes are needed in the section, click the  button. 
 
Figure 9: Quarterly Reports – Changes in Approach (under “Updates” Section) 

 
 
C) Changes in Project Personnel 
If any changes to key personnel or teaming arrangements occurred during the quarter, performers should 
document these in Section C, illustrated in Figure 10. However, these changes must be approved in advance 
by the Program Director and the ARPA-E Contracting Officer. Select the “Yes” option to open a text box under 

Section C. Click the  button at the bottom of the page to save all changes When all other section’s for the 

Updates tab are completed, if no further editing is required, click the  button at the bottom of the 
page. 
 
Figure 10: Quarterly Reports – Changes in Project Personnel (under “Updates” Section) 

  
 

7. T2M SECTION (TECHNOLOGY TO MARKET UPDATES) 
To enter new information regarding any project output on this page, illustrated in  
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Figure 11, click on the corresponding yellow button, and enter the fields. To edit or delete any entry select the 

“Edit” or “Delete” link that will appear next to each entry. When there are no additional edits to the section 

please select one of the options if above the  button if anything pertaining to Attachment 2 

(Intellectual Property) has been referred to in this section. If not, please select the “No Protected Data” and 

proceed to click the  button to make this section as complete. 

 
Figure 11: Quarterly Reports – T2M Section 

 
 
A) Publications 
Any project-related articles, papers, or presentations that are authored or prepared by the Project Team and 
published or distributed (at a conference or otherwise) must be listed in this section. This includes author 
name; title; publication or conference; volume, issue, and pages (if applicable); and year of publication.  The 
Prime Recipient is required to send a copy of each publication to the program support designated by the 
ARPA-E Program Director. Scientific/technical conference papers/proceedings must also be reported in 
accordance with Section I.C of “ARPA-E Reporting Instructions.” To add a new publication, select the 

 button in Section A. A pop up will walk through the necessary information needed. To edit or 
delete any entry select the “Edit” or “Delete” link that will appear next to each added publication. 
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Figure 12: Quarterly Reports – Publications 

 
 

B) Other Project Output (Other Products) 
If performers created any additional project output, such as data or databases, physical collections, audio or 
video, software or netware, models, educational aid or curricula, instruments or equipment, during the quarter, 

this information should be added to this section. To add a new output click on the   button 
under Section C. A window will open and walk through the necessary information needed. Please provide a 
brief description of additional project output, date of release, and entity to which output was provided.   
 
C) Follow-On Funding 
Please disclose any received or anticipated commitment or obligations of funding that is being received or may 
be received by the Prime Recipient, Sub-recipient, Principal Investigator(s) (including Co-Principal 
Investigators), or Key Participants to support the ARPA-E funded project or work that relates directly or 
indirectly to the ARPA-E funded project.  To disclose new follow-on funding, please click the yellow 

 button. A window will pop up, please fill out all required fields, illustrated in Figure 13. When 
finished entering a single record of information, click the “Update” link in the lower right-hand corner of a 

section row. Please select one of the options below the  button if anything pertaining to 
Attachment 2 (Intellectual Property) has been referred to in this section. When no further information needs to 

be added in the section, click the  button at the bottom of the page. 
 
Figure 13: Quarterly Reports – Follow-On Funding 

 

javascript:;
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D) Invention Disclosures 
Performers are instructed to utilize iEdison at https://s-edison.info.nih.gov/iEdison/ for future invention 
disclosures 
 
E) Patent Applications 
Performers are instructed to utilize iEdison at https://s-edison.info.nih.gov/iEdison/ for future patent disclosures 
 

8. DISCLOSURES SECTION (ADMINISTRATIVE AND LEGAL UPDATES)  
The Prime Recipient is required to disclose if any of the following conditions exist, illustrated in Figure 14: 

 The Prime Recipient, Sub-recipient, or Principal Investor(s) (including Co-Principal Investigators) is 
under investigation for or has been convicted of fraud or similar acts, violations of U.S. export control 
laws and regulations, or violations of the Drug-Free Workplace Act of 1988 (Pub. L. 100-690, Title V, 
Subtitle D; 41 U.S.C. 701, et seq.); 

 

