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Executive Summary 
[bookmark: _Hlk345243404][bookmark: OLE_LINK83][bookmark: OLE_LINK9][bookmark: OLE_LINK10][bookmark: OLE_LINK16][bookmark: OLE_LINK6][bookmark: OLE_LINK7][bookmark: OLE_LINK8]Briefly summarize the key points covered in the project completion report, including the background, initiation and implementation of the project, highlighting the results, especially the achievements and impacts. Follow-up after the project may be included if activities are already planned.
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[bookmark: _Toc346722622][bookmark: _Toc383157420]1. BACKGROUND AND INTRODUCTION
This session looks at original design of the project, including the context in which the project was proposed and what have been intended to achieve at the end of the project, and the strategy of the project design. Details could be copied from approved project document. Usually, following 3 aspects are required. Please insert a project map here, if any.

[bookmark: _Toc383157421]1.1 Project context
[bookmark: _Toc383157422]1.2 Project goal(s) and objectives 
[bookmark: _Toc383157423]1.3 Project expected outputs and outcomes
[bookmark: _Toc346722623][bookmark: _Toc383157424]2. PROJECT IMPLEMENTATION  
[bookmark: _Toc383157425]2.1 Project schedule and implementation arrangements  

This part requires a presentation of how project activities (esp. milestone/key activities) were scheduled and how well the schedule was implemented. Describe major changes, particularly approved project revisions (that change or impact project scope) against the approved work schedule(s), and the results accordingly. Any risks and assumptions that occurred during project implementation and responding actions. Details need to be filled out in Annex A.
  
[bookmark: _Toc383157426]2.2 Project resources and costs 

This part looks at how financial and in-kind resources have been integrated (fund sources), planned (budgets), managed (strict execution of transparent policy and procedures for procurement, employment, lease and other expenses assuring audit over the project), and actually used for the project. Obvious cost variance by 10% or more by category against approved project budgets shall be explained and EA is required to present project financial details as listed by Annex B.

[bookmark: _Toc383157427]2.3 Procurement and consultant recruitment 

Describe goods purchased and service contracted under approved work plans, presenting if they are directly and only used by the Project and contributed to the achievement of project goals and objectives. A detailed list of purchased assets and contracting information as annex are required;

Present local and international consultant(s) hired to fulfill specific tasks and functions for the project, especially in terms of project design, monitoring and evaluation and output editing, auditing, legal consultation, attach list of work done by consultants and actual outputs.  
[bookmark: _Toc383157428]2.4 Monitoring & evaluation and reporting 

Describe if regular monitoring and evaluation (internal and external led by APFNet) were conducted to make sure project implementation is on track and in the direction of achieving project objectives. Present M&E findings, recommendations and suggestions, and how actions were taken in response;

Describe if project progress and issues have been updated and shared among project team and stakeholders, including APFNet with high-quality reports and materials. 

[bookmark: _Toc383157429]2.5 Dissemination and knowledge sharing 

Describe activities/ events organized and participated on local or international occasions to share and outreach the project deliverables, audiences and their response, and results.
[bookmark: _Toc346722624][bookmark: _Toc383157430]3. PROJECT PARTNERES’ PERFORMANCE 
[bookmark: _Toc375744802][bookmark: _Toc383157431]3.1 Performance of Supervisory Agency (if any)
Describe how and to which degree SA has fulfilled its responsibilities of supervising and supporting the project in terms of policy and administration backup
[bookmark: _Toc383157432]3.2 Performance of Executing Agency 
Describe the main responsibilities and tasks of the Executing Agency (EA), how and to which degree EA has fulfilled its responsibilities and tasks to implement, manage and disseminate the project. 
[bookmark: _Toc383157433]3.3 Performance of Implementing Agency (if any), consultants (technical assistants), contractors, and suppliers 
Describe the main responsibilities and tasks of these project partners, how and to which degree they have fulfilled the responsibilities and tasks. 
[bookmark: _Toc383157434]3.4 Performance of APFNet
Assess if APFNet has provided: 1) timely support and clear guidance for project planning, implementation and management, 2) timely disbursement of project grant, 3) effective communication with project executing agency and partners in proper facilitation in undertaking project activities and project dissemination, 4) external M&Es during the project implementation and shared swift feedbacks accordingly.
[bookmark: _Toc346722625][bookmark: _Toc383157435]4. PROJECT PERFORMANCE
[bookmark: _Toc383157436]4.1 Project achievements
Present results, outputs and outcomes achieved by the project, and describe to what degree or how well the project goals and objectives, are met. 
[bookmark: _Toc383157437]4.2 Project Impacts 
Describe the project social, economic and environmental impacts, especially to the change of forestry sector policies, strategies, planning in the project implementation economies and the change of public behavior/practice in forest management. Who benefited from the project implementation, what is changed due to the implementation of the Project. 
[bookmark: _Toc383157438]4.3 Sustainability 
Sustainability requires a description of in what aspects of the project will sustain to deliver the project benefits or impacts after the end of the project, if any follow up activity is planned.
[bookmark: _Toc383157439]5. CONCLUSION, LESSONS LEARNED AND RECOMMENDATIONS
[bookmark: _Toc383157440]5.1 Conclusion
Draw the conclusion with the listed wealth of information on whether the project activities have been fully completed, output/objectives/goal(s) achieved as expected and planned. Give an objective self-assessment on the implementation during project timeframe.
[bookmark: _Toc340219621][bookmark: _Toc383157441]5.2 Lessons learned and recommendations
[bookmark: OLE_LINK32][bookmark: OLE_LINK33]Summarize lessons learnt from and issues arose during the project design, planning, implementation and management, and provide specific recommendations to enhance project development and implementation effectiveness in terms of technical, financial, administrative and information dissemination aspects, and on how to apply the experience and lessons learnt from this project to similar ones in adjacent areas.


