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PROJECT PROGRESS REPORT 

[Project Title]

[REPORTING PERIOD]






[Executing Agency]


[Date of submission]


Basic Information
	Project Title(ID)
	

	Supervisory agency
(if any)
	

	Executing agency
	

	Implementing agency(s)
(if any)
	

	Project Director: 
Tel:　　　　　　　Fax: 　　　　　　　　Email: 

	Reporting Period: [mm/yy to mm/yy ], Project Year        □MYR/□APR

	APFNet total grant(USD):

	APFNet Grant for the Project Year (USD):

	Cumulative expenditure (USD) and expenditure rate for the Year (%)

	Project Progress Summary 

Briefly summarize the reporting period in term of project implementation, resource utilization, and progress against approved AWP1; to what degree the yearly targets and the project goal(s) and objectives have been achieved. Point out issues emerged and solutions already conducted or planned for remaining project period. 






















	Prepared and Submitted by 









Project Director signature   
Date
	Reviewed and Endorsed by









Project Steering Committee Chair signature 
Date
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Abbreviation and Acronyms

Table of contents 









PPR Instructions: 

1. PPR can be applied to cover periodical progress in the middle of a project year as Mid-Year Report or at the end of each project year as Annual progress report

2. Submission of MYR requires signature of Project Director’s, within 20days since the end of reporting period. 

3. The Annual Progress Report (APR) is prepared for every project year, to present status of project implementation and management against intended results (what), strategies (how), timeframe (when), implementing partners (who) and budgets for the planned project year set in the annual project work plan, reflecting achievements and lessons learned of the preceding year as the basis to plan for next project year.

4. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]APR is prepared by the Project Director on behalf of Executing Agency (EA), and is submitted to APFNet via Project Steering Committee review and endorsement. Narration should be precise, and appendix should follow the format and instructive notes. Signatures of both Project Director and Project Steering Committee Chair are required to prove AWP is agreed among project team, supervisory body and main stakeholders, and comments on previous project progress among project partners are incorporated. 

5. [bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: OLE_LINK5][bookmark: OLE_LINK6]AWP shall be submitted within 30 days since the ending of the report period, and earlier submission is encouraged. The APFNet will review the document, as applicable for according project grants transfers for following project year. 

6. Please follow the instructive description in blue when completing and submitting the document. Delete all the instructions in blue when submitting the report. 


1. Project overview 
· Introduce the project, including goal(s) and objectives. 
· Brief progress achieved for the previous project year if the report is to cover PY2 or 3.
· Present interned results set for the project year in the approved annual work plan.
2. Implementation progress, achievements and impacts
· Describe the status of activities implementation planned for the reporting period, any change against approved annual work plan; 
· Highlight what has been achieved toward meeting project goals and objectives BY COMPONENT/EXPECTED OUTPUT, and what impacts have been gained for the project location and broader scale. 
1) Component/Expected output 1
2) Component/Expected output 2
3. Challenges, issues and project responses
· What challenges and issues were encountered during the reporting period and what was done to respond, and consequent results and impacts
4. Project management 
· project team: staff and consultant recruitment and management, goods and services purchased and maintained, capacity strengthening for project management and implementation, and project administration 
· Communication and reporting: how effectively and efficiently the main project stakeholders communicate and update project progress and issues during the reporting period.
· Monitoring and evaluation: what was done to monitor implementation on track and evaluate project progress, results and impact as intended. 
· Sharing, networking and dissemination: what was done to share the project results, achievements and knowledge products among project partners and to broader audience.
5. Budget and financial management
· Approved budget and actual expenditure during the reporting period, clarifying any budget category with expenditure variance exceeding 10%.
· What was done to manage the financial resources 
6. Conclusions
· Summarize the progress achieved for the reporting period
	Self-assessment of overall progress/achievement rating (0 to 5 or X) (only for APR)
The report must say how well the project is progressing towards the achievement of the agreed project purpose. The assessment must be based on the following scoring:
	1	=	likely to be completely achieved
	2	=	likely to be largely achieved
	3	=	likely to be partially achieved
	4	=	only likely to be achieved to a very limited extent
	5	=	unlikely to be realized
	X	=	too early to judge the extent of achievement.



· Lessons learned and recommendations
· Describe expectations for the remaining project year ( if this is a MYP)or next project year(in case of APR) based on the progress to date

7. Annex 
Project progress sheet (only for MYR)
a) Project progress status(only required for APR)
b) Expenditure by category(only required for APR)
c) Financial statement(only required for APR)
d) List of fixed assets purchased with APFNet grant(only required for APR)
e) Annual audit report( by an independent agency) (only required for APR)
f) PSC members, meeting minutes, crucial decisions(for both reports)
g) Project staff and consultants hired, responsibility and work performance(only required for APR) 
h) Outputs, reports and materials of milestone project activities and events(for both reports) 
i) Publications, brochures, leaflets, posters, photos produced during the reporting period(for both reports)
j) 1-2 feature stories(for both reports) 




	On schedule: □YES /□ NO 
	On budget: □YES / □NO 

	On target to meet yearly targets: □YES /□ NO

	Outputs/Activities
(based on approved AWP)
	Projected 
Completion Date
	Actual
Completion Date
	Delivery Rate (%)
	Projected budget(USD)
[bookmark: _GoBack](based on approved AWP)
	Actual cumulative expenditure(USD)
	Balance
(USD)
	Delivery Rate (%)

	Output 1
	
	
	
	
	
	
	

	Activity 1.1
	
	
	
	
	
	
	

	Activity 1.2
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	‘
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




Big variance against approved work plan should be explained in the narrative part.












Project progress status during [reporting period] (for MYR)

	Outputs/Activities
(based on approved AWP)
	Projected 
Completion 
Date
	Delivery Rate to date (%)
	Verification
Indicators
	Actual progress toward the targets

	Output 1
	Mm/yy
	Mm/yy
	
	

	Activity 1.1
	
	
	
	

	Activity 1.2
	
	
	
	

	Output 2
	
	
	
	

	Activity 2.1
	
	
	
	

	Activity 2.2
	
	
	
	

	……
	
	
	
	









Annex A Project progress sheet during [reporting period] (for APR)

	Category 
(base on approved AWP)
	APFNet Grant
	Counterpart contribution

	
	Anticipated
	Actual
	Variance
	Variance rate%
	Anticipated
	Actual
	Variance
	Variance rate%

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

	Consultants cost 
(local and international consultants’ fees)
	
	
	
	
	　
	　
	
	

	Travel and related cost 
[bookmark: OLE_LINK27][bookmark: OLE_LINK28](air fare, local travel, per-diem and etc, including project personnel, consultants, guests and participants for project events )
	
	
	
	
	　
	　
	
	

	Meeting and training cost
[bookmark: OLE_LINK21][bookmark: OLE_LINK22](venue, facility, hospitality, speakers/experts’ fees , participants accommodation, meeting materials, etc) 
	
	
	
	
	　
	　
	
	

	Field activities cost
(labor cost for local community planting, etc) 
	
	
	
	
	　
	　
	
	

	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)
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