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HRF Narrative Final Report Format
Text in black designated to sections to be filled in and questions to be responded to by applicant.

Text in grey and provides guidance on answering the questions in the section

	1. General Information

	

	Project Title
	

	

	Contact Details:

	Name of focal point:
	

	Name of Organisation:
	Implementing organization (identify partners, if applicable)

	Address:
	

	Telephone:
	

	Fax:
	

	Email:
	


	2. Project Overview

	Use this section to very briefly outline the project as originally planned under the following headings:

2.1 Problem Analysis (Outline the urgent need the project sought to address. (3-4 sentences max))
2.2 Project Objective (as stated in Section 5 of the proposal) 

2.3 Project Description (briefly describe how the project will address the urgent needs identified (3-4 sentences max))
2.4 Expected Outputs and Outcomes (as stated in section 6.3 and 6.4 of the proposal)



	3. Project performance

	Use this section to describe how the project actually performed against what was planned under the following headings:

3.1 Activities 

Include a table on planned activities against accomplishments, and justifications for major variations.

Example

Planned activities

Completed activities

Justification for differences

3.2 Project outputs

· Describe the output achieved for each activity (or set of activities) implemented.
· Measure against the identified indicators in the proposal and logframe.
3.3 Outcome/Result

· Describe the consequences or the short to medium term effects of implementing the project.

· What indicates this change? How was the change measured?

3.4 Explain any variations between planned outputs and outcomes (as outlined in the proposal) and those actually achieved.



	4. Coordination

	Use this section to describe the coordination which took place with beneficiaries, local partners, cluster leads, local authorities etc.

4.1 Beneficiaries

Describe how the community was involved throughout the cycle of the project, including: 
· How were they involved in project planning? 
· How were they kept informed of project progress and results?
4.2 Local partners (if applicable)  
Describe how the local NGO or CBO was involved in the planning stage, the implementation of the project; project monitoring and evaluation.

4.3 Cluster
Describe how the project was coordinated with the cluster lead. 
· How they were involved in planning the project? 
· Was the cluster consulted and kept informed during the project implementation? 

4.4 Other humanitarian agencies and local authorities

Describe how the project was coordinated with local authorities and humanitarian agencies operative in the project locations.



	5. Cross-cutting Issues

	Use this section to describe how cross-cutting issues were addressed in the planning, implementation and monitoring of the project.

5.1 Gender Equality

· Describe how the problem impacted on men, women, boys and girls differently.

· Describe how project implementation addressed the different needs of men, women, boys and girls.

· Describe the outcome or effects of the project in relation to men, women, boys and girls.

5.2 People with disabilities

· Describe how the problem impacted on people with disabilities differently.

· Describe how the project addressed these different needs.

· Describe the outcome or effects in relation to people with disabilities.
5.3 Environment (if applicable)
· Describe the impact the problem had on the environment.
· Describe how the project implementation addressed this impact.

· Describe the outcome or effects in relation to the environment.



	6. Challenges and Lessons Learnt

	6.1 Challenges and constraints
· What challenges were faced in planning, implementing and monitoring the project?

· What unexpected challenges or constraints were encountered in implementing the project and what effect did they have?

· How did the agency overcome challenges faced?
6.2 Lessons learned
· What did the agency learn from implementing the project which could inform their work or the work of other agencies in the future?



	7. Financial status

	7.1 Final expenditure against the budget.

· Provide an explanation for variations which occur against the budget.
7.2 Final instalment of funding due from HRF
· The total expenditure on HRF budget less the first instalment of HRF funding.



	8. Evaluation Reports

	Provide a brief overview of the content of any evaluations commissioned or conducted in relation to the project and attach a copy of the report in the final submission of documents.
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