



GUIDELINES FOR WRITING ANNUAL PROGRESS REPORT
(FOR ALL TT, PC & RD COMPONENTS)


The annual progress report is to be submitted one year after the start of the project and annually thereafter except at the end of the final year of the grant, when a final/completion report is prepared. The guidelines for preparation of Annual Technical Report are given below: 

(Ask EFS for project identification member)
Title Page: The following information (1 –8) should be tabulated on the title page: 

1. Project Title 

2. Name of the Principal Investigator
3. Name of the Co-Principal Investigator
4. Overseas Cooperating Scientist/Organization
5. Project Duration
6. Project Status
7. Total Cost
8. Expenditure during the reporting period
9. Objectives
10. Progress Summary: A clear and concise statement in easy language, including an explanation of the problem and results achieved during the reporting period be given on a separate page
11. Detailed Progress Report: This section of the report should be prepared in a style similar to scientific papers for publication, except that it should contain more substantiating data and other details than would normally be sued in such a publication. The detailed reporting should consist of the following:
i. Statement of Problem(s): A concise statement of the problem, a brief summary of previous knowledge and specific objectives to be achieved during the reporting period.

ii. Experimental Procedures/Design: The procedure/methodology used during the reporting period should be described. There is no need to give every individual experiment or the routine techniques where identifications by name or reference would be sufficient. If new procedures have been developed, old procedures modified or unusual measurements or calculations made, these should be described with sufficient details to enable other trained scientists to conduct similar experiments. In case new or modified equipment has been developed, its detailed description, preferably with drawings, should be included.

iii. Results and Expected Benefits: The accomplishments made during reporting period in achieving the project objectives should be described along with pertinent data. The benefits of the accomplishments must also be described.

iv. Technology Transfer activities (For TT projects only): Give detailed report of all activities and events, (Farmer days/meeting, Demos, Exhibitions, training, etc.), conducted for Technology Transfer during the period under report.
or
Activities relating to Product Commercialization (For PC activities only): Give details about commercialization related activities e.g. collaboration developed with entrepreneur(s), success achieved and future plans, etc.
v. Conclusions: A brief statement of one or two paragraphs, describing the conclusions drawn from the data collected/results achieved, should be given.

vi. Publications: State if the project results so far achieved are published/submitted for publication during the report period. If so, the details thereof may be given. Financial Support from EFS must be clearly acknowledged in each Publication. 
vii. Graduate Students/Degrees: Indicate whether the research staff under this project is registered for M.Sc./M. Phil./ Ph.D. Degrees. If so. The topic of their thesis along with copy of their registration certificate should be provided.

viii. List of Scientists Involved in This Project: Scientists and other personnel who have been actively involved in this project along with percentage of their time devoted during the report period may be listed here.

ix. National/International Linkages Developed: A brief outline of National/ International Linkages developed during the reporting period may be described.

x. Future Plan of Work: A brief outline of the work to be undertaken and the approach to be used for achieving the project objectives during the next year may be given.

12. Bottlenecks/Constraints: Be Specific.
13. Literature Cited: All the references cited in text should be enlisted in alphabetical order following Author-Year-Title-Source System.
14. Brief Report of Activities during the period under Report. A one-page brief is required that should be easy to understand the project activities and outcome for the understanding of general/non-technical readers (include 2 – 3 significant pictures) 
Endorsement

The report should be signed by Principal Investigator, Institutional Head or a person duly authorized on his behalf and (for Universities) Director, ORIC.
Note:


Table of Contents: The report should contain a Table of Contents along with page numbers.

Paper Size: Report be prepared on 8 ½ x 11 ¾ (A-4) size paper typed recto-verso in 1 ½ space. 

Copies Required: Six (6) copies of annual report (Both hard + soft) should be submitted to the EFS, UAF. Original Soft files of pictures (JPG format) are required. 
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Note:
Please read gaudiness before writing annual progress report
ANNUAL PRIVATE 
PROGRESS REPORTtc  \l 1 "Progress Report"








                Project Identification No.
	PRIVATE 
	
	
	
	
	
	
	







Reporting period
	PRIVATE 
From
	To

	PRIVATE 
Day
	Month
	Year
	Day
	Month
	Year

	
	
	
	
	
	



1.
Project Title: 
_______________________________________________


2.
Name of Principal Investigator: _______________________________



Institution/Organization: _______________________________________



Postal Address: ______________________________________________



Telephone/Cell:  ___________Fax: __________ E-mail: _________________
            3.         Name of Co-Principal Investigator: _______________________________



Institution/Organization: _______________________________________



Postal Address: ______________________________________________

          

Telephone/Cell :  ___________Fax: __________ E-mail: _________________

4.
Overseas Cooperating Scientist/Organization:

         
Name:
_____________________________________________________



Institution/Organization: _______________________________________



Postal Address: ______________________________________________

Telephone: __________ Fax: __________ E-mail: __________________

            5.
Project Starting Date & Duration: (months) ____________________________


6.
Project Status: (on–going/completed):__________________________

            7.
Total Cost: (Rs. in million) _______________________________________ 



Total Release: _________________Expenditure:____________________

8.
Expenditure during the Reporting Period: ____(Rs in million)_______
                                 Total Release: _________________Expenditure:____________________ 

            9.
Objectives (as per PC-1) 


10.
Progress Summary  
            11.
Detailed Progress Report (include pictures): 



i.   Statement of Problem:
  ___________________________________


ii. Experimental Procedure/Design:______________________________
                        iii. Results and Expected Benefits: _______________________

                        iv. Technology Transfer Activities (For TT projects only): _____________
or


    Activities Relating to Product Commercialization (For PC activities only):


v. Conclusions:  ____________________________________________


vi. Publications: ____________________________________________ 




vii. Graduate Students/Degrees:________________________________


viii. List of Scientists Involved in This Project: ____________________


 ix.   National/International Linkages Developed: __________________

                         x.    Future Plan of Work: _____________________________________

12.
Bottlenecks/Constraints:








13.      Literature Cited.



14.  Brief Report of Activities During the Period Under Report. A one-page brief is required that should be easy to understand the project activities and outcome for the understanding of general/non-technical readers (include 2 – 3 significant pictures) 

	                         Principal Investigator  



Name:  ______________________




     (Seal and Signature)




Date:
______________________


	 Head/Authorized Officer of Dept./Inst./Organization


Name:
_____________________




     (Seal and Signature)

Date:    _____________________


	Director, ORIC



Name:  ______________________




     (Seal and Signature)




Date:
______________________
	


(FOR REVIEW ONLY. NOT TO BE INCLUDED IN THE REPORT)

EVALUATION OF ANNUAL REPORT

(on-going projects)

Reporting period




From ________________ to ______________  

1. Project Title ______________________________________________________ 



         _______________________________________________________ 

2. Name of Principal Investigator ________________________________________ 

Institution/Organization: 
   ________________________________________

3. Parameters for evaluation 

i) Approach/work plan 

ii) Methodology 

iii) Reliability of analysis of results 

iv) Impact/ sustainability 

4. Overall assessment (a paragraph, use additional sheets if required) 

5. Project rating: 

A =  Progress Satisfactory and recommended for continuation 

B =  Progress partially satisfactory and work needs to be improved 

C =  Progress un-satisfactory and project is likely to be terminated 

Project is rated as ___________ 
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