Example: Internal Quarterly Report

Revised February 25, 2015
 
Date of Report: <Example: 4th Quarterly Report-February 25, 2015>
Contract Number:  <Example: DTPH56-XX-X-XXXXX (see award documents for this number)
Prepared for: <Government Agency: DOT and Co-funders (if applicable)>
Project Title: <Title> (see award documents for the project title)
Prepared by:  <Contracting Organization>
Contact Information:  <Person that prepared the report with e-mail and phone number)>
For quarterly period ending:  <Example: February 15, 2015>
Funds and Work Completed During this Quarterly Period:
<For work completed the PHMSA Agreement Officer’s Representative (AOR) needs to understand in descriptive details how to associate work broken out by task as defined in the award document’s that were started and or completed during this quarter with the invoice amount submitted for their review.  The example of: TaskX.1-completed and report to follow, is NOT considered adequate descriptive detail. A description of the task as defined in the award documents attachment #2 to include descriptive details of the testing process, scientific experiments, field testing or other research studies including data collected are considered necessary for the AOR to make their determination. Photos and formatted data/results tend to aid the AOR in their determination process for invoice recommendations.  
A figure must be provided including the information associated in the below example which is reflecting Quarterly Payable Milestones. A template spreadsheet was not provided since a variety of software can create such a figure leaving how the figure is created up to you. Use whichever color scheme you like as long as the AOR can decipher the required information.   The below information must be updated each quarter.  Other Milestones to be included but not limited to peer reviews, public paper(s) and student involvement which are mostly fixed price items.>
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Technical Status – <Again, the example of: Task X.1-completed and report to follow is NOT considered adequate descriptive detail. A description of the technical task as defined in the award documents attachment #2 to include descriptive details of the testing process, scientific experiments, field testing or other research studies including data collected are considered necessary for the AOR to make their determination. Photos of items under investigation, formatted data or research findings and/or discoveries, graphs, charts, tables of technical importance aid the AOR in their determination process for invoice recommendations.    In addition, reporting on all problems, technical issues, critical barriers/major developments discovered by team members or co-funders during the reporting period are required as attachments.>
Business Status – <Summarize details of the resource status identified in the Agreement, including the status of the contributions by the Team Participants. Summarize details to also include materials provided, facilities/equipment and/or handling/transportation cost in addition to funds provided. Include a quarterly accounting of budgeted, actual and cumulative expenditures, including cost share amounts. Explain any major deviations and discuss the adjustment actions proposed.> 
Schedule - <Identification of specific tasks or subtask that were worked on during the quarter completed, as related to agreement with any modifications. If Completion Date is different from Scheduled Completion Date, provide detailed explanation.  Answer questions such as is the project on time, behind or ahead of schedule. Include potential meetings, tests, and/or demonstrations scheduled over the next quarter. If task was scheduled to be completed within this quarter and was not completed provide in the quarterly report, detail steps in a corrective action plan to bring task to completion. The corrective action plan must also contain detailed considerations of the adjustments needed to complete task and bring project back within the Milestone schedule defined in the award document #3.>
Payable Milestones - <Provide information sufficient for the AOR and PHMSA R&D Program Manager(s) verifying what’s expected on the invoice associated with this quarter and determine if there is sufficient remaining funds for invoicing the remaining project payable milestones.  For this payable milestone identify if applicable, why is the projected amount for this quarter less than or greater than the award attachment #3 amount. For example if you were ahead of schedule you may have completed an item identified in a future quarter.  You should itemize for clarity any items completed in this quarter that were originally scheduled in past or future quarters. In addition, specifically state any items that were scheduled for this quarter that were not completed. Basically the AOR must understand how does being behind or ahead of schedule change the remaining invoices in order to not exceed the total project amount.>

NOTES to Team Project Manager and delete after reading: 

This Quarterly Report is for internal purposes only and not posted publicly.  These internal Quarterly Reports are utilized for reasons like: Achieving Milestones, Technical content and status review by PHMSA R&D Program Management for technical accuracy, invoice payment and progress/problem determination.

The Team Project Manager is also required to post a separate Public Page that contains the same information as the internal report except for proprietary information and or data with every Quarterly Report. Refer to the Public Page template for the minimum reporting requirements for the Public Page. 

