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Narrative Report Form
	Proposal reference number 

assigned to your project/programme by the Trust
	


	Title of project
	


	Full name of lead organisation
	

	Acronym of lead organisation
	


	Main aim of the project
Repeat the one MAIN aim exactly as in the original full project proposal (form C1) agreed with the Trust
	

	In what way has the project made progress in achieving the above aim?

Give a brief summary overview of not more than fifty words
	


	
	Expected Impact

In the column below, list the three points about the expected impact of the project provided in the original full proposal (form C1) agreed with the Trust and attached to the partnership agreement
	Assessment of Actual Impact

In the spaces below, give very brief assessments of how the project has made the expected impact so far, or failed to do so (giving reasons where impact has not been made).

	1
	
	

	2
	
	

	3
	
	


NOTE: All of the above should be no longer than one page as formatted by the Southern Africa Trust. The full completed form C1 should not be longer than seven pages. This form has ten sections, all of which must be completed.
Section One: Organisational Details
Please provide any changes to your organisational details in the spaces below

	
	Details Provided in Original Proposal (Form B1) Agreed with the Trust
	New Details

	Full legal name of lead organisation
	
	

	Acronym
	
	

	Legal status (type of organisation)
	
	

	Registration number
	
	

	VAT registration number

If applicable
	
	

	Physical address

Include country
	
	

	Head office physical address

If different from above
	
	

	Postal address
	
	

	Name of contact person
	
	

	Telephone number

Include country code
	
	

	Fax number

Include country code
	
	

	E-mail address of contact person
	
	

	Website address
	
	

	Bank account name
	
	

	Bank account number
	
	

	Type of bank account
	
	

	Full name of bank
	
	

	Bank branch name
	
	

	Bank branch code
	
	

	Bank branch address
	
	

	Bank SWIFT code
	
	

	Names of all bank account signatories
	
	

	Designations of all bank account signatories
	
	


Section Two: Organisational Risk Indicators
In relation to the period for which you are reporting, give details in response to the questions below. All the questions must be answered. This information will be used to assess the particular situation and needs of the partner organisation for special support so as to avert potential threats to the project.
	
	
	In the space below, answer YES or NO. If you answer YES, give a brief explanation and details where necessary.

	1
	Have any of your staff been dismissed or asked to resign for misconduct?
	

	2
	How many staff have left the organisation?
	

	3
	Total number of staff in the organisation
	

	4
	How many months ago did you last have an independent financial audit?
	

	5
	Which members of your board of directors or governance structure have resigned? Why?
	

	6
	How many times has your board or governance structure met in this period?
	

	7
	Have any donors withdrawn funding commitments or cancelled grant agreements with you? Why?
	

	8
	Have any legal cases been filed against you? Why? What was the outcome of the case?
	

	9
	Are you owing any tax arrears? Why? 
	

	10
	Has the operational head of the organisation undergone a performance appraisal in the past twelve months?
	


Section Three: Objectives & Target Groups

In column A of the table below, list the THREE main objectives and related target groups exactly as in the original full project proposal agreed with the Trust (form B1 attached to the partnership agreement). Then, in column C, provide a brief assessment of the extent to which the project has made progress in achieving the objectives in relation to the relevant target groups. If the project has not made progress in achieving an objective, say so, giving reasons and explaining what plans are in place to change that situation. Indicate if you think that the project will not meet any objective by the termination date of the partnership agreement. The completed table should not be longer than half a page.
	No.
	A: Objective Provided in Original Proposal (Form B1) Agreed with the Trust
	B: Target Groups Provided in Original Proposal (Form B1) Agreed with the Trust
	C: Assessment

	1
	
	
	

	2
	
	
	

	3
	
	
	


Section Four: Results

In the “result” column in the table below, list the three result areas exactly as in section six of the original full proposal agreed with the Trust and attached to the partnership agreement. Then, in the column on the right, very briefly explain how the project has produced or failed to produce these results during the period for which you are reporting.

	Result 
No.
	Result Provided in Original Proposal (Form B1) Agreed with the Trust
	How have these results been achieved so far?

	1
	
	

	2
	
	

	3
	
	


Section Five: Strategic Learning
In the spaces below, summarise one or two or three new intended or unintended insights, lessons, trends, concepts, or other strategic knowledge related to doing policy work to overcome poverty in the southern Africa region that you have gained as a result of undertaking this project or programme and that you think is important for developing more effective policies to overcome poverty. Be as concise as possible.
	No.
	Learning

	1
	

	2
	

	3
	


Section Six: Implementation
In columns 1 and 2 in the table below, fill in the months and activities exactly as in the original full proposal (form B1) agreed with the Trust and attached to the partnership agreement. Then, in section A of columns 3, 4, and 5, fill in the outputs, performance indicators, and costing for each activity exactly as in the original full proposal (form B1). Then, in section B of columns 3, 4, and 5, indicate whether the expectations in the A sections have been met or not, giving reasons if they have not been met. You should attach some evidence (e.g. copies of publications) to show where expectations have been met. Be as concise as possible. The completed table must not be longer than two pages.
	1

