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Today’s ParticipantsToday s Participants

Who is the Research Center?Who is the Research Center?
– The Research Center oversees the Department’s 
research program projects that are requested byresearch program, projects that are requested by 
FDOT Offices and Districts and are contracted to 
universities and consultants

Who are you?
– Managers for research projectsManagers for research projects
– People with research needs
– Busy peopleBusy people
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Why are you Here?Why are you Here?

What is Covered in this Training?What is Covered in this Training?
– Procedure for progress report review and approval
Final report requirements review and publication– Final report requirements, review, and publication

This training covers the Research Center’s 
ti lreporting process only. 
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Research Center Overall Process
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Research Center Progress Report Process
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Research Center Progress Report Process
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Reporting TimelineReporting Timeline
Example for a One Year Project
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Progress Reports in the FutureProgress Reports in the Future
Deliverable Based Contracts

The Research Center is moving to Deliverable‐Based Contracts

Deliverable‐based compensation requires reports and invoices 
only when stated as a deliverabley

Training on this will be delivered in 2013, also see Advancing 
Accountability training at DFS
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Report ScheduleReport Schedule

Report frequency was decided during proposalReport frequency was decided during proposal 
development

Typical 
• Progress reports on calendar quarters• Progress reports on calendar quarters
• Draft Final 3 months before the end
• Invoice based on overall percent complete
• Monthly or other schedules are possible

9



Progress Report ScheduleProgress Report Schedule
Examples of Progress Reports ‐ Calendar Quarters
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Research Center Progress Report Process
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Progress Report ContentsProgress Report Contents
For Projects Reporting on Calendar Quarters

http://www.dot.state.fl.us/research‐center/Project_Mgt_Resources.shtm
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Research Center Progress Report Process
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Project Manager Review of Progress 
Report

What will a PM look for in an progress report?What will a PM look for in an progress report?
• Reported % complete should match what has 
been donebeen done

• Technical progress
S li i ith t d t• Scope creep or slimming without amendments

• Remaining on schedule
• PM has five working days to approve/reject 
report
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Project Manager Review of Progress 
Report

If you Require Changes to a Progress ReportIf you Require Changes to a Progress Report

S d h h CSend comments to PI, copy the Research Center
PI may ask for clarification
PI will submit a revised progress report and the 
process starts overp
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Contract AmendmentsContract Amendments
Amendments will be covered in detail in another training

Types of Amendments
• Additional time
• Budget change
• Change in scope of service

– What and why?– What and why?

• Other
– Changes in title or PI/PM

Amendments must be approved by the Project Manager and the Research Center
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Project Schedule Check for ProjectsProject Schedule Check for Projects
Goal is for PM to determine if requested percent is realistic based on reported percent complete for each task

Report states “Estimated % 
C l i ” f h T k b dCompletion” for each Task based 
on progress;

Requested payment is tied to “Overall 
% Complete Actual”;

Draw a line from “Overall % CompleteDraw a line from  Overall % Complete 
Projected” bar to show reported 
“Overall % Complete Actual.” 
This line represents the needed 
progress to invoice at requested p g q
level;

For each Task check if progress meets
the line;

PM discretion determines the weight 

If appropriate “Approve”, if not request an explanation

g
of Tasks, e.g. does progress in 
front of line (Task 6) balance 
another Task lagging behind the 
line (Task 2)?
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Project Schedule Check for Lump Sum ProjectsProject Schedule Check for Lump Sum Projects

Report states request for payment on

Goal is for PM to determine if requested percent is realistic based on reported percent complete for each task

Report states request for payment on 
11% of overall effort – behind 
their projected pace

Ahead

Behind
11% progress line shows:

Task 1 should be complete

Reported progress states

ead

Ahead

Task 1 should be complete
Task 2 should be about half done
Task 3 should be just started

Task 1 100%
Task 2 33%
Task 3 20%
Task 6 8%Task 6 8%

If appropriate “Approve”, if not request an explanation
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Research Center Progress Report Process

