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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

• Must be submitted electronically in MS Word
• 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

• Changes To Other Support incorrectly reported

• Programs not acknowledged in publications

• IACUC, IRB, and ESCRO, IBC assurances not 
provided or not up to date



Why It Matters

• Vouchers can not be paid if Progress Reports 
are over due, incorrect or incomplete

•Continued funding depends on verifiable 
progress of each program-publications go to 
Governor, legislature, general public



NYS Dept. of Health
Extramural Grants Administration
Progress Report Sections for All Contracts

• Section 1-Progress Report
• Section 2-Lay Abstract
• Section 3-Progress
• Section 4-Personnel Effort
• Section 5-Changes To Other Support
• Section 6-Publications
• Section 7-Patents and Licenses
• Section 8-Other Products of the Project
• Section 9-Training and Professional Development



NYS Dept. of Health
Extramural Grants Administration

Additional Section for NYSTEM Shared 
Facility Contracts

• Section 10-Summary of Utilization



Progress Report Form Cover 

Use current 
version of 

correct form 
on Program 
web sites 



Progress Report Form Instructions 

Please refer 
to instruction 
pages when 

filling out 
each section

Follow 
format 

requested 
and provide 

complete 
information



Section 1-
Progress Report

Include:
• Name of PI & grant or contract official
• Name of Institution
• Program Type-HRSB, SCIRB, NYSTEM
• Contract Number
• Report Number or Final Report
• Time period contract & report covers



Section 1 



Section 1 Detail 



Section 2-
Lay Abstract

• Summary of progress covering the entire 
contract to date

• Use “lay language”

• Not a “Copy and Paste” of previous Abstract

• Progress Abstract information used for Annual 
Reports and other program publications



Section 2-Lay Abstract

•Address items as directed in instructions
•Do Not Exceed 300 Words



Section 3-
Progress

• In depth accounting of each stated aim

• Elimination or modifications to stated aims must 
be explained

• Justification of new aim to project required

• Description of progress on new aims

• Accounting of significant problems that 
jeopardize project and planned solutions



Section 3-Progress Detail

Read Instructions Carefully!

Reporting requirements are specific to the type of contract.

Include Data to support stated findings (charts, graphs, pictures, and text)



Section 4-
Personnel Effort

• List all personnel funded by award-including 
support staff

• Indicate % Effort of all “Key” personnel as 
approved when project was funded

• Describe all changes to % Effort and date of 
change

• Note: PIs must maintain minimum % Effort as 
indicated in the RFA 



Section 4-Detail

PI must maintain minimum % Effort required by RFA



Section 5-
Other Support

• Complete only if there has been a change since 
last report

• Use reporting format requested on page

• Use extra pages as needed

• Note: Total Percent Effort can not exceed 100% 
for any individual from all Active sources 



Section 5-Detail

Total % Effort can not exceed 100% for any individual 
from all Active funding sources



Section 6-
Publications

• Complete only if activity in requested areas

• Include only items “in press”

• Include .pdf attachments with Progress Report

• Publications information used for Annual 
Reports and other program publications 

• Note: Publications must acknowledge program 
support



Section 6-Form



Section 6-Detail

•See contract for specific language to acknowledge 
programs
•Include .pdf files of all publications cited



Section 7-
Patents and Licenses

• Complete as instructed only if activity in 
requested areas

• Provide description of invention, potential 
importance, and efforts or plans for 
commercialization

• Note: Do not submit confidential information



Section 7-Detail



Section 8-
Other Products of the Project

• Complete as instructed only if activity in 
requested areas

• Provide information as appropriate



Section 8



Section 8-Detail

Remember: Indicate how products are being shared



Section 8-Detail

Financial and proprietary terms may be redacted, providing that the remaining text 
clearly: identifies the subject invention/discovery/material/method/technology, etc.; 
identifies the parties to the agreement such that they can be contacted if necessary; 
and allows DOH to verify that the terms of the agreement conform to contract 
requirements with regard to the state's rights, etc. 



Section 9-
Training and Professional 

Development

• Complete as instructed only if activity in 
requested areas

• Provide information as appropriate



Section 9



For NYSTEM Shared Facility 
Contracts

Section 10-
Summary of Utilization



Section 10-
Summary of Utilization

• Complete as instructed only if activity in 
requested areas

• Provide information as appropriate



Section 10-Summary of Utilization 

At least 50% of facility usage must be for stem cell related projects



Section 10-Summary of Utilization 
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