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	Sustainable Development Fund – SDF 

Activity Progress Report 


Note: Please keep this Activity Progress Report brief, highlighting only the key facts, the necessary analysis and conclusions in the main body of the report.  Use Appendix A: Progress against Results Measurement Table to provide the narrative detail. 
Please delete the text in plum italics before submitting the report.
Summary
Organisation and contact details

	Organisation name
	

	Contact person name
	

	Contact person position
	

	Contact person phone
	

	Contact person email
	


Activity information

	MFAT Activity Number
	

	Activity Title
	

	Goal
	

	Intended outcomes
	


Funding arrangement information
	Funding arrangement start and end dates
	

	Total cost
	

	Reporting period
	


Progress report preparation
	Prepared by 
	

	Others involved or consulted
	


Key Conclusions and Necessary Actions
Please provide a succinct summary of the main achievements of the Activity to date, and of the necessary actions you plan to take.  Include a summary of risks and challenges that emerged during the reporting period and how (if) they are being dealt with.  Key financial issues should also be detailed.
[Enter text here]
Review of Progress to Date
Progress against results measurement table

Complete Appendix A: Achievements Against Results Measurement Table using the most recently agreed Results Measurement Table in the Grant Funding Arrangement (GFA).  
Then use this section to highlight only the key trends, concerns and actions required to achieve the agreed results, including against cross cutting issues (gender equality, human rights, environment/climate change adaptation and mitigation).

[Enter text here]
Progress against agreed workplan and budget

Please complete the Financial Acquittal Report (Appendix B), and in a separate Excel spread sheet (Appendix C) provide a full reconciliation against the agreed detailed budget for the year(s) stated in this report.  Include foreign exchange and interest gains and losses and indicate whether budget gains/losses are permanent or temporary. 
Then use this section to provide a brief high-level narrative summary of progress against the agreed costed outputs table and/or detailed budget for the reporting period, including planned and actual use of resources. Clearly indicate the extent to which expenditure is on track and explain any variances.  Where expenditure is different than forecast, provide an updated expenditure forecast which confirms whether savings to date are permanent or temporary and describe any impact on timing or delivery of the Activity. Where expenditure is more than forecast, provide details of why, impact on the total cost of the outputs and impact on the Activity.

[Enter text here]
Changes to Activity Context in the Reporting Period
Briefly describe changes to the operating environment or context, and include discussion of the implications, including for Activity effectiveness or for any necessary changes to scope or approach.
[Enter text here]
Relationship between Partners, Beneficiaries and Other Stakeholders
Comment on any changes, issues or important features of 
(a) relationships with key stakeholders, and 
(b) contributions by partners.
[Enter text here]
Updates required to Key Activity Management Documents
Results Framework 
Briefly summarise any proposed changes to the Results Framework, including any changes to outputs, targets and indicators. If necessary, in a separate document, provide an updated version of the proposed Results Framework (Appendix D), highlighting the changes, for consideration by the Ministry of Foreign Affairs and Trade.
[Enter text here]

Budget
Where relevant, append a revised detailed budget or costed workplan for the subsequent period (Appendix E). Describe any implications for, or changes to, the Activity’s overall work plan and/or budget below.
[Enter text here]
Risk management matrix
Describe any key risks that have emerged during the reporting period and how they have been mitigated. Attach an updated version of the risk management matrix where necessary (Appendix F).
[Enter text here]
Governance and management arrangements

Describe any necessary changes to the governance and management arrangements between NZ partners, implementing partners, community governance and other donors.
[Enter text here]

Transition or Exit Planning

Describe any issues that are likely to affect the sustainability of Activity outcomes beyond the funding period and key steps / preparations to address these.
Authorisation
I declare that the information contained in this report is true and correct and confirm:

· MFAT Funds were received and used only for the agreed purpose(s); and

· All conditions attached to MFAT’s Funding have been met; and

· MFAT Funds have been fully utilised for the intended purpose, OR

· There are unspent Funds and I understand that MFAT may deduct this amount from the next tranche payment of Funds OR a cheque is attached returning these Funds to MFAT.

	
	
	

	Full Name (in block capitals)
	
	Title / Position (e.g. Programme Manager)

	
	
	

	Signature
	
	Date


Appendices
(Delete those not relevant)

Appendix A: Progress against Results Measurement Table 

Appendix B: Financial Acquittal Report
Appendix C: Progress against Budget – separate Excel document

Appendix D: Revised Results Framework for subsequent period (if applicable)
Appendix E: Revised Budget for subsequent period – separate Excel document (if applicable)
Appendix F: Revised Risk Matrix (if applicable)

Appendix A: Progress against Results Measurement Table
	From agreed results measurement table in the 
Grant Funding Arrangement (GFA)
	Data up to and including this reporting period

	Outcomes and outputs
	Indicators for measuring performance


	Baseline data


	Planned targets 
	Actual measurement (against targets using indicators)
	Comment/Variance explanation

	Long term Outcomes
	
	
	
	
	

	Outcome
	
	
	
	
	

	
	
	
	
	
	

	Medium Term Outcomes
	
	
	
	
	

	Outcome 
	
	
	
	
	

	
	
	
	
	
	

	Short Term Outcomes
	
	
	
	
	

	Outcome 
	
	
	
	
	

	
	
	
	
	
	

	Outputs
	
	
	
	
	

	Output 1
	
	
	
	
	

	Output 2 etc
	
	
	
	
	


* Provide sex-disaggregated data in your report where relevant
Appendix B: Financial Acquittal Report
Name of Organisation

Date of Acquittal Report



 

SDF # / Name of Project: 

Country: 
Period covered by the acquittal From: 
                                 To:     
__________________________________________________________________________
1. Financial Statement

Balance of funds carried forward







  

NZD      0
MFAT funding for the period




NZD      0
Other income (other funders) 
NZD      0
Other income (interest) 
NZD      0
FX (gain/loss)





NZD      0  

Total income





NZD      0
Less total expenditure




NZD      0
Balance of funds on hand (as at Activity Year End)

NZD      0

2. Reconciliation of expenditure against agreed Costed Outputs Table 

    (Please attached detailed spread sheet budget)
	Output # & description
	Budget

Amount for period
	Actual Expenditure for period
	Amount of over / under expenditure
	( % variation to budget

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Totals
	
	
	
	


3. Statement

I declare that the above information is true and correct and confirm:

1. MFAT funds were received and used only for the agreed purpose(s), and

2. All conditions attached to MFAT’s funding have been met, and
3. MFAT funds have been fully utilised for the intended purpose, OR
There are unspent funds and I understand that MFAT may deduct this amount from the next tranche payment OR a cheque is attached returning these funds to MFAT.

	
	
	

	Full Name (in block capitals)
	
	Title / Position (e.g.CEO)

	
	
	

	Signature
	
	Date
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