INTRODUCTION:

This progress report form is meant to serve as a live reporting document throughout the existence of your award.  You will save and use this same document each reporting period, and simply add information semi-annually in its respective category.  Therefore, all of your award information will be in one document and will be easy to reference and compare performance metrics and changes/progress between reporting periods.
Progress reports submitted through GMS that do not include this template will be automatically change requested back to you. 

There are two main sections in this document; Performance Measures and Narrative.  Please see instructions for each section below.  Note that this template has reporting periods listed for the full three-year allowable award period.  If your award ends before three years, you will simply not use the remaining boxes.

PERFORMANCE MEASURES:

In the first two tables of this section, please enter your performances measures as calculated at the beginning of the award period.  These numbers should not change throughout the life of your award.  If they do, you must justify the change in your report narrative.  The third table captures the performance metrics over the course of your award.  Because this is a live document, when it is time to submit your progress report you will simply open this document and add the performance metrics for the reporting period you are reporting for in the respective column.  By the end of the award period, all of the information captured during each reporting period will be in one document.  

FINAL REPORTS:
Capacity Metrics: The FINAL column should have the average turnaround time and samples per analyst per month as averaged over the last 6 months of your award period.
Casework Metrics: The FINAL column should have the number of cases/samples, profiles, and hits for the entire award period (i.e., the cumulative metrics).

     DNA Backlog Performance Measures at the beginning of the award period:		    
	What was the average number of days between the submission of a request for forensic DNA analysis to the laboratory and the delivery of the test results at the beginning of the award period? [Average over 4/1/13 – 9/30/13]
	

	What was the average number of forensic DNA samples analyzed per analyst per month at the beginning of the award period? [Average over 4/1/13 – 9/30/13]
	

	What was the number of backlogged forensic DNA cases at the beginning of the award period? [As of 10/1/2013]
	


    
     Database Performance Measures at the beginning of the award period*:		  
	What was the average number of days between the submission of a database sample to the laboratory and the upload of the profile to CODIS at the beginning of the award period? [Average over 4/1/13 – 9/30/13]
	

	What was the average number of DNA database samples analyzed per analyst per month at the beginning of the award period? [Average over 4/1/13 – 9/30/13]
	

	What was the number of backlogged DNA database samples at the beginning of the award period? [As of 10/1/2013]
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FINAL





			
	What was the average number of days between the submission of a request for forensic biology/DNA analysis to the laboratory and the delivery of the test results during this reporting period?
	
	
	
	
	
	
	
	

	What was the average number of forensic DNA samples analyzed per analyst per month during this reporting period?
	
	
	
	
	
	
	
	

	What was the number of backlogged forensic biology/DNA cases at the end of this reporting period?
	
	
	
	
	
	
	
	

	What was the number of forensic biology/DNA cases analyzed using funds provided for OVERTIME and/or SUPPLIES during this reporting period?
	
	
	
	
	
	
	
	

	What was the number of forensic biology/DNA cases analyzed using funds provided for OUTSOURCING during this reporting period?
	
	
	
	
	
	
	
	

	What was the number of forensic biology/DNA cases analyzed using funds provided for GRANT-FUNDED ANALYSTS during this reporting period (only include data not counted above)?
	
	
	
	
	
	
	
	

	What was the number of forensic DNA profiles entered into CODIS as a result of the funds provided for overtime, supplies, outsourcing, or grant-funded analysts during this reporting period?
	
	
	
	
	
	
	
	

	What was the number of CODIS hits attributable to the forensic analyses completed using the funding provided for overtime, supplies, outsourcing, or grant-funded analysts during this reporting period?
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	What was the average number of days between the submission of a database sample to the laboratory and the upload of the profile to CODIS during this reporting period?*
	
	
	
	
	
	
	
	

	What was the average number of DNA database samples analyzed per analyst per month during this reporting period?*
	
	
	
	
	
	
	
	

	What was the number of backlogged DNA database samples at the end of this reporting period?*
	
	
	
	
	
	
	
	

	[bookmark: _GoBack]What was the number of DNA database samples analyzed using funds provided for OVERTIME and/or SUPPLIES during this reporting period?*
	
	
	
	
	
	
	
	

	What was the number of DNA database samples analyzed using funds provided for OUTSOURCING during this reporting period?*
	
	
	
	
	
	
	
	

	What was the number of DNA database samples analyzed using funds provided for GRANT-FUNDED ANALYSTS during this reporting period?*
	
	
	
	
	
	
	
	

	What was the number of offender and/or arrestee profiles entered into CODIS as a result of funds provided for overtime, supplies, outsourcing, or grant-funded analysts during this reporting period?
	
	
	
	
	
	
	
	

	What was the number of CODIS hits attributable to DNA database sample analysis using funds for overtime, supplies, outsourcing, or grant-funded analysts during this reporting period?*
	
	
	
	
	
	
	
	


*Please enter N/A if you are not a database laboratory
NARRATIVE SECTION

Instructions:

The narrative section of your progress report consists of the 1) goals and objectives of your award, and 2) your progress during each reporting period.  In the first section, you will list all the goals and objectives of your project when you create the report for the first reporting period and will only update this section if there is a change in your goals and objectives.  If there is a change made in the goals and objectives, please make a note in the narrative for the period in which the change occurred and update the Goals and Objectives section.

An easy way to complete this section is to simply copy and paste the Goals and Objectives section from your application form into this document. You may have to modify your goals to be more specific to your particular award.  The goals of your project should follow one of the 3 overarching programmatic goals: to improve capacity, to improve throughput, and to reduce backlogs.  If your goals are broad (i.e. “to improve throughput”), you need to include specific objectives on how those goals will be addressed. For example, if your listed goal is to improve throughput, a listed objective could read “we intend to increase throughput by purchasing a liquid handling robot and by purchasing validation services through an outside contractor through this award.”

The narrative for each reporting period (there are separate pages for each period), should provide a clear picture of how funds were utilized over the course of that reporting period.  While the narrative can include a discussion of the performance metrics, there should be more to the content than just a rehash of the metrics.  If you report metrics for the casework section and/or the grant-funded analyst metric, you MUST address the reason for reporting these metrics (i.e., use of overtime to analyze cases, use of supplies to work cases, use of outsourcing to analyze cases, or your grant-funded DNA analyst completed cases). 
 
Each narrative should also include challenges incurred, changes made to the project, successes, etc.  Although we provide a one page space for each Progress Report section, please feel free to use more space as needed.  Any charts or tables that you would like to accompany the narrative can be included in the sections below as well.

In GMS, please enter “See attached document.” in the Narrative module, and do not forget to attach this document to every progress report submitted in GMS for this award.

FINAL REPORTS:
Remove all unused headers.  Write a brief narrative in the section reserved for the last few months of the award that were not covered in any previous regular report.
A final narrative must be written in the FINAL section that briefly describes all activities funded under each goal that helped you to achieve the goal.  It also must describe the impact of those activities on your laboratory.
GOALS AND OBJECTIVES OF PROJECT:




PROGRESS REPORT 1: October 1, 2013 – December 31, 2013




PROGRESS REPORT 2:  January 1, 2014 – June 30, 2014





PROGRESS REPORT 3:  July 1, 2014 – December 31, 2014





PROGRESS REPORT 4:  January 1, 2015 – June 30, 2015





PROGRESS REPORT 5:  July 1, 2015 – December 31, 2015





PROGRESS REPORT 6:  January 1, 2016 – June 30, 2016





PROGRESS REPORT 7:  July 1, 2016 – September 30, 2016





FINAL REPORT:







