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CHILD DEVELOPMENT PROGRAMME

REPORT FORM

This is the form for partner organisations to report on projects supported by the Saïd Foundation.  Please give sufficient detail but keep the report as brief and clear as possible.  Do not hesitate to contact the Foundation’s Child Development Programme Officer if you have any questions about the form.

When you have filled out the form please return it during the month stipulated in the agreement between your organisation and the Foundation to the address below accompanied by 

· the project accounts with receipts and, where possible, your organisation’s accounts for the most recent financial year;

· photographs of the project or its beneficiaries (please state whether we can include these in our publications and to whom they should be credited);

· any published materials on your organisation that mention the Foundation or the supported project; 

· any additional information about the project or the problem it addresses which you think may be useful. 

Send the completed form and enclosures to: 

Child Development Programme Officer

Saïd Foundation

4th Floor

54 Bartholomew Close

London EC1A 7HP
United Kingdom

Fax: 00 44 20 7726 6837
Email: projects@saidfoundation.org

I confirm that, to the best of my knowledge, the information in this report is correct and complete. 

	Name:



	Date:



	Title: 



	Signature:




PROJECT SUMMARY NOTE

Implementing organisation: ___________________________________________

Title of project: _____________________________________________________

Location of project: __________________________________________________

Funding received from the Foundation over reporting period: __________________

Agreed total period of funding from _________________ to ___________________

Report for the period from _______________________ to ____________________

Project manager: _____________________________

Contact person: ______________________________

If there have been any changes in your address, telephone and fax numbers or email address, indicate these below.

Postal / visiting address: 

Telephone number(s):

Fax number(s):

Email address:

Website (if available):

GENERAL INFORMATION

1. What have been the main changes/developments (social/political/economic) in your country/area over the reporting period?

2. What major changes or developments have taken place in your organisation over the reporting period?  (e.g. staff turnover, major staff capacity building initiatives, new trustees, new major projects and/or initiatives launched by the organisation, etc).

3. In brief, what have been the main achievements of the project during the reporting period?

4. What have been the main obstacles faced during the reporting period?  What have you done to overcome them?

5. Describe in no more than 30 words what difference the Foundation’s donation has made to the project and its beneficiaries/participants.

6. How have you found your cooperation with the Foundation so far?  How could we improve cooperation and contacts with organisations we support?

DETAILED PROJECT INFORMAITON

1. Please note in the table below the aims and activities you proposed to the Foundation in your original project proposal.  For each aim and activity give the results you have achieved and how you have measured them.  Please provide additional information or attachments where necessary and include qualitative as well as quantitative results.  If an activity or aim was amended, added or cancelled, please give explanations here.

	Project aim/activity
	Result
	Method of evaluation

	Example: Offered regular computer classes to children in order to improve their IT skills
	1. Quantitative result: 75 children, aged 13-17, were trained on computer skills.  60% of them acquired advanced computer proficiency.

2. Qualitative result: Children showed more confidence in using computers at school
	1.  The trainers maintained the enrolment records and carried out quarterly assessments of the children’s progress
2. The trainers met with the schoolteachers

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2. What were the main lessons learned from the project

3. How did you choose and invite beneficiaries of the project?

4. Please indicate below the number of people the project has reached throughout the reporting period.

Explanatory notes:

Direct beneficiaries are the people for whom the project is being undertaken and are usually regularly engaged in the project activities.

Indirect beneficiaries are those who, whilst not actively targeted by or taking part in the project, derive some benefit from it.

	Direct beneficiaries
	Number
	Indirect beneficiaries
	Number

	Overall number of children/ young people (ages 0-18):
	
	Overall number of children/ young people (ages 0-18):
	

	- Number of boys (0-18):
	
	- Number of boys (0-18):
	

	- Number of girls (0-18):


	
	- Number of girls (0-18):
	

	Number of adults:
	
	Number of adults:
	


In a few words, please explain:

a) who were the indirect young beneficiaries (e.g. children from other organisations) and in what way/s have they benefited?

b) who were the indirect adult beneficiaries (e.g. parents, teachers) and in what way/s have they benefited?

5. If this is not a project targeted at children with disabilities, how did you encourage their participation in your project and how many children with disabilities took part as a result?

6. Were the project beneficiaries/participants involved in project planning, implementation or evaluation?  If yes, give examples.

7. What cooperation have you had with other local or international organisations running similar projects in the country/region?

8. Please give a case study of at least one project beneficiary/participant demonstrating the difference the project has made to them.  You do not need to give his/her name or other personal details.

9. Please list the names and job titles of the key project staff including consultants and volunteers.

10.  What have you done to ensure the impact of the project continues after the Foundation’s support ends?

11.  How has the Saïd Foundation been credited for its donation/contribution to the project?

12.  Are there any problems in your or other fields of development work in your country that the Foundation should be aware of or other organisations that you think the Foundation might support?

PROJECT EXPENDITURE

1. Was the money provided by the Saïd Foundation used solely for the purposes of the project as outlined in your agreement with the Saïd Foundation?

2. Please note and explain any major amendments to the original project budget below.

Budget item

Original budget
Amended budget
Reason

3. Please fill out the attached template accurately and in as much detail as possible, showing the expenditure of each individual item for the project as well as the total expenditure of the project per year.  Please attach as many relevant receipts as possible (e.g. for staff wages, purchased items, utility bills etc.).

Project title:

Organisation:

Expenditure period (from-to; include month and year):

Currency:

	Expense item
	Unit cost
	Number of Units
	Total

	I.  Expenses
	
	
	

	A. Office (e.g. stationery, rent, etc)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	B. Materials and equipment (e.g. computers, hearing aides, books, etc)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	C.  Staff salaries (permanent) – list job positions
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	D.  Temporary wages (contractual) – list job positions
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	E.  Staff training
	
	
	

	
	
	
	

	F.  Other (please specify)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total project expenditure:


	
	
	

	II.  Minus income / contributions (specify sources e.g. funding organisation; own-income such as fees, bank interest etc):
	
	
	

	A.  Saïd Foundation donation dated -include month/year:
	
	
	

	B.  
	
	
	

	C.  
	
	
	

	III.  Balance:
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