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Project / Programme
 Interim / Final Report for Humanitarian Measures / Nexus / Triple Nexus / DRR / etc.

Via e-mail to hum.hilfe@ada.gv.at
The blue comments serve as guidance for writing the report. Please delete them once you have filled in the required information. 
Contract number:      /     
Project / Programme
 title:      
Call reference: 

	Contract partner in Austria /
Lead Organisation of the Consortium Austria
	Local project partner(s) – please add further partner(s) if applicable
Consortium Partners if applicable 

	Name:


	Name:



	Address:


	Address:



	Telephone, e-mail:


	Telephone, e-mail:



	Project officer, contact:


	Project officer, contact:




	Country/countries:
	Region/locality:

	Duration:

from: start date of the project / programme
	to: end date of the project / programme

	Reallocation(s): (if applicable) Indicate if and when there has been a budget reallocation.
	Extension of programme until: (if applicable) 

State if ADA has approved any project / programme extension

	Reporting period: (exact dates)
	Date of presentation: Indicate the day of 

report submission, i.e. when you finished writing the report and sent it to ADA


	Financial statement per (date) (euros) 

	Total costs
Project Budget
	Cleared items

Already spent budget that has been approved by ADA (for the first report there is none)
	Submitted for examination

Expenditures submitted to ADA for approval with present report
	Open items

Budget left to be spend, i.e. budget left after the present reporting period


Date, author of report:      
Brief description of project progress
 (max. 1 page)
Please summarise the most important aspects regarding progress of implementation according to the topics below. Please note that you have the chance to elaborate all points in more detail below. 

Summary on

· Project outcome achieved / progress that has been made towards the achievement of the outcome
· Outputs achieved / progress towards outputs 

· Change processes effected

· Target groups, including numbers of direct and indirect beneficiaries, reached to date
· Overview of activities carried out

· Risks / steering measures identified (if applicable) 


Please include a list of abbreviations 

Detailed description of project / programme progress

Narrative Report: For the following points 1-11, please observe the limit of max. 20 pages (excluding photos and annexes)! Please note that progress by indicators according to the LogFrame including activities carried out should be documented in Annex 1.
1. Project / programme outcome achieved / discernible impact 
a) Target groups reached

Direct and indirect beneficiaries reached (summary) – without double counting
· Include information about the project / programme’s effect on the different needs of women, men, boys, girls, and vulnerable people. 

· Include information about how the needs of vulnerable people were assessed, and how their needs were taken into account. 
· How were gender considerations taken into account, and how were they mainstreamed in implementation.

· Please briefly describe your approach to protection. How did you identify risks for affected populations? Which actions did you take to avoid or minimize risks for people?
b) Activities implemented, changes and amendments 
Activities implemented during the reporting period and, if applicable, reasons for deviation from the implementation plan. (summary)

c) Modality of assistance
Please estimate the value of cash, vouchers and / or in-kind assistance transferred

to recipients as well as, if possible, the value of services delivered to recipients.

[value] of cash transferred to recipients

[value] of voucher-based assistance provided to recipients

[value] of in-kind assistance given to recipients

[value] of services delivered to recipients

Explanation of modality choice: Please provide a brief explanation why this modality or mix of modalities was chosen to deliver the best outcomes for the beneficiaries.

d) Participation and Accountability 
Please describe how the project / programme has been designed to maximize accountability toward beneficiaries.
· How have you given affected populations information about the organization and the project / programme? How have you ensured that this information is well-timed and accessible to everybody? 
· Which feedback/complaints mechanisms were in place for affected populations to report cases of mismanagement, misconduct and / or sexual exploitation or abuse?

· What did beneficiaries think about the assistance provided? If possible, quantify beneficiary feedback.
· How were people affected by the crisis (including vulnerable and marginalized groups) involved and consulted in the design and implementation of the project / programme? How did you use their opinions as a guide when you made decisions? Did you have to make changes because of feedback you received? If so, how did you make the changes? Please give some evidence of collecting and using this feedback.
e) Budget spending / Economy 

Explain any underspending, cost overruns or unusually high costs per unit or objective. In which ways did you save money during the implementation of the project / programme (if applicable)? Where and how could you reduce costs without compromising the quality of your activities (if applicable)?
2. Risk Management

Please note: This should be a narrative description. Please also refer to the risk register (Annex 1) for a detailed update regarding risk management. 

· Did the original risk assessment and the risk management measures (as per project / programme document) prove adequate? 

· What is the status of implementation of the measures? How effective were they?

