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VII. Annual Report (AR)
This chapter contains information regarding the Annual Report (AR) required by Federal regulation to be submitted by the Highway Safety Office (HSO) to the National Highway Traffic Safety Administration (NHTSA).

A. Overview
This section provides an overview of the AR and the associated content.  

The HSO is responsible for submitting the AR to the NHTSA Regional Office. The report describes the accomplishments of the HSO. Beginning with FY 2023, the report is due to be submitted electronically to NHSTA within 120 days after the end of each Federal fiscal year (January 28), see 23 CFR Part 1300.35.
The AR also serves as the State’s required annual performance report consistent with 2 CFR Part 200.329. The AR also satisfies the government-wide requirement that Federal award recipients must submit annual financial reports, see 2 CFR Part 200.328. 
The Regional Office utilizes a standard checklist to review the AR and provides a formal review letter to the HSO. The review ensur8s that the HSO adequately follows the regulatory requirements.

B. Federal Requirements

This section provides detail on the NHTSA regulations which prescribe requirements for preparation of the AR by the HSO and other recommended elements for possible inclusion.
i. Required AR Contents FOR FY 2023 ONLY
The Final Rule provides the AR requirements at 23 CFR Part 1300.35. In November 2018 NHTSA shared memo guidance with the States to clarify the requirements for States to assess and report progress made in achieving fatality targets. Within 90 days after the end of the fiscal year, each State is required to submit electronically an AR describing:

1. An assessment of the State’s progress in achieving performance targets identified in the prior year HSP, and a description of how the State will adjust its upcoming HSP to better meet performance targets if a State has not met its performance targets; (The GHSA-NHTSA Recommended-Optional Core Performance Measure Target Chart assists States in assessing and reporting the results of achieving the performance targets in their required Annual Report. There is both a Sample Chart with Instructions and a blank Microsoft Word document Chart for use in completing the Chart.)

2. A description of the projects and activities funded and implemented along with the amount of Federal funds obligated and expended under the prior year HSP;

3. A description of the State’s evidence-based enforcement program activities;

4. Submission of information regarding mobilization participation (e.g., participating and reporting agencies, enforcement activity, citation information, paid and earned media information) which previously was required to be provided in the HSP;

5. An explanation of reasons for planned activities that were not implemented; and,

6. A description of how the projects funded under the prior year HSP contributed to meeting the State’s highway safety targets.

Instructions for transmitting the AR will be provided by the Regional Offices.

ii. Required AR Contents Beginning in FY 2024
The Final Rule provides the AR requirements at 23 CFR Part 1300.35. The AR consists of two sections.

a) Performance Report
1. An assessment of the State’s progress in achieving performance targets identified in the most recently submitted Triennial Highway Safety Plan (THSP), as updated in the Annual Grant Application (AGA) based on the most currently available data including:

i. An explanation of the extent to which the States’ progress in achieving those targets aligns with the THSP (i.e., the State has (not) met or is (not) on track to meet the target), and a

ii. A description of how the activities conducted under the prior year AGA contributed to meeting the State’s highway safety performance targets.
2. An explanation of how the State plans to adjust the strategy for programming funds to achieve the performance targets, if a State has not met or is not on track to meet its performance targets; or, an explanation of why no adjustments are needed to achieve the performance targets.

b) Activity Report

1. An explanation of reasons for projects that were not implemented;
2. A narrative description of the public participation and engagement (PP&E) efforts carried out and how those efforts generally informed projects implemented under countermeasure strategies during the grant year;
3. A description of the State’s evidence-based enforcement program activities including discussion of community collaboration efforts and efforts to support data collection and analysis to ensure transparency, identify disparities in traffic enforcement and inform traffic enforcement policies, procedures and activities, and 
4. Submission of information regarding mobilization participation (e.g., participating and reporting agencies, enforcement activity, citation information, paid and earned media information).
Instructions for transmitting the AR will be provided by the Regional Offices.
iii. AR Information Compilation Beginning in FY 2024
The HSO compiles the information contained in the subrecipient Final Reports, year-end statistics, fund expenditure reports and other pertinent information to provide the information required in the Activity and Performance Report sections of the AR. NHTSA envisions that subrecipients will submit performance reports 90 days after the end of the fiscal year giving the State 30 days to integrate the data into the AR.

