
    
    

 

CSB Grant Reporting Template Overview 
Office of Transportation and Air Quality 
U.S. Environmental Protection Agency 



Agenda 

What is the CSB Grants Reporting Template? 

Reporting Timeline 

Reporting Template Overview 

General Instructions & Tips 

Reporting Template Walkthrough 



   
    
   

Disclaimer 
This recording is made in conjunction 

with the December 2024 version of the 
2023 CSB Grants Reporting Template. 



   

  
     

      
    

      
   

    
 

     
   

CSB Grant Reporting Template 

What it is 
A tool where awarded grantees provide workplan 
information, budget details, and project updates to 
their Project Officer 

Purpose To track project performance and legitimacy 
throughout the entire project period 

Updates 

Recording Leveraged Funds (Work Plan & Financial 
Summary tabs) 

Conditional Formatting and Dropdowns (Fleet 
Description & EV Infrastructure tabs) 



   
  

  CSB Grant Program Documents 

Visit https://www.epa.gov/cleanschoolbus/clean-school-bus-program-grants to 
access the updated Grants Reporting Template and other related documents 

https://www.epa.gov/cleanschoolbus/clean-school-bus-program-grants
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Reporting Timeline 

Deliverable Deadline Submission Document 

Workplan + Financial 
Summary 

One month after official 
award 

Reporting Template 

Semi-Annual Project Reports July 30th and Jan. 31st of each 
calendar year during the 
project period*,** 

Reporting Template 

Eligibility and Scrappage 
Form 

End of project period** Eligibility and Scrappage 
Template 

Final Project Report 120 days after project 
completion 

Reporting Template 

* Reporting periods are typically six months each. Update according to the reporting cadence determined by your Project Officer. 
** The project period is 24 months and may extend up to 36 months where justified. 



 

       

      

   
       

         

       
 

    

Reporting Template Overview 

•General instructions and tab specific descriptions. Tab 1: Instructions 

•Reflects approved work plan. Completed within the first month of 
award notification Tab 2: Work Plan 

•Updates to post-award changes in bus numbers, charger 
numbers, and/or funding amounts. Updated annually at end of 
each project year and at project closeout 

Tab 3: Amendments 

•Financial summary of entire grant period of performance. Tab 4: Financial Summary 

•Financial summary for each year of the project period. Updated 
according to reporting cadence determined by Project Officer 
(quarterly or biannually) 

Tabs 5-7: Yearly Financial 
Summary 



   

    
   

   
   

      
     

           

      
    

          

Reporting Template Overview cont. 

•Commitments of environmental justice, community engagement, 
sustainability, workforce development, climate impact resiliency, 
and/or leveraging additional external funds. Updated semi-annually 

Tab 8: CSB Priorities 

•Details for all vehicles impacted under project including current 
vehicles and new vehicles. Updated semi-annually Tab 9: Fleet Description 

•Details for all electric vehicle supply equipment (EVSE) and 
supporting infrastructure. Updated semi-annually Tab 10: EV Infrastructure 

•Final project details including programmatic and narrative financial 
results. Submitted within 120 days of project completion Tab 11: Final Report 

•Description of select data fields to be used as support in completing 
tabs 2-11Tab 12: Data Dictionary 



  

    
    

 

   
   

   
    

 

   
   

   
   

    
     

  

     
  

  
  

   

 

General Instructions & Tips 

Grantees only need to 
fill in cells highlighted 

in BLUE 

Cells highlighted in 
YELLOW fill in 

automatically – no 
action is necessary for 

these cells 

Cells highlighted with 
a dark diagonal 
pattern /// are 

dependent on answers 
in other cells. Do not 

fill in these cells unless 
diagonals are hidden 

Check if a cell has 
dropdown options 

before entering 
information to avoid 
data validation errors 



 Reporting Template 
Walkthrough 



   

      
     

    
    

    

 
     

     
  

   

     
   

      
        
        

 

 

   

  
  
  
 

Tab 2: Work Plan 

Data must match the Approved Final Work Plan 
Tip: If EV chargers are being 

Equipment Cost – Vehicles and Infrastructure purchased with Other Leveraged 
Funds, place a zero in the cell 
rather than leaving it blank. 

Self-Certification Tip: Prioritized = ‘Yes’, then select one of the 
Updated Instructions: Report the 

following options from the dropdown. 
number of EV chargers that will 

• Applied under Category 1 = Yes – Title I 
be purchased with EPA funds AND 

• Applied under Category 2A = Yes – Large with 80% Title I 
Other Leveraged Funds. 

• Applied under Category 2B = Yes – Large with Sub-group Title I 
• Eligible to self-certify, but not Title I = Not Applicable 



    

      

     

Tab 2: Work Plan cont. 

Data must match the Approved Final Work Plan 

Project Details – complete all fields 



  

                 

Tab 3: Amendments 

Tip: A dropdown list of options is provided for the 'Update Year’ and ‘Type of Amendment’ fields 



   

      

                
      

Tab 4: Financial Summary 

Grantees only need to fill in the sections highlighted in Blue. 

Update: Only two categories of funds to report, EPA Funds and Other Leveraged Funds. Other Leveraged 
Funds are no longer itemized. 



