LaSPACE Progress Report Guidance
Progress Report Introduction
Progress reports are required for all amendment requests and for project status updates as requested by LaSPACE management. Incorrect or incomplete answers will require you to resubmit the entire Progress Report. You may prepare your responses in advance using this guidance document. This guidance is structured to parallel the online form. Submit your Progress Report and photos by the deadline given by LaSPACE Management.
Amendment requests include No-Cost Extensions (NCEs) and major rebudget requests. Amendment requests are due no later than 60 days before the contracted project end date. Failure to submit a timely and complete Progress Report can result in a loss of eligibility for consideration of your amendment request. Note that submission of a request does not guarantee approval of an amendment to your contract.
All amendment requests must be submitted as formal email requests to LaSPACE@lsu.edu with the completed Progress Report PDF attached. LA NASA EPSCoR projects directly funded by the Board of Regents must forward the Progress Report confirmation email WITH the PDF attachment to jessica.patton@laregents.edu.
Project status updates may be requested by LaSPACE management at any time to monitor the progress of any project receiving LA NASA Space Grant and LA NASA EPSCoR support. 
1. Who should be completing this form
· Unless otherwise stated in program guidelines or as directed by LaSPACE Management, all Progress Reports are required to be written by the Project Lead/PI. Ultimately any project with a subaward & named PI is the responsibility of that PI; any funding issued directly to a student without a PI is the responsibility of the student.
2. Save and Resume Later
· This Progress Report platform allows you to "Save and Resume Later." Clicking this button at any point will prompt you to create a password to save your progress and access your report draft later via a unique link generated by Formstack. We recommend you 1) immediately write down your password and 2) provide your email address and click "Send save and resume link" so that the link is sent to your email account. It will come from Colleen Fava (LaSPACE/LSU) via Formstack. If you have questions about the Progress Report, please do not reply to this email but contact LaSPACE@lsu.edu.
· We cannot access reports-in-progress. If you lose your password or link, the work will be lost permanently. 
· Once you submit your completed Progress Report, you will receive an automatic confirmation email containing a PDF with your Progress Report answers. Keep that email and PDF for your records. 
3. Unapproved Progress Report Submissions
· If you’re trying to submit a Progress Report in lieu of a Final Report, your submission will not be accepted by LaSPACE and you will be required to complete the correct Final Report. You must use the final report platform linked in the program guidelines, in your Award Letter, and in any reminder-emails sent to you by LaSPACE Management. 
4. Useful links (all open in a new tab)
· Link to Online LaSPACE Progress Report platform
· Link to LaSPACE Student Participant Form (same link for ALL students)
· Link to LaSPACE NASA Media Release Form (for both adults and minors)
· Link to LaSPACE Document Center (budget forms available for download)

Participant Information
This section collects basic information about the Project Lead/PI and student participant(s). If you confirm that students are participating in the supported activity, you will be prompted to input their information. If you do not have student participants, you will not be prompted to input that information.
Please have the following information ready to input into the online form:
· Project Lead/PI Full Name
· Project Lead/PI Email Address
· Project Lead/PI Phone Number
· Student Participant(s) Full Name(s) and Email Address(es)
Project Information
This section covers the identifying details about your supported activity.
Please have the following information ready to input into the online form:
· The primary institution hosting your project
· If this is a LA NASA Space Grant project or a LA NASA EPSCoR project
· Name of the LaSPACE program
· The PO # or GR # assigned to your project
· For projects NOT at LSU:
· List the PO # assigned to your project by LSU on the first page of your subaward contract (it starts with PO-0000). Do NOT provide us your institution’s internal project numbers.
· For projects at LSU:
· List the grant number assigned to your project. It starts with GR-000. If you don’t know this number, check with the grant manager in your department.
· Start date of the supported activity listed in the award letter/subaward contract
· End date of the supported activity listed in the award letter/subaward contract
· Select the option most applicable to this Progress Report submission:
· No-Cost Extension (NCE) request
· Major rebudget request
· Submitting report as requested by LaSPACE Management
· For NCE requests and major rebudget requests only, confirm you are submitting this Progress Report at least 60 days prior to your contracted project end date OR with advanced permission from LaSPACE.