Month
	2

Activity
	3. Product or Output


	4. Performance Indicator
	5. Costing (USD)

	
	
	A

As in the original proposal agreed with the Trust
	B

Indicate whether the output has been delivered or not. If not, give reasons.
	A

As in the original proposal agreed with the Trust
	B

Indicate whether the indicator has been met or not. If not, give reasons.
	A

As in the original proposal agreed with the Trust
	B

Actual costing. Explain any variance from the original cost estimate.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Section Seven: Milestones
In the left column of the table below, fill in the relevant milestones for the current year in which you are reporting, exactly as you provided them in form B2 agreed with the Trust as part of the original full proposal and attached to the partnership agreement. Then, in the 1st, 2nd, 3rd, and 4th quarter columns, indicate in column A the costing for reaching the milestone in US Dollars exactly as you provided it in the original proposal (B2) and indicate in column B whether the milestone has been reached in the expected period or not. If a milestone has not been reached in the period expected, indicate in which quarter of the current year it will be reached at the same financial cost.
	Milestones
	1st Quarter

April – June
	2nd Quarter

July – September
	3rd Quarter

October – December
	4th Quarter

January - March

	
	A

Original Costing
	B

Reached or not? If not, move to another quarter
	A

Original Costing
	B

Reached or not? If not, move to another quarter
	A

Original Costing
	B
Reached or not?

If not move to another quarter
	A
Original Costing
	B
Reached or not? If not, move to another quarter

	Milestone 1: (specify in one line)
	
	
	
	
	
	
	
	

	Milestone 2: (specify in one line)
	
	
	
	
	
	
	
	

	Milestone 3: (specify in one line)
	
	
	
	
	
	
	
	

	Milestone 4: (specify in one line)
	
	
	
	
	
	
	
	

	Milestone 5  (specify in one line)
	
	
	
	
	
	
	
	

	Milestone 6: (specify in one line)
	
	
	
	
	
	
	
	

	Milestone 7: (specify in one line)
	
	
	
	
	
	
	
	

	Milestone 8: (specify in one line)
	
	
	
	
	
	
	
	


In the space below, explain why any milestones were not reached in the period in which they were expected to be reached and what your plans are to reach the milestone in the next period. Note that the achievement of milestones is one way in which we assess the progress of your project and your project’s justification of expenditure in the period for which you are reporting. Your explanation for not meeting any milestones may affect our assessment of whether the project requires the amount of funds requested for the next period or not.
	


Section Eight: Contribution to Deeper & Wider Engagement in Policy Dialogue with a Regional Impact on Poverty

In relation to your work to overcome poverty, answer the questions below for the period in which you are reporting in the spaces provided.
	
	
	In the space below, answer YES or NO. If you answer YES, give a very brief description of what you did, naming particular organisations or individuals and giving dates.

	1
	Have you developed any evidence-based policy positions or objectives in this period?
	

	2
	Have you linked up with any popular-based organisations that can be said to represent voices of the poor?
	

	3
	Have you engaged with any civil society organisation that you have not worked with before?
	

	4
	Have you engaged in policy work with any organisation in a similar sector as yours in another southern Africa country?
	

	5
	Have you engaged in policy dialogue with any parliamentarians or government officials?
	

	6
	Have you engaged with any private business institutions on policy issues?
	

	7
	Have you participated in any policy dialogue processes with civil society organisations AND government officials AND business representatives together?
	


Section Nine: Checklist

Before signing and sending this report form, please check that your report is complete as follows:

This report form is no longer than seven pages


The report is typed (not hand-written) in English or Portuguese or French
The financial report is completed in the required format (C2) and attached


The request for a cash advance form (C3) is completed and attached

A copy of the audited financial statement is attached if a period of more than 12 months has passed since the Trust has been contributing to the project
NOTE: All reports must be submitted in a sealed envelope addressed to the Trust contact person identified in the partnership agreement or to the Grants Manager, Southern Africa Trust. The outside of the envelope must reflect the name and return address of the applicant and the project/programme reference number. Applications must be sent by registered mail, courier, or hand-delivered. No faxes or e-mails will be accepted.
Section Ten: Declaration

I, the undersigned, being the person responsible in the applicant organisation or lead organisation for the project/programme, certify that, to the best of my knowledge, the information given in this report is correct.
Name:

[add name]

Designation:
[add position]

Signature:
_____________________________

Date:

DD/MM/YYYY

Place:

[add town and country]
NOTE: When completed, this entire report form should not be more than seven pages long. Proposals that are longer than seven pages will be returned to you to be revised according to the requirements. Reports in any other format will not be accepted.
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