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Green IT Program
Semi-Annual Progress Report

Project Information

	Lead Contractor:
	

	Project Name:
	
	Project #:
	Green IT-xxx

	Date:
	

	Claim Period:                          
	
	To:
	


CANARIE is accountable for its investments in technology innovation, and therefore it must demonstrate achievement of its objectives and the outputs, outcomes and impacts of its activities. As such, funded projects are required to provide regular progress reports.

CANARIE places great importance on being open, transparent, and accountable regarding the outcomes and impacts of its funding. Accordingly, CANARIE-funded projects will be expected to work with CANARIE to communicate the results of these investments. In addition to this semi-annual progress report, a performance report will be required from all Green IT projects by May 31st of each year. 
Lead Contractors are asked to address the following by no later than September 30th or March 31st. The progress report should be completed in conjunction with the financial claim.
PROGRESS REPORT CHECKLIST – Please ensure the following sections are completed: 
	Project Progress
	Completed

	1. Technological Progress
	Yes / No

	2. Project Development & Activities
	Yes / No

	3. Project Plan
	Yes / No

	4. Updated Claim Forecast
	Yes / No

	5. Intellectual Property
	Yes / No

	6. Communications
	Yes / No

	7. Web Site Information
	Yes / No


CLAIM CHECKLIST - Please ensure the following sections are completed and attached to this document:
	
	Completed and Attached

	8. Financial Claim Schedule
	Yes / No 

	9. Invoices for Eligible Costs over $1000 incurred and paid
	Yes / No 

	10. Employee Timesheets (signed by employees and supervisor)
	Yes / No 


APPENDIX CHECKLIST – Please include any relevant materials:
	
	Attached

	11. Communication Materials
	Yes / No 


1. Technological Progress

This should include an assessment of the development and/or adaptation, use, implementation of the technology used or developed in the platform.  

2. Project Development & Activities

Describe the progress made on the project during the claim period.  For each deliverable, milestone, or work package as outlined in the approved Statement of Work:

a) Briefly describe what you had forecasted to complete in this period including supporting information and commentary. Describe deliverables in a results-oriented, rather than a task-oriented, manner. Outline any demonstrations performed. Highlight any other significant achievements and outcomes.

b) Identify setbacks, if any.  Discuss all variances from the original SOW planned for this reporting period along with the rationale and any proposed corrective action.

3. Project Plan

Provide a progress update from a project management perspective.

Describe activities forecasted for the next two quarters including proposed corrective action that may be necessary.

Describe any concerns/issues for the remainder of the project and how they will be addressed.

Describe any organizational, personnel, subcontractor, legal, regulatory, commercial, or other changes that may directly or indirectly impact the project, its timeframe, and results.

Provide an updated project plan. Discuss all variances from the original plan. The project plan need only be prospective. 

4. Updated Claim Forecast

Please present an actual cash flow summary, with actuals and forecasts for the remaining claim periods.  It is essential that this information is as accurate as possible. You can present the cash flow information in a format most convenient for you and must explain any variation from the original budget. Please refer to clause 5.2 of the Project Agreement. 
5. Intellectual Property

Identify any Intellectual Property developed during the reporting period. Describe how the IP will be handled, any commercialization potential, how it will be diffused, and how it will benefit Canadians.

6. Communications

Identify any communications
 related to the project that took place during the reporting period. Include printed reports, conference presentations, printed publications, and web publications with references. Provide the materials with the progress report where possible. (attach as appendices).
7. Web Site Information

Please provide the web site address where documentation is being maintained including this progress report, as well as any research results and deliverables completed during the reporting period. Financial details do not have to be included with progress reports on the web site. Note that all materials (including, but not limited to, publicly accessible websites) produced with respect to any CANARIE funded project shall reference CANARIE's role in the project.
� All communications related to projects and project funding must be made in both official languages for any nation-wide communication aimed at the general public and for any communication aimed at the general public residing in bilingual regions. 
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