Project Report


Project Title: Name of the project – in accordance with agreed project document, terms of reference and/or work plan

Time Period Covered by Report: State the time period the report concerns in the format DD month YYYY – DD month YYYY

Submitted by: State the name of your organisation/institution

Date of Submission: Write the DD month YYYY when the report is submitted

General Information on Project


Objective/s

As stated in the agreed project document, terms of reference and/or project work plan

Components/Activities

Provide listing according to what has been stated in the agreed project document, terms of reference and/or project work plan

Project Period

State total project period if different from reporting period

Total Project Budget

If applicable, state total project budget if different from during reporting period

Budget during Reporting Period

State the total amount of funds to be received by your organisation/institutions from RWI according to the agreed budget for the project

Executive Summary


[Briefly state main activities carried out during the reporting period and key results (one paragraph). State the total cost of activities carried out during the reporting period and account for, if applicable, significant divergences from budgeted costs in terms of actual costs incurred, and provide a brief explanation of why this occurred. Furthermore, state the two or three main lessons learned from the project and its activities. This section should in total not exceed one page.]

i

1. Activities implemented during the Reporting Period


[List, with bullet points, the activities that have been undertaken during the reporting period. Relate, if possible and applicable, the activities undertaken to work plans developed under the project e.g. “Activity 1 of the project work plan has not commenced/postponed/is in progress/is completed”. Each bullet point shall only provide a brief account of the activity carried out describing the most important points (main purpose of activity, target group – quantified if possible, duration, location, etc) as well as deviations from what was planned. Refer to annexes for further information and documentation on activities.]

2. Results Achievement


[This section shall discuss and analyse achievement of expected outputs (results as a direct consequence of the completion – rather than the conduct – of activities) and outcomes (the consequence of the achievement of outputs) of the project.

The following format can serve as guidance for the information to be included in this section:

Results achievement at output level

	Expected outputs of
	Listing in accordance with what has been stated in the agreed project

	the project
	document, terms of reference and/or project work plan

	
	

	Output indicators
	Listing in accordance with what has been stated in the agreed project

	
	document, terms of reference and/or project work plan

	
	


Analyse the achievement of results at output level. Has the project led to the output/s expected (compared to the output/s stated in the agreed project document, terms of reference and/or project work plan, and with reference to the output indicators)?

Results achievement at outcome level

Relate, if possible, the analysis of achievement of the outputs of the project to the achievement of the project outcome/s (as stated in the agreed project document, terms of reference and/or project work plan), with reference to the outcome indicators (listed in the agreed project document, terms of reference and/or project work plan)? Often many outputs and a longer period of implementation are necessary for an outcome to be achieved, so it might not be possible for the outcome/s to be considered achieved during the reporting period.

Accordingly, in all cases, state what the project actually has achieved in terms of results in relation to the above-mentioned expected results and reasons for possible discrepancies with reference to existing or established indicators. State also possible unintended effects and results. If possible, assess the impact of problems/risks on the attainment of results, and of strategies to deal with problems/risks.]
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3. Implementation Issues


[List the three main challenges (at most, if any) experienced during implementation of the project activities and propose ways of dealing with them in similar future activities. Note any steps already taken to solve the problems.]

1. [Implementation issue/problem/challenge] – Brief explanation of issue.
2. [Implementation issue/problem/challenge] – Brief explanation of issue.
3. [Implementation issue/problem/challenge] – Brief explanation of issue.
4. Methodology


[List, using bullet points, important methods used under the project and its activities to achieve expected results and for the implementation of activities. Try to analyse the effectiveness of these methods. Try to exemplify and be specific why a certain method was successful or unsuccessful.

· Method brief explanation.
· Method brief explanation.
· Etc]
5. Management Arrangements


[Present your perspective on the partnership with RWI, what were the more successful aspects and what were the possible problems/challenges? Did the cooperation in any way enhance your capacity (individually in the organisation or of the organisation as such)? Also, how do you feel this cooperation made use of/benefitted from your comparative strengths, expertise and competencies specifically relevant for the project? Briefly also describe any coordination that has taken place with other actors involved in the same field in relation to the implementation of the project/activities.]

6. Gender Perspectives and Other Prioritised Issues


[Briefly analyse how issues of gender equality were treated under the project and in activities. Were there any other relevant context-specific issues (e.g. relating to conflict prevention, HIV/AIDS, etc) that were dealt with in any way under the project and in activities.]

7. Resources used during the Reporting Period
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[Account for the total costs of activities carried out and the possible remaining balance. If there are significant divergences from budgeted costs in terms of actual costs incurred, describe these and provide a brief explanation of why this occurred. Try to assess the relationship between resources/costs used and results. Could budgetary means and resources have been used in more effective/other ways to achieve the same results? The financial (and audit) report for the project should be attached to provide further information on details regarding this matters.]

8. Lessons Learned


[Describe briefly key lessons learned in relation to the assessment of results/performance during the reporting period and/or that are foreseen to contribute to the achievement of future expected results. The lessons learned can relate both to more practical planning and implementation issues as well as matters concerning achievement of expected results. The main purpose of stating the lessons learned is to establish what could be done better or replicated for future similar projects/activities in order to facilitate implementation and/or achieve expected results.]

“The following are the key lessons learned during the reporting period:

1.  Lesson Learned

Brief explanation of relevance and implications of lesson learned

2.  Lesson Learned

Brief explanation of relevance and implications of lesson learned

3.  Etc”
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ANNEXES

List of Annexes


Annex 1
Financial report

Annex 2
Audit report

Annex 3

Annex 4

Annex 5

Annex 6

