GREENHOUSE GAS EMISSIONS REDUCTION FUND

Quarterly Progress Report Form
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1. Program Title (as displayed in your proposal)
2. Program Type (as listed in your proposal)
3. Summary of work completed during this reporting period [Enter Starting Date] through [Enter Ending Date].  
· Provide a summary of activities relevant to this grant using Exhibit A of your contract as an outline. 
· For each task, please provide an estimate of the percentage of work completed, 

· Discuss any benefit your activities may have had for low income residents.

· Note any problems or delays.   

· Note any deviation from the work-plan.  If you have a deviation from the plan, you should contact us before proceeding.  
4. Summarize work to be completed next quarter: [Enter Start Date] – [Enter End Date].
5. Please document total hours worked and/or any new jobs created.
6. Explain any obstacles encountered or any milestones not reached.
7. If applicable, in a section labeled Beyond the Contract (or some other well defined title), please report other activities, partnerships, funding  or other synergies that have occurred as a result of this funding.
8. If applicable, please include brochures, workshop announcements, or other materials developed to promote your grant activities.  Attachments (and other documentation) are appreciated.  
9. Budget vs. Actual Expenditures: (if you have included this with your invoicing, there is no need to repeat for the quarterly report.) Using the budget you submitted for the final approved grant proposal, please add a column and provide actual expenditures as well as match dollars for this quarter.  (Save this worksheet for future reporting as we will want to see your quarterly expenditures as the project continues.)
Instructions: 


Please refer to Exhibits A & B of your contract.  


Exhibit A outlines the tasks that you agreed to complete.  Your report should explain the work done on each task to date and the percentage of completion. 


Exhibit B refers to your payment schedule.  Invoices will not be processed without supporting documentation on hours worked.  Payment will only be made on work that relates to the contract.  


Please submit the report electronically in a Word format.  This will allow us to cut & paste for program summaries.  Attachments and supporting documents can be provided in hard copy, but pdf versions, where appropriate, are greatly appreciated.  








