Annex 4.

Sample Progress Report Formats

Section I: Sample Sub-Grant Progress Report

Report Number: xx

Report Period: xx (Month) – xx (Month)

Prepared by:




Date:

Reviewed by:




Date:

Content:

i. Narrative Summary

Provide a short summary of progress on outputs and objectives, and major challenges. Do not list activities and problems in detail, but do mention highlights from the period. 

ii. Progress towards set targets (this period’s work plan)

Paste the workplan for the period here. Include an additional column to describe what has been achieved on each activity. Include the following information:

· What was achieved on the activity during the period

· How much has been achieved cumulatively (including previous periods)

· Number of beneficiaries of the activity to date (men/ women/ infants)

· Challenges and reasons for underachievement against targets for the period

( See section II for a suggested alternative quantitative progress report format 

iii. Constraints and solutions

List challenges and reasons for underachievement during the period in more detail, noting planned follow-up. Include unresolved issues from previous reports. 

iv. Work plan for next period

Updated workplan, showing overall activity targets and specific targets for the following period

ATTACHMENTS

i. Financial Expenses Report

Based on CARE Kenya report format
Section II: Sample Quantitative Progress Report 

	No.
	Activity as per project proposal/ Action Plan
	Unit 
	Progress achievements
	Total project target
	Next period target
	Beneficiaries to-date
	Remarks, reasons for under-achievement/ delay 

	
	
	Unit of
meas-ure
	Prev-ious total
	Total this period
	Cumu-lative 
total
	% 
Achiev-ed
	
	
	Adults       (above 14)
	Children (below 14)
	Total
	

	
	
	
	
	
	
	
	
	
	F
	M
	F
	M 
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	5
	4+5=6
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	8
	10
	11
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	13
	14
	15
	16

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Modified from CARE Pakistan format
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