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Progress Report Forms 
 

 

 

 Section 1  Progress Report 

 Section 2  Lay Abstract 

 Section 3  Scientific Progress 

 Section 4  Personnel Effort 

 Section 5  Other Support 

 Section 6  Publications 

 



Progress Report Timeline 

Example: 2 Year Contract Timeline 

Progress 

Report 

Due 

Progress 

Report 

Due 

Progress 

Report 

Due 

 

Final 

Progress  

Report 

Due 

 

Start of 

Contract End Year1 

End  of 

Contract 



Progress Report Requirements 

 Periodic Progress Report due no later than 30 

days after quarter end or per contract 
 

 Final Progress Report due no later than 60 days 

after contract end, or per contract specifications 
 

 Must be submitted electronically 
 

 Must be submitted on currently approved forms 
 

 Publications must be submitted as PDF files 

 



Common Progress Report Mistakes 

 Insufficient detail provided in Progress 

 Abstract and/or Scientific Progress areas 
 

 Personnel Effort changes not explained 
 

 Other Support incomplete or incorrect 
 

 DOH Programs not acknowledged in 

 publications as research funding source 
 

 



Why It Matters 

 Vouchers cannot be paid if Progress Reports 

 are overdue, incorrect or incomplete 
 

 Continued funding depends on verifiable 

 progress of each program; publications go to 

 Governor, legislature, general public 

 



Current Scientific Progress Report Form  

Revised 

June 2013 



Section 1 

Progress Report 

Include: 

 Name of PI & grant or contract official 

 Name of Institution 

 Program Type:  HRSB or NYSTEM 

 Contract Number 

 Report Number or Final Report 

 Contract period start and end date 

 Reporting period start and end date 

 



Section 1- Form 



Section 2 

Lay Abstract 

 Summary of progress for reporting period or 

entire project-keep under 300 words 
 

 Use “lay language” 
 

 Not a “Copy and Paste” of previous Abstract 
 

 Progress Abstract information used for Annual 

Reports and other program publications 

 

 



Section 2- Detail 



Section 3 

Scientific Progress 
 State each aim and provide detailed account of 

progress on each during report period – include 

data 
 

 Modification, deletion or addition to research 

aims must be justified/explained 
 

 Briefly describe activities planned for next period 
 

 

 Describe and explain the implications of 

significant problems and describe planned 

solutions/adjustments 



Section 3- Detail 



Section 4 

Personnel Effort 

 List all personnel funded by award, including 

support staff 
 

 Complete each column 
 

 Pre-approval by EGA is required for change to 

key personnel 
 

 PIs must maintain minimum Percent Effort as 

indicated in the RFA  
 



Section 4- Detail 

PI must maintain minimum % Effort required by RFA at all times 



Section 5 

Other Support 

 Complete this section for all key personnel 
 

 Use reporting format requested on page –  

  Note Changes 
 

 Use extra pages as needed 
 

 Total Percent Effort can not exceed 100% from 

all active sources for any individual 



Section 5- Other Support 



Section 5- Other Support Detail 

For all Key Personnel-Repeat format for all funding sources  



Section 6 

Publications 
 

 Include only items published during report period 
 

 Include PDF attachments with Progress Report 
 

 Publications information used for Annual Reports 

and other program publications  
 

 Publications must acknowledge DOH Program 

funding support     



Section 6- Publications Detail 



Deleted Progress Report 

Sections 

• Intellectual Property 

• Other Products of the Project 

• Training and Professional Development 

 

Report any activity in these areas as part of 

Section 3 – Scientific Progress 



NYS Department of Health 

Extramural Grants Administration 

 

Contact us at: 

hrsb@wadsworth.org 

nystemgrants@wadsworth.org 
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