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Report Template
☐ Quarterly Progress Report		or	☐ Final Report & Request for Reimbursement 
Please see the Progress Report Guidance for more information and to select metrics for #11.  
1. Grant Recipient:
2. Grant Recipient Primary Contact/Report Contact: 
3. Grant Performance Period: 
4. Reporting Period:
5. Percent of work complete.  Completion date if known.
Percent completed (%):
Date: (MM/DD/YYYY)
6. Summary of work completed to date and status of each of the deliverables described in the Scope of Work (Agreement Attachment A).
Summary:
Status of Deliverables:
7. Project planned and unexpected costs.
8. Copies of materials produced and press related to the project (please attach)
9. Lessons learned and continuous improvement efforts.
10. Equipment purchased to date (copy and paste as needed)
Description:
Serial #:
Date purchased (MM/DD/YYYY):
Total cost ($):
Grant Funded Portion ($):
11. Metrics (copy and paste as needed)
Project Activity:
Metric (description):
Amount completed:

	Progress Report Attachments and Acknowledgements

	☐  Budget Tracking Spreadsheet (please attach for Progress Report)
☐  Davis Bacon Certified Payroll Sheets from the first three weeks of contract labor on the project were sent via email to OEI@wisconsin.gov on:  (date)
☐  Check here to indicate that you are ready to schedule a site visit.  
☐  Check here to indicate that you intend on requesting an extension to the December 31, 2019 end date. 



	
Final Report & Request for Reimbursement

	Send the following items as email attachments to OEI@wisconsin.gov using subject line: “[Grant Recipient] EIGP Request for Reimbursement & Final Report Attachments.”  
(Do not upload personally identifiable information or sensitive financial data to the Electronic Records Filing system.)

	☐  Budget Tracking Spreadsheet with all supporting documentation as outlined in 
Article 26 of the Grant Agreement Terms and Conditions 
☐  Davis Bacon Certified Payroll Sheets from the duration of the project
☐  Buy American Documentation 
☐  Site Visit Completed on: (date)





	Signature
	
	Date





Please convert this template and the appropriate attachments into a single PDF and upload to the Electronic Records Filing System (ERF) at http://apps.psc.wi.gov using docket number 9709-FG-2018. See the Final Report & Request for Reimbursement box for additional instructions on submitting to OEI@wisconsin.gov. 
When uploading to ERF, Select “Report” as the Document Type.  Use the following naming convention for the File Name and Description field: [Grant Recipient]_EIGP2018_MMYYYY_ProgressReport
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