ENERGY EFFICIENCY AND CONSERVATION BLOCK GRANT (EECBG) PROGRAM

CONTENT AND FORMAT OF MONTHLY PROGRESS REPORTS

PROGRESS REPORT for

[Insert Recipient Name], [Insert Agreement Number]
Period Covered by Report [Insert Month and Year]
Recipient Project Manager: [Insert Name]
Commission Project Manager: [Insert Name]
Monthly progress reports should be 1-2 pages long (plus photographs when applicable).
What we planned to accomplish this period

[This is taken directly from the section on “What we expect to accomplish during the next period” from the last progress report and is based on the due dates contained in the Scope of Work or revised due dates approved by the Commission Project Manager.
What we actually accomplished this period

[Concise description of major activities and accomplishments.]

How we are doing compared to our plan

[Explain the differences, if any, between the planned and the actual accomplishments.  Describe what needs to be done, if anything, to get back on track.]

Significant problems or changes

[Describe any significant technical or fiscal problems. Request approval for significant changes in work scope, revised milestone due dates, changes in key personnel assigned to the project, or reallocation of budget cost categories.  If none, include the following statement: “Progress and expenditures will result in project being completed on time and within budget.”]

What we expect to accomplish during the next period
[Concise description of major activities and accomplishments expected.  This will also be transferred to the next progress report.]
Status of Milestones and Products: 

[This should be the complete task list as contained in the current approved Scope of Work.  Highlight differences between actual and planned. Example data is included in table below.  Planned dates refer to the due dates in the Scope of Work or revised due dates approved by the Commission Project Manager.
	Task Description
	Completion Date
	% Complete
	Status

	
	Planned
	Actual
	
	

	Task 1: Attend Kick Off Meeting
	7/6/2010
	7/6/2010
	100%
	On Time

	Task 2: Identify and Obtain Required Permits
	8/13/2010
	
	50%
	On Time

	Task 2a: Waste Management Plan
	3/15/2011
	
	25%
	Delayed

	Task 2b: Award Subcontract
	1/14/2011
	12/31/2010
	100%
	Ahead

	Task 2c1: Submit  Prevailing Wage Rates
	2/14/11
	
	
	

	Task 2c2: Submit  Weekly Certified Payrolls
	Ongoing
	
	Ongoing 
	Current

	Task 2d: Historic Preservation
	8/1/2010
	9/1/2010
	100%
	Delayed

	Task 3: Purchase Equipment
	
	
	
	

	Task 4: Install Equipment
	12/31/2011
	
	12%
	On Time

	Task 5: Monthly Progress Reports
	Ongoing
	
	Ongoing
	Current

	Task 6: Final Report
	3/16/2012
	
	0%
	On Time


Overview of Fiscal Status:
A. Total ARRA Grant Amount:
$

B. Cumulative ARRA Funds Expended to Date:
$
C. Cumulative ARRA Funds Invoiced to CEC to Date:
$
D. Amount Pending Invoicing to CEC (B – C):
$

E. Balance of ARRA Grant Funds Unexpended (A – B):
$
Photographs:
[Include photographs where appropriate to document progress. The photos shall be shot with color print film or be very high quality digital photos (at least 300 dpi).]
Evidence of Progress:

[Attach other relevant evidence of the progress being made (e.g., subcontractor status reports, etc.) to the progress reports to allow the Commission Project Manager to review progress.]