 The Prime Recipient, Sub-recipient, or Principal Investigator(s) (including Co-Principal Investigators) is 
debarred, suspended, proposed for debarment, or otherwise declared ineligible from receiving Federal 
contracts, subcontracts, and financial assistance and benefits;  

 

 The Prime Recipient, Sub-recipient, or Principal Investigator(s) (including Co-Principal Investigators) is 
insolvent; has filed a voluntary case under the Bankruptcy Act or has consented to an involuntary case 
under the Bankruptcy Act; or has had a proceeding filed against it to, or consented to, the dissolution, 
winding-up or readjustment of debts, appointment of a receiver, conservator, trustee or other officer 
under any applicable state or federal law 

 

 The Prime Recipient has any actual or apparent personal, organizational, financial, and other conflicts 
of interest within the Project Team. 

 

 The Prime Recipient perform any work under the Award outside of the United States/U.S. Territories. 
 

Please select either the “Yes” or “No” option. A “Yes” selection will open a text box. Please enter any relevant 
information into the text box of each Section (A-E).  Use the toolbar at the top of the text box to utilize special 

characters if needed. Click the  button to save all changes. When all sections are completed select one 

of the options above the  button if any information in this section contains Protected Data as 
described in Attachment 2 of the Cooperative Agreement. If no further editing is required, click the 

 button. 

 

https://s-edison.info.nih.gov/iEdison/
https://s-edison.info.nih.gov/iEdison/
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Figure 14: Quarterly Reports - Administrative and Legal Updates 

 
 

9. COST SECTION (COST UPDATES) 
The Cost section, illustrated in Figure 16, contains a table detailing the total invoiced costs for the Prime 
Recipient (Lead) and FFRDC/GOGOs (if applicable). The “Total Invoiced Costs” table is the ARPA-E record of 
the cumulative reimbursements (only approved and pending invoices) of project spending per budget category 
and broken apart by federal and cost share amounts. For performers expected to provide TT&O costs, there is 
also a TT&O Costs table at the bottom of the page. If performers discover a discrepancy (or discrepancies) 
within the table, they have the option to select the invoice number that contains the discrepancy and propose 
changes to the budget category in question (see Figure 15). (Proposed changes in TT&O expenses should be 

discussed in the “Performer Comments” section of a given invoice). Once added, click the yellow  
button at the bottom of the table. Invoices that are updated will be highlighted in blue and if you hover over the 
invoice number, the proposed changes will appear. For performers whose project is associated with a separate 
award made with DOE (because of the involvement of an FFRDC/GOGO), the Cost Section will also contain a 
similar table for the FFRDC/GOGO (see next sub-section).  
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Figure 15: Quarterly Reports- Invoice Review 

 
Performer edits will not update the ARPA-E record in the system; the PM SETA will reach out to the performer 
as part of the quarterly reporting process to discuss the discrepancy and correct the invoice(s) as appropriate. 
 
The bottom section of the Cost page contains radio buttons for marking Proprietary Data and indicating 
concurrence with the entire section. The radio button states whether the performer agrees that “the information 
in the table above is accurate and correct.” The default is set to “Yes.” However, if the performer has 
suggested changes or inserted comments indicating a potential discrepancy, the performer should select “No”.  
Once again, when the Quarterly Report has been submitted and there are cost discrepancies, the PM SETA 
will contact the performer to reconcile the differences. Performers are expected to review the financial figures 
and identify any potential discrepancies; the Cost Section is meant to validate the invoiced amounts submitted 

through the current quarter. When no further changes are needed in the section, click the  
button. 
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Figure 16: Quarterly Reports – Cost Section (Lead Organization) 

 
 
Cost for “FFRDC/GOGO” or Associated Award 
Performers with FFRDC/GOGO partners or Associated Awards have the opportunity to review and submit 
quarterly invoiced amounts and these expenses will be displayed in a similar table to what is illustrated in 
Figure 16.  
 

10. SUBMIT REPORT SECTION 
To submit a completed Quarterly Report, performers select the Submit Report section. If all sections have 

been marked complete, performers will be able to certify the report electronically and hit the  button 
in the lower right-hand of the page. It is important the individual submitting the report is authorized to do so and 
is ultimately responsible for the accuracy of the submitted content. If necessary, submitted reports can be 
edited up to the due date.  