19



Research Center Review of Project 
h d lSchedule

What do we look for?What do we look for?
• “Overall % Complete 
Actual” vs. task “Est. % 
Complete” 

• Purchases
S h d l l ibili• Schedule plausibility

• Math
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Research Center Progress Report Process
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InvoicesInvoices

Invoice review will be covered in a separate trainingo ce e e be co e ed a sepa ate t a g

Prompt Payment CompliancePrompt Payment Compliance
• State will pay within 20 days

– PM has 5 daysas 5 days
– FDOT Comptroller has 5 days
– DFS has 10 days

Payment is made to University Accounting Department
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Research Center Progress Report Process
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Reporting TimelineReporting Timeline
Example for a One Year Project
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Draft Final Report ‐ RequirementsDraft Final Report  Requirements
“Draft” Final is not a rough draft. This report should be the 

unapproved final report. 
The PI should submit a document of publishable quality.
http://www.dot.state.fl.us/research‐center/Program Information/Guidelines.pdfhttp://www.dot.state.fl.us/research center/Program_Information/Guidelines.pdf
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Research Center Progress Report Process
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Draft Final Report – Project Manager 
h lTechnical Review

PM h 30 d tPM has 30 days to: 

– Address technical content and messageAddress technical content and message

– Review Research Center editorial changes

– Send technical and editorial comments to PI
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Draft Final Report – Project Manager 
h lTechnical Review

If R i i R i dIf Revisions are Required: 

– State the reason for revision via emailState the reason for revision via email

– Request a revised draft final

– Repeat steps until the product is acceptable
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Research Center Progress Report Process
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Draft Final Report – Research Center 
d lEditorial Review

Are required contents included and in order?e equ ed co te ts c uded a d o de ?
Is the format consistent with guidelines?

• Grammar
• Coherence
• Consistent and appropriate style
• Research Center has 10 working days to provide 
editorial comments

Research Center forwards its comments to PM for 
review and discussion with PI.
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Research Center Progress Report Process
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One Page Report SummaryOne Page Report Summary
Research Center Technology 
T f C di tTransfer Coordinator prepares 
summary

PM reviews and edits/approves 
summary

Provides a non‐technical, plain 
language synopsis

Posted with the Final Report

32



Research Center Progress Report Process
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Final ReportFinal Report

Distributed globallyDistributed globally
– National Technical Information Service
National Academy of Sciences– National Academy of Sciences

– AASHTO
FHWA– FHWA

Posted to Research Center website
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Final ReportFinal Report

http://www.dot.state.fl.us/research‐center/
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Do Don’tDo Don t
Review reports before 
approval

Don’t accept 
substandardapproval

Ask question, we are 
h t h l

substandard 
reports

D ’t it til thhere to help

Check the Research 
C b i

Don’t wait until the 
last minute

Center website

A recording of this presentation can be found at:A recording of this presentation can be found at:
http://www.dot.state.fl.us/research‐center/Project_Mgt_Resources.shtm
Under the heading “Additional Resources”
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Addressed in Additional TrainingsAddressed in Additional Trainings

• RFRP contracting (slides available online);RFRP contracting (slides available online);
• Deliverable based compensation contracting;
S j l i• Smart project selection;

• Kick off and closeout meetings;
• Project Implementation;
• Other contract types (RFP Direct ContractOther contract types (RFP, Direct Contract, 
etc).
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Thank You for Managing Research 
Projects

Questions? Call (850) 414‐4615Questions? Call (850) 414 4615

h C lResearch Center Personnel
• Darryll Dockstader ‐Manager
S d B ll B i S C di• Sandra Bell – Business Systems Coordinator

• Patti Brannon – Research Development Coordinator
• Mark Greeley – Research Performance Coordinator• Mark Greeley – Research Performance Coordinator
• Vicki Morrison – Technology Transfer Coordinator
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