Guidelines for Submitting Quarterly Progress Reports

Quarterly Technical Reports
Quarterly progress reports will document the productivity of GLRCE research and help to identify and solve problems as they arise. The GLRCE Associate Director will use these reports to prepare quarterly summaries of GLRCE activities to our Executive Board and NIAID program officers, as well as provide assistance in problem solving as needed.

· Due dates: March 1, June 1, September 1, December 1 (annual progress report)
· Progress report should be deposited into the investigator’s drop box in the administration work site on the GLRCE web site by 5:00pm on the due date.

· General guidelines:

· 1-2 page report on the progress towards meeting the specific aims of the proposal

· Each investigator on the project should submit a report. For projects with multiple investigators, one report from each is required. These reports may be compiled and submitted by the project leader, but it must clearly indicate the research contributions made by each investigator.
· 1-2 figures should be included where applicable

· Specific Guidelines:
· Research Projects, Developmental Projects:

· Document newly acquired compliance with regulatory agencies
· These may include (but are not limited to) IRB and NIAID approval for human subjects research, CDC registration for select agent work, exemption for CDC registration (where applicable)

· New hiring of research personnel

· Research progress on the specific aims of the proposal
· Include 1-2 figures

· Include publications, manuscripts or abstracts for meeting presentations
· Describe contributions by GLRCE cores, where applicable

· Brief statement of next experiments

· Career Development Projects:

· All of the above and include any training, professional development or 
interactions with mentor

· Cores and Components:

· Communications Core and Emergency Response Plan -
· Progress on specific aims

· Additional development of program
· Include copies of any new appendices (eg. Surveys, information brochures, etc.)
· Include results of studies or surveys, if applicable.
· Animal Research Component, Diagnostics Component, Immunology Core, Microbial Informatics Core, Botulism Core -
· Use of services
· New services offered
· Contributions to existing research projects – define role in the project, provide data generated (1-2 figures)
· New business generated

· Copies of letters of support

· Future activities or direction


Quarterly Financial Reports
The GLRCE Administrative Core also requires a quarterly financial report. Please complete a “Quarterly Financial Report” Excel spreadsheet to satisfy this requirement. For those projects that involve multiple investigators, each investigative group should submit their own report.
Due dates: Quarterly financial reports are due June 1, September 1, December 1, and the Financial Status Report (FSR) due at the end of the budget period, as indicated in the sub-contracts. These reports may be prepared by the project’s administrator and e-mailed to Heather Carrera, GLRCE Financial Administrator (hcarrera@bsd.uchicago.edu) or deposited on the GLRCE Worktools website in the drop box of the investigator or administrator. For a copy of the Quarterly Financial Report spreadsheet, please contact Heather or visit the Administration page of the GLRCE website.
If you need any additional information or have any questions, please contact Debra Anderson, Associate Director (e-mail: danders1@bsd.uchicago.edu or phone: (773) 834-0566).