· Based on known information, the State must assess if it will likely achieve or miss its prior year HSP performance targets The GHSA-NHTSA Recommended-Optional Core Performance Measure Target Chart assists States in assessing and reporting the results of achieving the performance targets in their required Annual Report. There is both a Sample Chart with Instructions and a blank Microsoft Word document Chart for use in completing the Chart.
· The current practice of using the latest available Fatality Analysis Reporting System (FARS) data to report progress remains unchanged. However, given the value of using more recent data and to provide States with maximum flexibility, NHTSA clarified that within the Annual Report, States have the option to use more current State-level data (instead of FARS data if such data are available). For example, with the 2023 Annual Report submissions, States are to report progress towards achieving 2023 fatality and serious injury targets (as submitted in the State’s FY 2023 HSP) using the 2021 FARS data and/or a State may use its more recent State fatality data. States should identify which datasets are used to assess progress. 
· NHTSA clarified in the preamble to the Final Rule that while States must assess how all projects contributed to meeting the State’s performance targets, they may do so by groups related projects together into a single activity for assessment.
·    States have the flexibility to change or adjust their plans in the time between the AR and the AGA, and the nature of their reporting in each of these documents should reflect these nuances. 
·    States are asked to provide a description of the public participation and engagement (PP&E) efforts actually carried out and how those efforts actually informed the State’s program during the grant year in the AR. This is different than the information included in the THSP regarding how the State intends undertake PP&E and how it plans to incorporate the comments and views received into State decision-making during the 3-year period in the THSP.
·    The community collaboration requirement is specifically placed on enforcement programs, not just the State’s highway safety program. While States are not required to ensure that every single enforcement agency that receives a subaward undertakes community collaboration efforts related to the grant, States must discuss their efforts to facilitate community collaboration by enforcement agencies and discuss community collaboration efforts that do take place. The documentation on file must demonstrate that the State is satisfying the statutory requirement and must support the narrative description provided in the State’s AR.
·    Paid Media projects may be reported within the applicable individual program area or grouped in a separate summary report.  If a separate summary report for Paid Media is provided, a reference should also be included in the respective program area to identify the contribution to the program area performance measure target. 
·    If an Attitudes Survey is conducted, the complete findings may be reported in the following year’s AR. By mutual agreement between NHTSA and GHSA, States began conducting an annual Attitudes Survey in FY2010. The survey contains 9 recommended (or equivalent) questions on occupant protection, impaired driving and speeding.  See the GHSA web site, GHSA SHSO Resources for background information. Traffic Safety Performance Measures for States and Federal AgenciesReporting of the survey results by the States began with the FY 2010 AR, see DOT HS 811 025 . While conducting the surveys is not required, States are urged to continue doing them and reporting the results.
iv. Progress Report

The HSO compiles the information contained in the subrecipient Final Reports, year-end statistics, fund expenditure reports and other pertinent information. The AR progress report section includes:

· Based on known information, the State must assess if it will likely achieve or miss its prior year HSP performance targets. If data indicates the State will likely miss a performance target, the State must describe how its HSP for the next fiscal year will be adjusted accordingly, as warranted by the data. The performance measures and targets established in the State’s HSP are the basis for this section of the AR. The results for the year are then reported. 
· The current practice of using the latest available Fatality Analysis Reporting System (FARS) data to report progress remains unchanged. However, given the value of using more recent data and to provide States with maximum flexibility, NHTSA clarified that within the Annual Report, States have the option to use more current State-level data (instead of FARS data if such data are available). For example, with the 2019 Annual Report submissions, States are to report progress towards achieving 2019 fatality and serious injury targets (as submitted in State’s FY 2019 HSPs) using the 2018 FARS data and/or a State may use its more recent State fatality data. States should identify which datasets are used to assess progress. 
· A description of each of the projects and activities funded and implemented under the prior year HSP along with the amount of Federal funds obligated and expended.
· A description of the State’s evidence-based traffic safety enforcement program activities. The Final Rule requires the inclusion of specific metrics from the high-visibility enforcement campaigns conducted during the fiscal year.
· If an individual project in the prior year’s HSP was not implemented, or, partially or fully did not achieve the expected results, a high-level summary of the likely cause(s). This description should include: (1) whether there was an impact on the project or the ability to implement the related countermeasure, and, (2) how this information will be used to achieve a more positive impact in the future. NHTSA clarified in November 2018 that it is acceptable to provide high-level metrics in the Annual Report as long as the information provides sufficient detail to describe the State’s efforts in this area and the supporting documentation is available for review by the Region.
· A description of how the projects funded during the past fiscal year contributed to meeting the State’s highway safety targets. This includes projects from a prior year if data is recently available which indicates the project contributed to meeting the current highway safety target.
· Paid Media projects may be reported within the applicable individual program area or grouped in a separate summary report.  If a separate summary report for Paid Media is provided, a reference should also be included in the respective program area to identify the contribution to the program area performance measure target. 
· If under SAFETEA-LU section 2011 funds were received which have been expended in the fiscal year, a report must be included within the Annual Report for each fiscal year until all Child Restraint grant funds are expended. See 23 USC 405 Section 2011 and Implementing Guidance for Child Restraint Grant Program for the specific information required to be included in the report.
· If an Attitudes Survey is conducted, the complete findings are required to be reported in the following year’s AR. By mutual agreement between NHTSA and GHSA, States began conducting an annual Attitudes Survey in FY2010. The survey contains 9 recommended (or equivalent) questions on occupant protection, impaired driving and speeding.  See the GHSA web site, GHSA SHSO Resources for background information. Traffic Safety Performance Measures for States and Federal AgenciesReporting of the survey results by the States began with the FY 2010 AR, see DOT HS 811 025 . While conducting the surveys is not required in MAP-21 or the FAST Act, States are strongly urged to continue doing them and reporting the results.
v. Recommended Elements - Optional Ideas – FY 2023 and Beginning 2024
Cover page containing the State, Governor’s name, Governor’s Highway Safety Representative, and location of the Highway Safety Program Coordinator including contact information (name, address, phone, fax, email)

