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FRIAA FireSmart Program
 Progress Report Template

Schedule A
	8.

	Reports Format
	
	All reports must contain the information and be in a format specified by or acceptable to FRIAA, as may be made available by FRIAA on FRIAA’s website, and signed by an individual qualified to attest to the accuracy of the information provided.



For the period between the last progress report and this reporting benchmark, please provide an appropriate description of activities that have taken place. Use bullet points or short sentences to describe completion of (or progress towards) scheduled benchmarks to this point in time.  Please refer to Schedule A of the Project Grant Agreement, particularly sections 7 and 9 to ensure that you are reporting against expected benchmarks in appropriate detail. 

NB. It is understood that the planned schedule as outlined in the Agreement may be subject to change as the project progresses and milestones assumed may not have been achieved by the progress reporting date specified.  Where this occurs the Grant Recipient may proceed with one of two options.

Option 1 – Prepare a progress report to point in time, describe progress towards expected milestones, what remains to be completed and revised timelines. Make a formal request for a progress payment (either in the original amount as indicated in the Agreement or a revised amount that is in relationship to current status of the project).

Or

Option 2 – Advise FRIAA in writing (email preferred) of delays in project implementation and request an extension to scheduled date of planned progress report until such time as the bulk of the intended milestones for that progress report have been achieved.

Do not use Option 2 without notification to FRIAA or scheduled progress report will be assumed to be overdue.

Please use the attached form below as a rough outline when compiling your progress report. Please print document, sign and scan, then return as a complete digital document.



Black text in the following form indicates required information

Red text is for reference and can be deleted for the submitted report


FRIAA FireSmart Program
 Progress Report

Grant Recipient: 
Project Number: 
Submitted by:
Progress Report #: 
Reporting Period Date(s):
Are all required deliverables for this reporting period attached:  yes, no or n/a for each
	Financial summary: 
	Invoices and/or in-house documentation of expenses:
	Maps, tabular data or other summaries of status to date:
	Summary safety report:

Summary of Activities for the Current Reporting Period
Please provide a summary of all activities that were completed for the current reporting period.  This summary should be a link between the work that was completed during this period and the milestones expected for the reporting period as outlined in Schedule A in the Grant Agreement.  The format is open and can vary between a written report, tables and figures or point form description of the individual tasks completed or initiated. 

Summary of Upcoming Activities in Progress for Next Reporting Period
Please provide a brief explanation of any future activities for the next reporting period, whether these activities are on schedule with the expected milestones outlined in Section A of the Grant Agreement and any other relevant information worth reporting at this time.


Estimate of Eligible Expenses to Date
[bookmark: _GoBack]Note.  All progress reports should include an estimate of eligible expenditures to date and any available supporting documentation including receipts and contractor invoices. Not all progress reports require a financial summary.  Where a detailed financial summary is not included it is understood that the estimate of eligible expenses to date may be less accurate.


Expense Claim Request 
Make a clear statement as to whether an expense claim is requested and in what amount. 




[bookmark: _Ref350325651]I verify that this is a true summary of project status to date (subject to estimates where applicable but identified as such) and acknowledge FRIAA may require the Recipient to provide it with further information at its written request.

Name:					Signature:				     Date:
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