	


[bookmark: _Toc383157442]Annexes

A. Project Implementation status
B. Financial statement(including balance sheet, source and use of Funds statement, and expenditure details) by both category and activity
C. Project audit report 
D. Project outputs, such as technical reports, key project documents (workshops, field visits, technical visits, trainings etc.), publications, brochures, webpages, etc. 
E. 2-3 Feature stories from the project for promotion
F. Photos, media cliffs and other materials used/available for project outreach
































[bookmark: _Toc383157443]Annex A Implementation status (scheduled versus actual)

	Project Objective/Outputs/Activities
(in line with PD/AWPs)
	Indicators
(in line with PD/AWPs)
	Baseline of activities 
	Progress made
(%completion of activities and degree of output/objective achievement)
	
Appraisal time
	
Actual time

	Objective 1
	
	
	
	
	

	Output 1: Community nursery established
	One nursery sizing 10*8 will be established in each site
	
	Two nurseries and affiliated facilities were established, and more seedlings were produced than expected.
	
	

	Activity 1.1
	
	
	
	
	

	Objective 2
	
	
	
	
	

	Output2
	
	
	
	
	

	Activity 2.1
	
	
	
	
	



[bookmark: _Toc383157444]Annex B(1) Details of project cost by category
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Expenses
(USD)
	APFNet Grant
	Counterpart Fund

	
	Anticipated
[bookmark: OLE_LINK36][bookmark: OLE_LINK37][bookmark: OLE_LINK53][bookmark: OLE_LINK54]A1
	Actual
[bookmark: OLE_LINK59][bookmark: OLE_LINK60]B1
	Variance
[bookmark: OLE_LINK63][bookmark: OLE_LINK64]C1(A1-B1)
	Variance rate
[bookmark: OLE_LINK67][bookmark: OLE_LINK68][bookmark: OLE_LINK69]D1(C1/A1*100%)
	Anticipated
A2
	Actual
B2
	Variance
C2(A2-B2)
	Variance rate
D2(C2/A2*100%)

	Project staff cost
(salary and allowance for project staff and management personnel)
	
	
	
	
	
	
	
	

	Subtotal 
	
	
	
	
	
	
	
	

	Consultancy cost 
(local and international consultants’ cost)
	
	
	
	
	　
	　
	
	

	subtotal
	
	
	
	
	
	
	
	

	Travel and related cost 
[bookmark: OLE_LINK28](air fare, local travel, per-diem and etc)
	
	
	
	
	　
	　
	
	

	Meeting and training cost
(venue, facility, hospitality, speakers/experts’ fees , participants accommodation, meeting material, etc) 
	
	
	
	
	　
	　
	
	

	Field activities cost
	
	
	
	
	　
	　
	
	

	Publication &Dissemination cost
(formulation, editing, publishing of articles, reports, books and information products and organization of outreach activities, media activities)
	
	
	
	
	　
	　
	
	

	Office Operation cost
( project administrative management fee and administrative staff cost, lease/rental of office premises, office and facility maintenance, etc)
	
	
	
	
	　
	　
	
	

	[bookmark: OLE_LINK29][bookmark: OLE_LINK30][bookmark: OLE_LINK31]Procurement 
(purchase of vehicles, equipment, facilities etc)
	
	
	
	
	　
	　
	
	

	Monitoring, evaluation and audit cost
	
	
	
	
	　
	　
	
	

	Miscellaneous
	
	
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	
	
	

	TOTAL 
	
	
	
	
	　
	　
	
	








Project Completion Report Instruction: 
1. A project completion report is intended to comprehensively summarize and present an APFNet-funded project from beginning of project design to the end of implementation, covering main technical, administrative and financial aspects of the project. At the same time, the report serves as self-assessing tool for the project executing agency to present how well the project has been implemented and benefited target groups (achievement and impacts).
2. Project completion report is prepared by the project director on behalf of Executing Agency (EA), and is submitted within 45 days since project completion date, to APFNet with signatures of both project director and project steering committee chair. 
3. Please delete all the instructions or change the instructions into sub-titles so as to make the report more readable.
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