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SIRCA PROGRESS REPORT FOR PROJECTS

Submission of Progress Reports:

During the implementation of projects supported by a SIRCA grant, recipients are expected to submit Progress Reports, usually as a condition for receiving further grant advances (payments) from SIRCA.
Progress Reports have a definite project management bias since their primary objective is to satisfy SIRCA of the progress of the work being supported. It is not excluded, however that certain projects produce and document final technical outputs as the project progresses. See the guidelines for final scientific outputs.
The Progress Report explains what was achieved with the money and time spent on a project during a specific reporting period. The Progress Report specifically refers to the project management schedule and budgets that were set out at the beginning. The Progress Report represents the best opportunity to request and discuss changes or amendments to any aspect of the project.
It is very important that the SIRCA Secretariat be able to determine the progress of the work so they can approve the release of further funds. For that reason, incomplete or unclear reports will be rejected. Thus, a list of scientific outputs of a project and scientific narratives cannot be construed as a substitute for the Progress Report. 
In order to ensure the submission of all required information, Principal Investigators (PIs) are required to fill in all fields in the SIRCA Progress Report form. PIs should, as far as possible, limit their narrations to the fields provided. 
Instructions:
i. Please refer to the “Checklist for Validation of Report” (located on the last page) to ensure that the report is properly completed.

ii. The softcopies of the filled Progress Report Form should also be emailed to SIRCA@ntu.edu.sg by 15th January 2010.

iii. Hardcopies of the report should arrive no later than 14 calendar days after the end of report deadline. The hardcopies with signatures of PI and Institutional Representative should be sent to: 

The Singapore Internet Research Centre 
31 Nanyang Link 
Singapore 637718 
Tel: (65) 6790 6394 
iv. Note that fund disbursement may be delayed/withheld if the report is not received on time.

SIRCA Grant Programme – Progress Report Form


All information is treated as confidential. The information is furnished to SIRCA and IDRC with the understanding that it shall be used or disclosed for evaluation, reference and reporting purposes.


COVER PAGE
	Period of Report        

(MM/YY to MM/YY) 
	

	SIRCA Grant Number      
	

	Project Title 
	

	Principal Investigator
	

	Approved budget
	

	Period of funding

(MM/YY to MM/YY)
	

	Original completion date
(MM/YY)
	

	Projected completion date

(MM/YY)
	


PART A: PERSONNEL INFORMATION
A1
Principal Investigator & Co-Investigators
	Name
	Role
	University/ Institution

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


A2
Other Professional Personnel Involved

To include any supervisors or experts, apart from the SIRCA-assigned Mentor, who have provided advice or assistance to the project.

	Name
	Role
	University/ Institution

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please describe the contributions of the professional personnel listed in the table above.
	Description of Contribution to Project

	


A3
Manpower Employed

Include personnel employed by the PI and received a salary from the SIRCA Research Grant. 

	Name
	Role
	Qualification
	Remuneration ($/month)
	Duration of support

(months)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please describe the contributions of the personnel listed in the table above.

	Description of Contribution to Project

	


A4
Manpower training

i) Indicate whether the grant supported any undergraduate/graduate students, or post-doctorates and whether any of the research team member pursued a higher degree (Masters, PhD) while working on the project. 
	Name
	Qualification Attained
	Qualification Pursued
	Present Employment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


ii) State the training courses attended by each PI or collaborators specifically in relation to the project in the period indicated above.

	Name
	Role
	Training Course Attended

	
	
	

	
	
	

	
	
	

	
	
	


iv. Please describe how the training courses attended have contributed to the PI and/or collaborators’ capacity to conduct the research project.

	Description of Training Courses Attended

	


PART B: ABSTRACT
B1
Abstract of Progress Report


Please provide a brief summary of the progress of the project. The abstract should include 
· Research objective
· Methodology
· Data Collection
(600 words max)


PART C: PROGRESS OF PROJECT
C1
Findings

Please provide a succinct account of the findings and/or results. (600 words max)

C2
Outcome/Output of Research Project
Please provide the following for the period indicated above, in the format stated below, where applicable. (You may attach separate sheets if necessary.) 
· List of publications (: journals, book chapters, books) 
· List of papers accepted by international conferences/ seminars
· List of invitations to speak at international conferences/ seminars

· Others – Please specify

Publications

#Status: Published / In Press / Accepted/Submitted

Author Names:

Title of Article:

Journal Name:

Publisher:

Year/ Issue/No.:

Page No.:

Impact Factor:

#Delete as appropriate.

Please provide1 copy of published articles.
#Status: Published / In Press / Accepted/Submitted

Author Names:

Title of Article:

Journal Name:

Publisher:

Year/ Issue/No.:

Page No.:

Impact Factor:

#Delete as appropriate.

