
Southern Documentary Fund

PROGRESS REPORT

Who must file a progress reports—and why? 

Project Directors must file a progress report for each project that is fiscally sponsored by SDF, whether it is in active production or not. Even if your project is complete, if you are still receiving funds through SDF you must file a progress report. The information in progress reports helps SDF remain in compliance with audit requirements and credible with our funders, and helps you keep up with critical aspects of project management.

When are progress reports due?

It is your responsibility to submit a progress report for each project by January 15th and July 15th .

What information needs to be included? 

The following template identifies the information you need to provide SDF. Please provide the most current information about your project in each section.  Progress reports that are submitted with incomplete information will not be accepted. 

1. Submit your progress report to SDF in hard copy format with an original signature. 

2. Submit appropriate budget and supplemental materials with your report

3. SDF will not accept progress reports as email attachments. 

4. Mail your progress reports on time. The January 15th and July 15th deadlines are postmark deadlines. 

Progress reports mailed after the 15th, but before the end of the month, will be accepted with a late penalty fee of $25, check made payable to Southern Documentary Fund. 

On the 1st of the following month, projects that do not have up-to-date Progress Reports will be reviewed by the Board and continued eligibility for fiscal sponsorship will be reconsidered. Projects that do no have up-to-date progress reports filed might be tabled for noncompliance. 

DATE:_____________________

Name of Project: _________________________________________

Section A: Project Status

Check the category that most closely describes your PROJECT STATUS.

	 FORMCHECKBOX 

	Complete: Your project is out there being seen or hope it will be soon

	 FORMCHECKBOX 

	 In-Progress: Regular progress being made

	 FORMCHECKBOX 

	[image: image1.png]


Inactive but In-Progress: Delayed for various reasons but still intend to complete 

	 FORMCHECKBOX 

	Tabled: I've decided not to go forward


*If your project is inactive please explain below in section B

Section B: Narrative Description of Project Status

Based on the way you have described your project in section A, please give a narrative description detailing your progress.

	




Section C: Detailed Accounting of All Project Expenditures to Date  

Each itemized expenditure must correspond to an individual receipt or invoice.  Expenditures must be categorized and subtotaled as closely as possible to the original production budget (as opposed to a chronological check register).  Any significant variances from the original budget will be explained in accompanying budget notes.  Details should include check numbers, expense report dates, etc.  All invoices, receipts, and other financial records must be retained for auditing purposes and made available to the SDF upon request. 


Provide Detailed accounting below OR email an attachment of expenditures along with this progress report.

	



Section D: Estimate of Costs to Completion


	



Section E: Status of Each Grant Administered by the SDF

List each grant that you have received and whether you have submitted the appropriate reporting. If not, when is the reporting due?

	


Section F: Copies of All Status Reports 

Include reports submitted to funders since the preceding progress report and copies of all contracts signed by the Project Director since the preceding progress report (including, but not limited to, crew deal agreements, release forms, and contracts for goods and services). Please provide the information in the space below or email an attachment.

	


Section G: Notification of any reports that the SDF may be required to submit on behalf of the project.

	



Section H: Pending or Anticipated Proposals Listing SDF as Fiscal Sponsor


	


Additional Information:

Please let us know if any of your project or contact information has changed, such as project name, PD physical address, email address. Please explain below.

Please sign below:

_____________________________________________

print name

_____________________________________________

signature 


