[image: image18.jpg]






	The progress report should be brief and concise. It should clearly state the management aspects and achievements of the project. Kindly submit your progress report utilizing the below format to expedite the necessary approvals.


	You are advised to directly fill the sections below. Save the copy with the project number and the progress report number (e.g. xxx-1.doc) where “xxx” is the Project Number and “y” is the progress report number.


___________________________________________________________________________

I. PROJECT INFORMATION

	Project title
	

	Project No.
	

	Duration (months)
	
	Start Date
	
	End Date
	

	Progress Report #
	 FORMCHECKBOX 

	First
	 FORMCHECKBOX 

	Second
	 FORMCHECKBOX 

	Third

	
	 FORMCHECKBOX 

	Fourth
	 FORMCHECKBOX 

	Fifth
	 FORMCHECKBOX 

	Sixth

	Report Period
	From:
	To:

	Principal Investigator
	

	Co-Investigator(s)


	1.

	
	2.

	
	3.

	
	4.

	Consultant(s)
	1.

	
	2.

	Report Due Date:
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	Comments
	


II. PROJECT ACCOMPLISHMENTS

A. Tasks Accomplished
	· Kindly report on the accomplishments of approved tasks during the report period. 

	

	· Kindly provide an accomplishment chart of the project tasks/activities.  You may use the example provided on the next page.


	· Please provide justifications for discrepancies (if exist) between the planned implemented tasks/activities.
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	Comments
	


	Tasks
	Project Duration in months
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	35
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	Planned
	
	Accomplished
	
	Ongoing


Example: Accomplishment Chart: Tasks Accomplished (%) vs. Proposed.
B. Investigators’ Contribution
Please note that only those contributors listed in Section B & Section C will be eligible for payments for the report period.
	Kindly provide a brief write-up addressing the contribution(s) of each investigator in accomplishing the project tasks/activities.  Please provide justification(s) for discrepancies (if any) between the approved and actual work contribution(s). 

	S. No.
	Investigator
	Employee ID
	Role/Contribution during the report period

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	


C. Contribution of Others

	Kindly provide a brief write-up addressing the contribution(s) of others involved in the project in accomplishing the project tasks/activities compared to the approved tasks. 

	S. No.
	Personnel *
	Employee ID
	Role/Contribution during the report period

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	* Personnel refer to Consultant(s), Graduate Students (Ph.D/M.S.), Undergraduate Students, Technicians, Secretary, etc.


	* Only those members mentioned in the progress reports including the Employee I.D’s will be eligible for compensation subject to their involvement in other project(s) as per the DSR regulations & guidelines
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	Comments
	


D. Research Outcomes
	Provide a list of research outcomes, such as published/accepted/submitted papers, conference presentations, symposia, patents etc. (if any) during the report period. 

	

	Note: Only those publications that are real outcomes of the project and acknowledge the project number should be included. Project outcomes are only those which are direct outcomes of the project after its inception and that reflect clear acknowledgement of the project and its number
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E. Additional Achievements (If any)
	Provide a brief listing on other tasks that were accomplished during the report period. 
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	Comments
	


F. Problems and Difficulties (if any)
	Kindly highlight the problems or difficulties (if any) that resulted in deviation(s) from the approved objectives and/or work plan. 

	

	Indicate the likelihood of not being able to complete the project and achieve the approved objectives ON TIME (Do you anticipate any delays?)
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	Comments
	


MONITORING COMMITTEE OBSERVATIONS 

(For use by the Research Office only)
	Based on the information provided in the Progress Report above, the Committee:

	 FORMCHECKBOX 

	Approved Payment for the Report Period

	 FORMCHECKBOX 

	Does not Approve For the Following Reasons

	


	Justification(s)
	

	Action(s) required
	

	Monitoring Committee Member
	Signature
	Date

	1. 
	
	

	2. 
	
	

	3.
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