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Progress and Final Report Template
This form should be used for all Researcher Development Scheme grants, including Dyason Fellowships.
Reporting Requirements
All recipients of internal grants are required to submit:
· A Progress Report or Final Report (as applicable)
· A financial summary from the Project Essentials dashboard in Workday.

The completed report must be signed by the Principal Investigator (PI) and Head of Department (HoD) or equivalent.

Where applicable, a copy of the completed report should also be provided to research collaborators.
When to Submit
Researchers are encouraged to submit their report as soon as possible after the funded activity has concluded. Please note - Researchers with outstanding reports may be ineligible for future internal funding opportunities.
Accessing Your Financial Information in Workday
1. Search for “Project Essentials” Workday, type in the search bar and press Enter.
2. Click the blue Project Essentials link to open the report.
3. Follow the KBA instructions if accessing the report for the first time
4. Record the amount shown under 'Balance Including Carried Forward'
5. Include a screenshot of the Project Essentials dashboard in this report.

The value to be entered in the final report for funds remaining can be found in the column titled “Balance Including Carried Forward”.  If you require assistance, please contact your faculty’s Post Award Finance representative.

Submitting Queries and Completed Forms
All queries and completed Report Forms should be submitted electronically via the Research Helpline General Enquiries form.
When submitting:
1. Select Research Grants and Contracts under REQUEST DETAILS
2. Then choose the following sequence of responses:
Grants → Research Agreement, Tender or Contract → Internal UoM → No
3. Complete the required details
4. Attach your completed form


Status Report Form and Financial Acquittal
A: General information
Principal Investigator Details
	PI Name:
	
	Position:
	

	Faculty:
	
	Department/School:
	

	E-mail:
	

	Progress Report or Final Report?
	☐ Progress Report 
☐ Final Report
	Report Year:
	



Scheme Details
	Funding Scheme:
	Choose an item.
	Funding Scheme Year
	Choose an item.	Grant Sum Awarded:
	$

	Project/Workshop Title:
	

	SmartyGrants ID (if applicable):
	
	Cayuse/Workday PRJ_#:
	

	Start Date
	Click or tap to enter a date.	End date:
	Click or tap to enter a date.
	Details of any approved variations (i.e. Budget or end date extensions):
	



External Collaborator Details: If no external parties collaborated on this project, please indicate “not applicable”.
	Name of Industry Partner/Collaborating Institution(s)
	

	Location(s)
	


B: Project Summary
Plain Language Media Release Summary of your Project                         
Please supply a 100-word summary suitable for potential release to the media. Avoid using technical terms or jargon.




Progress Report
Section A – Comment on the extent to which the aims and objectives of your project were achieved.




Section B – List any publications planned or arising from the research.




Section C – Comment on collaboration(s) arising from this grant and the likelihood of further research opportunities.




Section D – Comment on the likelihood of further funding opportunities arising from this research.







C: Project/Grant Income & Expenditure
Please provide details of the approved project/workshop/grant income (funds received) and project/workshop/grant expenditure to date.  
	Approved Project/Workshop Funding
	Project/Workshop Funding Spent
	Unspent Balance ($) *

	
	
	$[footnoteRef:1]  [1: ] 

 


* Unspent funds remaining at the end of the project must be recouped. 
	Is there a variance between the amounts requested and spent?
If ‘Yes’, please explain the reason for the budget variance:
	☐ No  
☐ Yes 

	







Verification of amounts[footnoteRef:2] (Please paste a screenshot of the RDS internal project financial summary from the Project Essentials dashboard in Workday. If you cannot do so or need support, please seek assistance from your faculty’s Post-Award Finance Representative.)  [2:  Verification of amounts should be done by providing a screenshot from the Project Essentials dashboard in Workday of the relevant project account.] 





	✓
	I acknowledge that the Research Development Schemes team in Research Innovation and Commercialisation receives reports on behalf of Chancellery Research and Enterprise which may be submitted to the Pro Vice-Chancellor (Research Capability/Graduate and International Research) for review.

	Lead PI name: 
	


	Signature:
	
	Date:
	Click or tap to enter a date.
	HoD (or equivalent) name:
	
	Signature:
	
	HoD (or equivalent) position:
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