*The following template has been created to assist you in completing your semi-annual progress report. If you choose to use this template, simply fill in the blanks, then copy and paste the text below onto your district’s letterhead*

Progress Report  

Reporting Period: July thru December 2004

Due Date: January 31, 2005

"The statements and conclusions of this report are those of Grantee and not necessarily those of the California Integrated Waste Management Board, its employees, or the State of California.  The State makes no warranty, express or implied, and assumes no liability for the information contained in the succeeding text."

Table of Contents  Optional.

Executive Summary Summarize the goals and objectives of the project. Provide a summary of how these goals and objectives have been met, or the principle reason(s) why they have not been met.

Work Status Detail the status of each task completed in support of the project parameters as set forth in the Project Proposal (Exhibit C) or work plan. What products or results have been achieved, problems have been encountered, or proposed changes have been made to the project? As a result, what impact has been made on the project schedule? Report any changes in management personnel.

Financial Status In a narrative report, compare the costs incurred during the reporting period with the approved Budget found in the Project Proposal (Exhibit C). Is the project progressing within the approved Budget? Discuss any proposed changes to the Budget. 

Conclusions Report any findings, conclusions, and recommendations for follow-up or ongoing activities that may result from the successful completion of the program.