Please provide 1 copy of published articles.
Presentations/Conference/Seminar

Author Names:

Title of Article:

Conference Name:

Page No. of Abstract:

Organiser/Publisher:

Country/State:

Date:

Please provide 2 copies of published articles.
Author Names:

Title of Article:

Conference Name:

Page No. of Abstract:

Organiser/Publisher:

Country/State:

Date:

Please provide 2 copies of published articles.
C3
Problems encountered
Please highlight any problems encountered in the course of the project and propose solutions in the space below. 
(600 words max)

	Problems and Proposed solutions

	


C4
Deviations from original proposal
Please highlight deviations, if any, in the aims and/or methodology from the original proposals and provide justifications for the deviation(s). (600 words max)

	Deviations and Justifications

	


PART D: FINANCIAL REPORTING 
Note: Section D1 is filled in by Principal Investigator and Section D2 is filled in by Financial Officer of Institution. Both sections requires the Instituition’s endorsement and stamp.
D1 All Expenditures should be stated and slotted in any of five parts. Fill each part by the sub categories described in your budget
       D1.1 Personnel
       D1.2 Travel
       D1.3 Equipment
       D1.4 Research expenses
       D1.5 OOE – Other Operating Expenditure
Please provide line items for expenditure in actual currency spent.
Local Currrency: ____________ Exchange Rate used to convert to SGD: ___________Note : pls use internet converter  http://www.xe.com/ucc/  and attach the exchange rate as of the date of reporting

D1.1 Personnel 
	Name 
	Work/Role
	Date 
	Payment Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total amount for Expenditure On Personnel: ___________________  SGD:________________
D1.2 Travel 
	From-To
	Reason of Travel
	Date
	Amount 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total amount for Travel: ___________________ SGD:___________________
D1.3 
Equipment 
Please provide a list of inventorized equipment purchased under the grant, and for each piece of equipment, its date of purchase and purchase price.
	Equipment
	Purpose/Usage
	Date  of Purchase
	Purchase Price

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total amount for Equipment: __________________ SGD:_______________
D1.4 Research Expenses

This includes expenditure on research, events, workshop and others.
	Description
	Other Details
	Date  
	Amount 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total for Research Expenses: _____________________ SGD:__________________
D1.5
Other Operating Expenditure OOE/ Supplies and Operations
            This includes expenditure such as office supplies, telecommunication etc..
	Description
	Purpose
	Date  
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total Amount for OOE: ________________________ SGD:________________
Grand Total for all Expenditure: ____________________SGD:______________________
To be completed by PI:
I certify that the above information is complete and true
Signature of Principal Investigator:  ____________________    
Print Name and Title: __________________________________
To be completed by Institution’s Financial Officer:
I certify that the above information is complete and true
Signature of Financial Officer: __________________ 
Print Name and Title: __________________________________ Institution Stamp: _____________
D2
Statement of Account 
Please enclose below latest statement of account of the project budget from your Finance Department.  The statement should reflect the approved budget and the expenditure in the year reported in terms of manpower, equipment, consumables and others, as well as the balance available.
	
	Personnel
(SGD)
	 Travel

(SGD)
	 Equipment

(SGD)
	Research Expenses

(SGD)
	Other Operating Expenses/

Supplies & Operations
(SGD)
	Total 

(SGD)

	Grant approved
	
	
	
	
	
	

	Expenditure for period
	
	
	
	
	
	

	Expenditure to date
	
	
	
	
	
	

	Balance
	
	
	
	
	
	

	Utilization Rate (%) *
	
	
	
	
	
	


* Utilization rate for each category = Expenditure to date/Grant approved * 100
To be signed and endorsed by Institution’s Financial Officer:
I certify that the above information is complete and true
Signature of Financial Officer: __________________ 

Print Name and Title: __________________________________ Institution Stamp: _____________

PART E: LOOKING AHEAD

E1.  Brief outline of the project plan for the next _______ months. 


(Please fill in the number of months remaining in the project duration) 

	Brief Outline of Project Plan

	Tasks
	Brief Description
	Proposed Deadline

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PART F: CHECKLIST AND SIGNATORY
F1
Checklist for Validation of Report
	 FORMCHECKBOX 

	All the sections of the report are duly filled (Parts A to F).

	
	

	 FORMCHECKBOX 

	The report is duly signed by the PI and Co-Investigators and Institutional Representative. 



	 FORMCHECKBOX 

	The report is duly submitted on time. 




	Comments (if any):


F2
Signing and Endorsement of Report

The report must be signed and dated by the PI of the project. The report must be acknowledged and dated by the respective Mentor.
Name of PI:  ______________________________   Designation: ___________________

Signature of PI: ____________________________   Date: ___________________

	To be Completed by Mentor: for  endorsement of Progress Report

	Name of Mentor:

	Comments (attach separate sheet if necessary):



	________________________________                  ______________________________

	Mentor’s signature
	          Date (DD/MM/YYYY)
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� If this is the expected final year of the project and there is a need to request for grant extension, please fill up “Amendment(s) to Project” form.
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