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Appendix B-1: Monthly Progress Report (MPR) Template
Please complete the project report with any updates, change in schedule and issues. As part of the requirement for TAP funding, this report needs to be submitted monthly no later than the 5th day of each month.  

Project Details
PROJECT NAME:	____________________ 
Contract #:		____________________
SHA #:		____________________
FAP #:		____________________
Month: 		____________________

Project Manager:
List the current project manager and include their contact information below. 


Project Sponsor:
Include the name of the sponsor’s organization and mailing address below. 


Project Description: 
Include a detailed project description with the approved project scope and limits below. 




TA Stage of Development:
Select one of the following: 
☐	Feasibility / Planning Study		☐ Design		☐ Construction	 ☐  Other


Status:
Include the design or construction completion percentage up to 100% below.



Current Activities:
Summarize the current and upcoming project activities below. 



Pending/Upcoming Change Orders:
Include the number and brief description of a change order below.



Issues:
List any issues with the project that is causing a delay or will cause a delay in the future below. 



Milestone Schedule:
Insert actual or estimates dates for each of the below project milestones and identify if the date is actual or estimated. 



Program Requirements Status
Program Requirements
	Award Letter
	Kickoff Meeting
	MOU Execution
	NEPA Approval
	ROW Certification
	Invoicing/ Reimbursement

	(date here)
	(date here)
	(date here)
	(date here)
	(date here)
	(date here)

	Actual or
Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated






Design Requirements 
*Projects receiving funding for design and construction must hold a final review meeting.
*Projects receiving funding for 100% design must also hold a final review meeting. 
	RFP Approval
	Design NTP
	30%  Submittal
	65%  Submittal
	95%  Submittal
	100% Submittal

	(date here)
	(date here)
	(date here)
	(date here)
	(date here)
	(date here)

	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated


Construction Requirements 
	Final Review Meeting
	PS&E Submittal
	Approval to Advertise
	Advertisement
	Bid Opening
	CIA Package Submittal

	(date here)
	(date here)
	(date here)
	(date here)
	(date here)
	(date here)

	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated


   
	CIA from MDOT SHA
	Pre-
Construction Meeting
	NTP for Construction
	Construction Start Date
	Construction Completion
	Materials Clearance

	(date here)
	(date here)
	(date here)
	(date here)
	(date here)
	(date here)

	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
	Actual or Estimated



Closeout Requirements
	Final Inspection and Audit
	Final
Invoice
	Closeout Letter

	(date here)
	(date here)
	(date here)

	Actual or Estimated
	Actual or Estimated
	Actual or Estimated
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