   

      
        

   

Tabs 5-7: Years 1-3 

Tip: The 'Reporting Cadence' section allows to choose 
between a Quarterly or Biannually report and will 
amend the spreadsheet to your selection. 



   

     
   

  

Tab 8: CSB Priorities 

Tip: The Yellow cells will self-
populate with the data provided 
from 'Tab 2. Work Plan'. 



   
              

   
   

          
               

    
 

 

    
    

  
    

     
    

    
     
      

  
    

 
 
 

 
 

Tab 9: Fleet Description 
Update: Conditional formatting and dropdowns to assist with data accuracy and integrity. Please do one of 
the following when completing the Fleet Description tab. 
• If text is to be entered 

• Type the data directly into the cell, or 

• If copying from another source (e.g., an older version of the reporting template), paste the data into the 
formula bar and not into the cell. Any conditional formating will be lost if the text is pasted into the cell. 

• If a dropdown arrow appears 
• Select an option 

Example conditional formatting: A 
VIN is 17 characters, and does not 

include the letters O(o), I(i), or Q(q) to 
avoid confusion with the number 0, 1, 

and 9. If the data entered does not 
equal 17 character and/or contains an 
ineligible character, the cell and text 

will change from blue to red 

Formula bar for pasting 
data that is copied over 

from another source 

Directly type text 
here 



          

  
            

       
        

  

    

 
 
 

Tab 9: Fleet Description cont. 

Current Vehicle Information = the bus that will be scrapped, sold, or donated. 

Tips 
• Complete all BLUE fields. 
• If cell and text turns red = error in the number of characters, character type, and/or character value (e.g., >10,000). 
• Some Place of Performance dropdowns are dependent on another dropdown. For example, a state must be selected 

in order for a list to appear in the county dropdown. 

Character # Dropdown Character Value Dropdown Dropdown 

Dropdown Dropdown 



    

        

  
            

       
        

               
 

  

     

 
 
 

 

Tab 9: Fleet Description cont. 

New Replacement Vehicle Information = the new clean school bus. 

Tips 
• Complete all BLUE fields. 
• If cell and text turns red = error in the number of characters, character type, and/or character value (e.g., >10,000). 
• Some Place of Performance dropdowns are dependent on another dropdown. For example, a state must be selected 

in order for a list to appear in the county dropdown. 
• Some cells are dependent on fuel type. Cells highlighted with a dark diagonal pattern /// do not apply and do not need 

to be completed. 

Character # Character Value Dropdown Dropdown Dropdown 

Not Applicable based on fuel type 



   
              

   
   

          
             

    
 

 

    
    

  

 

  
  

 
  

  

 
 
 

 
 

Tab 10: EV Infrastructure 
Update: Conditional formatting and dropdowns to assist with data accuracy and integrity. Please do one of 
the following when completing the EV Infrastructure tab. 
• If text is to be entered 

• Type the data directly into the cell, or 

• If copying from another source (e.g., an older version of the reporting template), paste the data into the 
formula bar and not into the cell. Conditional formating will be lost if the text is pasted into the cell. 

• If a dropdown arrow appears 
• Select an option 

Formula bar for pasting 
data that is copied over 

from another source 

Directly type text 
here 

Example conditional 
formatting error 

message: incorrect 
value. In this case it 
must numeric and 

>0. 



  
            

       
        

   
 

   
 

          

   

 
 
 

Tab 10: EV Infrastructure cont. 
Three EV Infrastructure Fields: EV Chargers, On-Site Power Generation Equipment, 

and Battery Energy Storage Systems 
Tips 

• Complete all Blue cells. 
• If cell and text turns red = error in the number of characters, character type, and/or character value (e.g., >10). 
• Some Place of Performance dropdowns are dependent on another dropdown. For example, a state must be selected 

in order for a list to appear in the county dropdown. 

Tip: Yellow cells will 
self-populate with the 
data provided from 
within the table. 



   

         
            

         

     

 
 

Tab 10: EV Infrastructure cont. 

Tips 
• The Yellow cells will self-populate with the data provided from within the table. 
• Some cells are dependent on funding source (EPA funds vs Other Leveraged Funds). Cells highlighted with a dark 

diagonal pattern /// do not apply and do not need to be completed. 

Not Applicable based on funding source 



 
 

  

 
  

   Summary of Tips & Updates 

Grantees only need to fill in the sections 
highlighted in Blue. 

Note updates to EPA Funds vs Other Leveraged 
Funds 

If copying and pasting data, use the formula bar 

Cells highlighted with a dark diagonal pattern /// do 
not apply and do not need to be completed. 



 

   

                     

Resources 

Need Assistance with the Reporting Template? 

• Instructions (Tab 1) 

•Data Dictionary (Tab 12) 

•Reach out to your Project Officer 

• Don’t miss any updates! To sign up for the listserv, please visit epa.gov/cleanschoolbus. 

Stay in Touch 

http://www.epa.gov/cleanschoolbus
http://www.epa.gov/cleanschoolbus


cleanschoolbus@epa.gov 
epa.gov/cleanschoolbus 

https://epa.gov/cleanschoolbus
mailto:cleanschoolbus@epa.gov
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