Exhibit A

Reporting Requirements Under ITIES Contract Issued By AFOSR

19 Jul 2004

This document details the reporting requirements for the ITIES contract issued by the Air Force Office of Scientific Research (AFOSR).  The reports shall be prepared in accordance with these instructions.  To meet contractual requirements, ensure reports are marked and delivered as specified. 

1.
TYPES OF REPORTS
Report described in this exhibit are:

a.  Monthly Progress Report

b.  Conference/Symposium Summary Report

2.
General Requirements

Use professionally accepted standards for writing scientific and technical reports.  Contractors are encouraged to submit reports that are printed/copied double sided on recycled paper that has at least 20% postconsumer material.  All pages should be of good quality for copying purposes.  No pages should be missing.

3.
CONTENT OF REPORTS
a.
Monthly Progress Report. Progress report will be due the 15th of every month the contract is active.  Submit via email to the Program Manager and the COTR.  The progress report shall contain the following items:


(1)
Cover Sheet:  As a minimum, the cover sheet should include the following information:  Site Manager’s name, Contracting Company and address, and contract number.


(2)
Narrative:  A brief narrative of milestones and accomplishments for the past month.


(3)  Monthly Financial Information:  A spreadsheet and graphical representation of actual hours used and projected hours used per labor category.  Project planned hours for full year, while adding actual hours used as the year progresses.  Include spreadsheet and graphical representation of additional costs incurred per month versus planned additional costs.
(4)
Cumulative Financial Information:  Spreadsheet and graphical representation of cumulative money spent versus cumulative money planned to be sent.  Project planned costs for full year, while adding actual monthly costs as the year progresses.
b.
CONFERENCE/SYMPOSIUM SUMMARY REPORT. Summary report will be due ten working days after the completion of a conference or symposium.  Submit via email to the Program Manager and the COTR.  The summary report shall contain the following items:


(1)
Cover Sheet:  As a minimum, the cover sheet should include the following information:  Conference/Symposium title, date of event, Site Manager’s name, Contracting Company and address, and contract number.


(2)
Narrative:  This includes a brief summary of the event and lessons learned.

(4)
Cumulative Financial Information:  Spreadsheet of event’s incoming monies, expenditures, and profit/loss.
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