· Which unintended effects by the project / programme might put at risk the required environmental, gender and social standards (see “Environmental, Gender and Social Impact Management Manual”)? How will these risks be monitored and managed? What is your current risk assessment for project / programme?  
3. Cooperation/networking with…
· Local partner(s): type of partnership, strengths / weaknesses in cooperation, efforts to improve local partners’ capacity or their ability to work on similar projects / programmes in the future, etc.
· Other organisations: synergies, information exchange, etc.
· Local authorities/ministries: policy level coordination, lobbying, etc.
· If applicable: Consortium Approach: outline activities related to management of the consortium, coordination activities, knowledge transfer / exchange, challenges etc.
4. Nexus Approach (if applicable)
Outline which specific contribution the intervention made within the humanitarian-development nexus and / or triple nexus framework and how the intervention complements other initiatives – including linkages to peace efforts, where relevant and feasible – in a meaningful way.
5. Cross-cutting themes (if applicable)
 
· Inclusion of disadvantaged groups such as children, elderly persons, persons with disabilities 
· Gender equality 

· Environmental protection and climate change

· Describe how environmental or climate issues were addressed. What did you do to ensure that the environment was protected and to manage risks to the environment? What environmental guidelines or policies did you follow?

· If the project produced positive outcomes for the environment, for climate sustainability, or better future resilience against natural disasters, write about them here.

· Disaster Risk Reduction

· COVID-19
· Poverty reduction

· Promotion of democracy and human rights
6. Monitoring / learning exercise

· How and by whom have monitoring and / or learning activities (including field monitoring visits, learning exercises or workshops, etc.) been carried out?

· Which learnings were gained from these activities?

7. Evaluation (if applicable)
Please briefly outline progress regarding preparation or carrying out an evaluation, if applicable. If an evaluation has already been carried out, please briefly summarise the main findings. If no evaluation is planned, please delete. 

Please note that within the framework of every programme and project evaluation following ADA Guidelines for Programme and Project Evaluations, the following reports must be submitted to and agreed upon by the ADA Programme and Project Manager: Terms of Reference (ToR), Inception Report (IR), Evaluation Report (ER) and Results Assessment Form (RAF). For structure and content requirements for these reports see ADA Guidelines for Programme and Project Evaluations
 (ADA, 2019:44-53). 
8. Lessons learned and (if applicable) outlook for next reporting period
· Experience from programme implementation
· including on positive contributions within the humanitarian-development nexus and / or triple nexus framework, if applicable 
· including working in consortium, if applicable 

· For interim reports, describe primarily the strongest or weakest parts of the project / programme, or what parts or strategies made the project / programme successful or a failure, and explain what you learned from these. Please also reflect on the lessons learned in relation to the project / programme management, your engagement with local partners, your protection activities, your coordination with beneficiaries, or to others engaged in the situation.

· For final reports, additionally focus on how lessons learned will be applied in future projects or programmes. What are suggestions for improving the design of similar interventions in the future? Based on the experiences or challenges that came up, what will the organization do the same or differently in future similar projects / programmes?

· General advice: frame your answers in terms of what you learned instead of describing what went well or did not go well. 
9. Exit strategy and Sustainability 
· Write about the exit strategy for closing the project / programme and the expected after-effects of the project.

· Focus on the sustainability of the project / programme, or whether and how results or benefits will continue after it ends.

· How did the project / programme contribute to the resilience of communities, or how has it supported local partners’ capacities? (if applicable) 
· If applicable: how will parts of the project / programme continue, or feed into other long-term recovery, rehabilitation or development efforts. 
· Outlook for target groups/ beneficiaries after termination of the programme
10. Visibility and public awareness raising locally and in Austria, other points
Public awareness raising activities carried out in connection with the project / programme 
· List of hyperlinks or annexes 

· Examples: documentation in the form of photographs, newspaper articles, examples for folders, list of conferences (place, date, topic, who attended), TV/Radio broadcast (channel/station, date, topic, etc.)

· Please ensure documentation of the use of the ADA-Logo 
· Short stories of direct beneficiaries (success stories etc.), short videos and photos (resolution 300 dpi or more, including information regarding copyright) will be appreciated. Please ensure to provide relevant information (e.g. name of the person being interviewed, etc.). 

· Please note that these may published on the ADA website, social media channels or elsewhere. 
	
	
	

	Place and date
	
	       Name and legally binding signature


Annexes:

1. Progress Report Logical Framework, Updated Risk Register, etc.

2. Etc. (if applicable, please list accordingly)  
� Please add or delete as applicable 


� Please delete as applicable throughout the document


� The report and any additions should be written in English. Consultation with the unit Civil Society International & Humanitarian Aid (ZGI & HUHI) is required for documents in other languages.


� Any additional information that has not been mentioned in other sections


� �ADDIN CitaviPlaceholder{}�ADA (2020). ADA Guidelines for Programme and Project Evaluations. � 


� HYPERLINK "https://www.entwicklung.at/fileadmin/user_upload/Dokumente/Evaluierung/Evaluierungs_Leitfaeden/Guidelines_for_Programme_and_Project_Evaluations_ADA_2020.pdf" �https://www.entwicklung.at/fileadmin/user_upload/Dokumente/Evaluierung/Evaluierungs_Leitfaeden/Guidelines_for_Programme_and_Project_Evaluations_ADA_2020.pdf� 
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