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	Operating Projects - Quarterly Progress Report

Report for quarter ending:  ☐ March   ☐ June   ☐ September   ☐ December
Year:  ☐ 2015   ☐ 2016   ☐ 2017
Reports are due by the last day of the following month.
[bookmark: Text18]Today’s date:      
Contract number and project letter:           
	

	1. Progress Narrative (Please provide detailed descriptions of project-related work during the quarter.)

	A. Describe project accomplishments and their impacts to the community, clients and/or citizens. Examples could include service timeliness, availability and frequency; customer satisfaction; accessibility of services or facilities; and employee demeanor (courtesy, fairness, helpfulness). Please attach any news releases, articles, photos of your service in action or other documentation (updated brochures, schedules, etc.) as appropriate.  
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	B. Describe the project’s status. Include any challenges encountered, and any significant changes to the project you foresee as a result. 
	a) Is the current funding level sufficient to complete the project?	Yes  ☐     No ☐  
		If no, explain why funding levels will be insufficient.
	b) Has your organization been notified by any project-funding partners that they will not be able to meet/maintain their original financial commitment to the project?     Yes    ☐   No   ☐  
		If yes, describe your organization’s plan to address this shortfall.

	     

	C. Describe project implementation, marketing and outreach efforts. Please attach any appropriate marketing materials.
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	D. Describe past, current and planned training opportunities for drivers, dispatchers, other employees, service contractors (if applicable) or riders. 

	     

	E. Describe current and planned project coordination efforts with planning, operating and financial partners. Have these efforts been successful? How do you measure/determine success?
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	F. Describe your outreach efforts to Limited English Proficiency (LEP), minority and low-income populations in your service area as it relates to this project.

	     







	2. Financial and Statistical Reporting

	Please fill out the 2015-17 quarterly grant statistical Excel workbook provided with this QPR template.
☐ Attached to email with QPR. 



	[bookmark: _GoBack]3. Other

	Use this space for anything else you would like to share about the project not covered in the quarterly project narrative form or grant statistical reporting form.

	     







	4. Project Manager Certification (Completion of this section certifies that the above information is true and accurate to the best of your knowledge.) 

	Project Manager:
	     
	Date:
	     

	Title:
	     
	Phone:
	     

	Person Completing Form:  
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