
Internal Quarterly Report

 
Date of Report: <Example: 4th Quarterly Report-September 30, 2019>
Contract Number:  <Example: DTPH56-XX-X-XXXXX or 693JK31810014 (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: September 30, 2019>
1: Items Completed During this Quarterly Period:
<The PHMSA Agreement Officer’s Representative (AOR) needs to understand and assess the project progress.  A clear listing of completed Items during this quarter will aid this determination and in the payment of the submitted invoice.
	Item #
	Task #
	Activity/Deliverable
	Title
	Federal Cost
	Cost Share

	
	
	
	
	
	

	
	
	
	
	
	


This table shall be populated with Items from Attachment #3 Technical and Deliverable Payable Milestone Schedule which are completed during the reporting period.  These completed Items may reside in the current, past or a future quarter. These will be the corresponding Items included on your next invoice.  Invoices cannot include Items which are reported as not Completed since partial payment is not permitted.> 

2: Items Not-Completed During this Quarterly Period:

<The AOR needs to understand and assess the project progress and a clear listing of Items not completed during this quarter will aid in that understanding.  If the project is on time or ahead of schedule, a simple statement that the project is on time or ahead of schedule should be stated.>
	Item #
	Task #
	Activity/Deliverable
	Title
	Federal Cost
	Cost Share

	
	
	
	
	
	

	
	
	
	
	
	


<This table shall be populated with Items from Attachment #3 Technical and Deliverable Payable Milestone Schedule which are not completed during the reporting period.  These not completed Items may reside in the current or a past quarter. These Items will not be included on your next invoice until reported as completed in a future quarterly report.>
3: Project Financial Tracking During this Quarterly Period:

<The below figure must be provided including the information associated in the below example which reflects Quarterly Payable Milestones.  A template spreadsheet was not provided to create the figure 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 as shown below is a grouping of Items generally where no date was associated with its delivery.  These are but not limited to, peer reviews, public paper(s) and draft final and final reports.  An AOR may read this figure in the following manner: if Projected equals Actual, means the project is on time, if Projected is less than Actual means the project is ahead of schedule and if Projected is more than Actual means the project is behind schedule. A project will start with showing mostly the Projected amounts and as the project progresses, will show more and more Actuals information with each quarter.  Carriage return the section 3 heading and figure to ensure they fit on the page as needed.>
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4:  Project Technical Status –
<The AOR needs to understand and assess the project progress.  A clear listing of completed Items during this quarter will aid this determination and in the payment of the submitted invoice.  This section must itemize each Item from those reported in section 1 of this report as a sub-section for the narrative description of technical status.  It shall include description of any Team Project Activity relevant to this reporting period as associated to an Item as stated in Attachment #1 Team Project Activities or Project Deliverables delivered as stated in Attachment #2 Project Deliverables.  Description of related Attachment #1 and #2 items to Items listed in Attachment #3 must be included here because sometimes very short terms used to describe Items in Attachment #3 are most likely not enough information to assess project awareness and progress.>  
[Insert Item #] [Insert Task #][Insert Activity-Deliverable Name][Insert Item Title]
<The narrative shall describe what work was completed for the project tied to each Item to include figures, tables and picture as needed to convey that work was officially completed.  Include any contribution made in cost sharing by identified Team Participants.  Include information about any notable sub-relationship actions and actions of meetings and travel.  Include any findings or preliminary conclusions if possible.>

5: Project Schedule – 
<The AOR needs to understand and assess the project progress.  A clear listing of Items not completed during this quarter will aid this determination.  This section must itemize each Item from those reported in section 2 of this report as a sub-section for the narrative description of why the Item was not completed and its impact on the remaining project schedule.  If the project is on time or ahead of schedule, a simple statement that the project is on time or ahead of schedule should be stated.>
[Insert Item #] [Insert Task #][Insert Activity-Deliverable Name][Insert Item Title]
<The narrative shall describe what work was not completed for the project tied to each Item.  The progress of any sub-actions possibly described in Attachment #1 and associated with this Item should be described here.  A description of why the work could not be completed must be included and its impact on the schedule.>
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 of: Achieving Milestones, Technical content and status review by PHMSA 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. 


