
NCI Cancer Prevention Fellowship Program

Guidelines for Preparing 6-Month and Annual Progress Reports
For progress reports, please include information on your accomplishments over the past reporting period.  For the 6-month Progress Report (due December 1), provide information from May 1 to November 30 and for the Annual Progress Report (due May 1), report from the previous May 1 to the current April, through to the end of the month (i.e., April 30).  
I.  MANUSCRIPTS:  List manuscripts in four sections according to stage of publication: published, in press, submitted, and in process.  If a complete citation is not available (i.e., author list, title, journal name, year published, volume, issue, pages), then provide author names and a working title.  Please indicate if you are a co-first author on a manuscript.
Also provide in separate categories the number of remaining manuscripts to be submitted for publication from your dissertation, MPH thesis, and any other research started before coming into the CPFP.  Please provide approximate dates of submission for these anticipated manuscripts.
II.  ABSTRACTS:  List abstracts submitted for presentation and include the name of the meeting attended.  

III.  OTHER PUBLICATIONS: List any other publications not included above that you contributed to during the reporting period.

IV.  PRESENTATIONS:  List invitations to speak in two sections: those presented at Scientific Meetings  and Other Presentations, including those given as part of your fellowship.  For presentations Scientific Meetings, include author names, title, the name and location of the meeting, whether the presentation was oral or poster, and dates of the presentation or meeting,  For other presentations, include the title of your presentation, the name of the inviting department and institution, the location (city, state), and date.  

V.  INDIVIDUAL PROJECT DESCRIPTIONS:  For the work that you have accomplished over the past reporting period, provide the following items for each project:


1)
A title, the names of your project collaborators and their affiliations  


2)
A brief statement of the project objectives (one sentence)


3)
A brief description of the progress made over the past reporting period.  Include descriptions of manuscripts, presentations, grant applications, patents, royalties, drug trials, and clinical protocols if applicable.  Do not include data or results.
VI.  HONORS AND AWARDS:  Where applicable, please list title of award, name of awarding institution, date awarded, description of award, and title of project submitted.  

VII.  GRANTS:  List any grants that you have submitted or have been awarded.  Indicate the status of the application (e.g., submitted, awarded, not funded).  Provide (1) the title of the grant application, (2) the award mechanism (e.g., IDEA award, Concept award), (3) the funding agency, (4) the amount of funding applied for, (5) your role, and (6) the name of the principal investigator.

VIII.  SERVICE TO CPFP PROGRAM:  Briefly describe your participation in any activities that provide service to the Fellowship Program.  This can include staffing the CPFP booth to meet prospective applicants at a scientific meeting or serving on a CPFP or DCP related committee. (e.g., FELCOM, Scientific Symposium, Preventive Post, CPFP Scientific Education Committee, CPFP booth)

IX.  OTHER ACTIVITIES:  Provide all relevant information for any other noteworthy activities.  This could include but is not limited to the following items:
· scientific meetings attended (include dates of attendance) 
· courses, workshops (include number of days in training for each)

· manuscript review for journals

· teaching

· committee participation
· other professional activities

· “job hunting” activities

X.  FUTURE PLANS AND OTHER NOTES
XI.  SIGNATURES AND COMMENTS FROM PRECEPTORS

Directions for formatting the Progress Report (all fellows):  
 -
Put your last name, first initial and entering year in the top right hand corner of each page, including the first page.  (i.e., “Hursting S, 1999”)
 -
Below your name in the top right hand corner, put the reporting period and current year (i.e., “6-month progress report, 2008”).

 -
Use 12-point font and 1-inch margins and center the page number at the bottom of each page.

 -
Do not use a cover sheet.
Directions for submitting the Progress Report for fellows not pursuing MPH degrees:
 -
Email an electronic copy of the progress report to Tiffany Bates (batest@mail.nih.gov).
 -
As part of the Annual Progress Report, also email an electronic copy of your updated CV to Tiffany.
Additional instructions for MPH fellows: 
 -
Submit academic transcripts to the CPFP office (EPS/150E) as soon as they are available.  If they are not available shortly after the deadline for Progress Reports, please notify the CPFP staff when the transcript will be available.  Fax, email or postal mail is acceptable.
Deadlines:

 -
Annual: May 1

 -
6-month: December 1
Guidelines last updated October 15, 2008.
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