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Micah Network Standard Reporting Template
When preparing a proposal using this template, you will need to refer to the Micah Network Standard Reporting Guidelines (2006 version) as it requires additional details to be provided. Alongside each heading in the template, you will see the clause reference for the corresponding section of the Guidelines.

Section A
Basic Information (maximum half a page)—Standard Reporting Guidelines Part 3A
	The title of the project/programme
	

	The Supporting Partner project/

programme reference number

(if applicable)
	

	The name of the Implementing

Partner receiving funding
	

	Implementing Partner contact person details:
	

	Name
	

	Role (Job title)
	

	Address
	

	Tel
	

	Fax
	

	E-mail
	

	Website
	

	The name and role of the person approving the report for the Implementing Partner. This person must be duly authorized.
	

	The start date of the project/programme and period covered by the report.
	

	The date of submission of the report.
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Section B
Situation Report (maximum half a page)
—Standard Reporting Guidelines Part 3B
Section C
Project/Programme Achievement (maximum two and a half pages)
—Standard Reporting Guidelines Part 3C
Use one of the following two formats only:

Option A
Use the following format to report against the Annual Work Plan:
	Purpose (from log frame)
	Planned activities
(from the Annual Work Plan)
	Achieved activities
(for the reporting period)
	Outputs
(for the reporting period)

	Purpose 1
	Activity 1
	
	

	
	Activity 2 etc.
	
	

	Purpose 2
	Activity 1
	
	

	
	Activity 2 etc.
	
	


Option B:
Use the following format to report against the Logframe:

Activities
	What was Scheduled
	Indicators
	Progress Made
	Explanatory Narrative

	Activity 1
	
	
	

	Activity 2
	
	
	

	Etc
	
	
	


Outputs
	What was Scheduled
	Indicators
	Progress Made
	Explanatory Narrative

	Output 1
	
	
	

	Output 2
	
	
	

	Etc
	
	
	


Purpose
	What was Scheduled
	Indicator
	Progress Made
	Explanatory Narrative

	Purpose
	
	
	


Goal
	What was Scheduled
	Indicator
	Progress Made
	Explanatory Narrative

	Goal
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Section D
Impact and Sustainability Analysis (maximum two and a half pages, excluding case studies, stories which can go into appendices)—note not required in interim reports
—Standard Reporting Guidelines Part 3D
Section E
Lessons Learnt (maximum one page)
—Standard Reporting Guidelines Part 3E
Section F
Proposed Changes to the Project/Programme (maximum one half page)
—Standard Reporting Guidelines Part 3F
Section G
Application of Conditions/Recommendations (maximum one half page)
—Standard Reporting Guidelines Part 3G
Section H
Any other relevant comments or observations (maximum one half page)
—Standard Reporting Guidelines Part 3H
Section I
Operational/Programme and Capital Costs (maximum one half page)
—Standard Reporting Guidelines Part 4.5
	Operational/Programme
Costs
	Budget for the period
	Actual expense
	Variance
	Variance as
% of budget

	Direct costs
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Indirect Costs
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Operational/ Programme Costs
	
	
	
	

	Capital Costs
	Actual
	Budget for FY
	Variance
	Variance as
% of budget

	
	
	
	
	

	
	
	
	
	

	Total Capital Costs
	
	
	
	

	Grand Total Costs (Operational/ Programme + Capital)
	
	
	
	


For any variance that exceeds 10% of the budget and US $ 500 the reasons for the over- or under-spend must be explained.
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Section J
Format for Income (maximum one half page)
—Standard Reporting Guidelines Part 4.7
	Income
	Budget for the period
	Actual received
	Variance
	Variance as
% of budget

	Brought forward from previous project/

programme
	
	
	
	

	Supporting Partners (please specify)
	
	
	
	

	Other supporting partner A (please specify)
	
	
	
	

	Other supporting partner B (please specify)
	
	
	
	

	Other supporting partner C (please specify)
	
	
	
	

	Government (please specify)
	
	
	
	

	In-kind donations
	
	
	
	

	Income generated by the project/

programme
	
	
	
	

	Local community
	
	
	
	

	Reserves
	
	
	
	

	Other (please specify)
	
	
	
	

	Total Income
	
	
	
	


For any variance that exceeds 10% of the budget and US $ 500, the reasons for the surplus or shortfall in income must be explained in a footnotes, one per budget line.

Section K
End of Year or End of Project/programme Summary Format
(maximum one quarter page)—Standard Reporting Guidelines Part 4.9
	Starting Balance
	
	

	Total Income
	Budget for Year
	Actual

	
	
	

	Total Costs
	Budget for Year
	Actual

	
	
	

	Surplus / Deficit
	
	

	End Balance
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