Narrative Progress and Final Report Format

Mid term report shall be submitted latest by second week of the second  month while final reports can be submitted within two months after completion.

	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 Summary

	

	Organisation:
	

	

	Project Manager:
	

	

	Location of Project
	Governorate/communtiy

	

	Duration:
	

	Start Date:
	

	End Date:
	

	

	Reporting Period:
	

	From:
	

	To:
	

	

	Sector of Intervention:
	Food, Nutrition, Health, NFI, Water and Sanitation, Land and Agriculture, Multi-sectoral, Resettlement

	

	Target Population:
	IDPs, herders…etc

	


2. Project overview

In this section, the target population, area of implementation, sectoral focus, problem statement, project objectives, and measurable indicators should be restated.

Exact locations and activities to be undertaken including start and finish date for the activity in each location.

3. Project performance and overall effect of the project

In this section, project activities, overall out put and effect should be described in light of project objectives and measurable indicators. If project objectives have not been fully met, a detailed explanation is required.

Descriptions and tables on planned activities Vs accomplishments, and justifications for major variations (should include original and revised work plan).

4. Engagement in Coordination Mechanisms, Collaborations with other Major Partners

This section should include coordination with and participation of major partners such as government, community, other implementing agencies etc.

5. Cross-cutting Issues
Consideration for cross cutting issues in the course of implementation like HIV/AIDS, gender, and child protection, etc

6. Challenges and Lessons Learnt

Main lessons learnt and challenges during implementation process (strategies employed, and engagement in coordination mechanisms, collaboration with other major partners, programs, or stake holders)

This section should also include best practices during the implementation process. 
7. Log-frame

This section should include major output and achievements against objectives and indicators. 

8. Financial status

Budget utilization status for the period (Expenditure against plan) based on the original budget line item. 

Justifications for major under budget or over budget expenditures.
9. Evaluation Reports

If the project conducted or commissioned evaluations (such as KAP surveys) or studies of the project, these reports should be attached here.