· I confirm this is an NCE or major rebudget request. I confirm that I have checked my award letter/subaward contract and that this report submittal is at least 60 days prior to my contracted project end date.
· For NCE requests only, input the requested new end date
General Report Narrative
This section covers the general report narrative for your supported activity. Prepare responses to the following questions. We have included example responses from other project reports.
1. Describe the supported activity for a general audience (150 words or less).
a. Example from a LaACES project: University physics and engineering technology students, under the guidance of faculty, completed a year-long Louisiana Aerospace Catalyst Experiences for Students (LaACES) project that was funded by the Louisiana Space Grant Consortium. This project culminated in the launch of their instruments by a weather balloon to an altitude of 100,000 ft and subsequent recovery by parachute. In this project, the students learned electronics, programming, project management, and atmospheric sciences. Their experiments to measure the atmospheric pressure, temperature, humidity, and the effect of the atmosphere on the solar spectrum were successful.
2. List the proposed goals & objectives of the supported activity (500 words or less).
a. Example from a LURA project: #1: Learn basic organic synthesis and purification, coordination chemistry and characterization. During this project so far, I have prepared terpyridine ligands, prepared beta-diketonate lanthanide complexes and characterized using IR, NMR and XRD (powder). I was also able to assist with some UV-Vis data collection. Also, I was paid (separate funding) for running DSC analysis on polymer samples for a mechanical engineering professor based on my experience running DSC for compounds and polymer samples for this project. #2 Learn more polymer chemistry. I am able to dope my compounds into polymers and cure them into optically clear materials. I found an efficient methodology for sample preparation that requires minimal time but allows for reproducible fabrication of clear plastics. #3 Work on an interdisciplinary project. For this project, I have been able to interact and work alongside physicists. I have the opportunity to assist in some preliminary data collection. #4: Improve my communication skills. For this project, I was able to present posters at a conference and I presented lectures on Zoom to graduate students and faculty.
3. Which proposed goals & objectives have you accomplished to date?
a. Example from an REA project: So far, we have manufactured a preliminary novel, multifunctional, soft matter-based metamaterial, conducted its tensile experiments, and developed the finite element model for investigating its tensile, shear, and modal (vibration) characteristics.  Currently, we are continuing working on manufacturing the soft mater-based metamaterial and investigating its energy absorption, fatigue, and fracture toughness using the finite element model.
4. Which proposed goals & objectives remain? What challenges have you encountered to date? What is the plan to complete this project?
a. Example from an REA project: The request is based on the delay in conducting experiments due to malfunction of an instrument. We also didn’t find a suitable graduate student to work on the project in the fall semester. Currently, we are continuing working on manufacturing the soft metamaterial and investigating its energy absorption, fatigue, and fracture toughness using the finite element model which is expected to be finished by October 15, 2023. We’ll conduct relevant vibration, energy absorption, fatigue, and fracture toughness experiments of the soft metamaterial to validate the results of the finite element model by December 30, 2023. We’ll develop the computational multisclale model to investigate the electromagnetic response of the soft metamaterial by March 15, 2024. We’ll also conduct relevant experiments to validate the computational model for the electromagnetic response of the soft metamaterial by April 30, 2024. We expect to fulfill all of the objectives of the project by April 30, 2024.
b. Example of remaining goals & objectives from a GSRA project: The student has not been able to finish up the final set of studies for her last paper on this work. Specifically, the student has to complete the final tasks: 1) Quantify gene expression of hASCs cultured on soft hydrogels for statistical comparison to tissue culture controls; 2) Evaluate the influence of varying elasticities by utilizing different hydrogel blends; and 3) Publish data as a Short Communication (draft in the works).
c. Example of a plan to accomplish remaining goals & objects from a HIS project: Plans are underway for a site visit to a NASA facility. To meet our dissemination objective, funds will be allocated for materials and supplies during the project. These items will facilitate the daily operations and management of the HIS program. In addition, funds will be utilized for the printing of posters and hand-outs for the Director, Co-Investigator, and scholars for technical presentations, meetings, and workshops.