Table of Contents

Message from the Governor’s Representative /Coordinator

Executive summary including discussion of any difficulties which may have affected the full attainment of stated performance targets

Mission and Vision Statements

Statewide HSO Program Overview including information on the Highway Safety Programs, who is involved with administering the programs and significant administrative accomplishments

Legislative Summary – significant accomplishments 

List of traffic safety partners and/or groups used to develop the programs 

Fiscal overview of obligations and expenditures by program area with graphs and charts

Future plans and performance targets to be set

Report Design

C. Governors Highway Safety Association Guidance
This section provides an overview of the management tool created by the Governors Highway Safety Association (GHSA) to assist State HSOs in developing the AR.

The GHSA is proactive in providing planning tools for the States. The GHSA Annual Report Guidance is available and can be downloaded from the GHSA web site, see GHSA/SHSO Resources/Annual Report Guidance. The GHSA AR Guidance is organized by required and recommended elements. CAVEAT: The GHSA Annual Report Guidance be updated in the future to include the requirements for FY 2024 which are included in this Chapter.
States are encouraged to review the GHSA AR Guidance and utilize this resource proactively. 
Each State’s AR is posted annually by NHTSA to their web site for public viewing under: NHTSA Link to State Annual Reports. Many examples of formats and tables can be reviewed by the HSO for the presentation and display of both the required and recommended elements.

D. AR Development Process Calendar 

This section provides the HSO AR development process calendar.
[NOTE: The following calendar is based upon the general process used by some States and may vary in your State. Insert the appropriate processes and due dates from your State in the AR Development Process Calendar below.]

The HSO develops the AR in accordance with a schedule of activities and assigned responsibilities to assure completion of the AR by the NHTSA deadline. The Federal deadline for submission of the annual AR is 120 days after the close of the fiscal year and the deadline is firm. To ensure completion of the AR by the deadline, it is recommended that the HSO establish and follow an AR Development Process Calendar.  

A deadline for submission of Final Reports from subrecipients must be set and tracked which allows adequate time for the HSO to receive, analyze and compile the required information for the Annual Report.  Following is an example of an AR Development Process Calendar. The Calendar can be modified to add staff assignments and track completion of the AR.

Table 17. AR Development Process Calendar

	Timeline
	Activity

	Beginning of fiscal year:

October - September
	Review subrecipient and HSO progress and monitoring reports during the year to identify significant challenges, highlights or accomplishments for inclusion in the AR

	End of fiscal year:

October 1
	Track receipt of subrecipient Final Reports and send reminders where needed ensuring that all project agreements in the initial AGA and any amended or new project agreements during the year are received
Analyze and assemble data for each THSP core, other and activity performance measure to determine the State’s progress in achieving performance targets for the year

Develop a preliminary description of how the State will adjust its upcoming HSP to better meet performance targets if a State has not met its performance targets
Update State crash data and trends with the most recent available data

	November 15 – December 15
	Deadline for submission of subrecipient Final Reports to HSO

	October - December 31
	Based upon the compiled data and information summarized from subrecipient Final Reports, begin compiling the following:

An assessment of the State’ progress in achieving performance targets

An explanation of how the State plans to adjust the strategy for programming funds

An explanation of the reasons projects were not implemented

A narrative description of the PP&E efforts
A description of the State’s evidence-based traffic safety enforcement program activities.

A compilation of information regarding mobilization participation (e.g. participating and reporting agencies, enforcement activity, citation information, paid and earned media information) 

Paid Media projects may be reported within the applicable individual program area or may be grouped  

	
	Compile the annual State Attitudes Survey results

	January 15
	Develop any optional sections to be included

Assemble the AR components into a first draft for review

	January 21
	Submit draft AR for final review and approval by HSO Administrator

	January 28
	NHTSA will advise the HSOs how to submit the Annual Report 

	February 1
	Distribute copies of AR to the HSO email list including State and Congressional legislators and post on the HSO web site (optional)
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