5. How much funding remains in the LaSPACE budget and separately in the Cost Share budget. What is your plan to spend down the remaining funding?
a. How much funding have you spent?
b. How much funding remains?
c. Are you behind on spending based on your proposed timeline?
d. Are you on track to spend down the remaining funds?
e. What is your plan to spend the remaining funds?
f. How will this NCE request or major rebudget request enable you to complete the remaining tasks?
i. Example from an REA project: In order to ensure the completion of all tasks and the accumulation of sufficient data for the manuscript, we kindly request an extension of the project deadline to 11/30, 2024. This additional time will enable us to thoroughly execute our project plan and achieve our research objectives. We are committed to delivering high-quality results and believe that the extension will significantly contribute to the success of the project.
Confirmation of LaSPACE Form Submissions
This section is for confirmation of LaSPACE Student Participant Information Forms (if students participated in the supported activity) and for confirmation of LaSPACE NASA Media Release Form submissions.
1. Confirm that all student participants (if any) have submitted a LaSPACE Student Participant Information Form
2. Confirm that all identifiable individuals in your photos shared with LaSPACE have submitted a LaSPACE NASA Media Release Form
Attachments (photos, forms & other supporting materials)
You must provide a LaSPACE Budget Revision Request Form in this upload section for any Progress Reports being submitted in support of a rebudget request, whether or not an NCE has been requested.
For Progress Reports where significant activity is ready to be shared with LaSPACE/NASA, follow these directions explicitly. For projects with no significant highlights to share and no request for a rebudget, leave this section empty.
The following instructions are copied verbatim from the Final Report. Please read the above sentences before proceeding.
One zip file folder upload is required for all Progress Reports. Each folder must contain at least 2 photos (featuring supported participants performing supported activities) and a Word document with comprehensive captions. You are also welcome to upload figures (e.g. the poster you presented at a conference) and other media.
Providing LaSPACE with photos is vital to show our state representatives and NASA leadership visual evidence of the benefits brought to Louisiana via the LA NASA Space Grant and LA NASA EPSCoR Programs. It allows LaSPACE Management to highlight supported work on our social media platforms, write local press releases, and compile information for NASA reports.
· Step 1: Naming your zip file folder
a. Name the folder as follows: Institution – Program Name - Project Lead Last Name – Student Last Name (if direct-funded) - Progress Report Upload Materials
b. Examples:
· Grambling-HIS-Smith-Progress Report Upload Materials
· ULL-GSRA-Ferdowsi-Jones-Progress Report Upload Materials
· Step 2: Adding your photos, figures, and other media
a. Include at least two photos featuring supported participants (including students, faculty, and outreach attendees) performing supported activities. We encourage the submission of additional photos, especially for projects with numerous students.
b. Name photos as follows: Image 1, Image 2, Image 3, and so forth
· JPG and PNG file types are preferred
c. Name figures as follows: Figure 1, Figure 2, Figure 3, and so forth
· JPG, PNG, PDF, and PowerPoint file types are preferred
d. Each file name must correspond to a list of comprehensive captions in Step 3 below
· Step 3: Formatting your Word document
a. This file will contain comprehensive image/figure captions.
b. Name the Word document the same as your zip file folder
c. Comprehensive captions list for uploaded images and figures:
· List out the file names based on how you named them (e.g., Image 1, Image 2) followed by a colon (:) 
· After the colon (:) include a comprehensive caption answering the following questions:
· Who is in the photo? (full names)
· What is happening? What information is the figure imparting?
· Where are the photographed people? Where was the figure shared if it's a poster that was presented? (city, state, conference name, etc.)
· When was the photo taken? (month, date, & year is preferred)
d. Add the completed Word document to your zip file folder
· Step 4: Uploading your zip file folder
a. After preparing your zip file folder, you will select the file from your device and upload it into the upload field later in this section.
b. Note that the zip file folder size limit is 2GB.
c. Zip is the only accepted file format. You will receive an error message after attempting to submit a Progress Report containing non-zip file type uploads.
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