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[bookmark: Text7]Guidance for Implementing Partners:
Completing Activity Progress Reports

This guidance will help your organisation to complete Activity Progress Reports for submission to MFAT.

Before starting a Report for a specific Activity, discuss with your MFAT Activity Manager – to ensure that reporting is fit for purpose for your Activity, such as:
· the key questions from this general guidance that are most useful to focus on
· what kinds of evidence and level of detail are required for the Report, and
· how your organisation and MFAT intend to use the Report.

Complete your Activity Progress Report using the guiding questions starting on page 3.
For each Section, the blue text prompts you on key questions to consider.
Standards for reports: All partner reports should be concise, supported by evidence, and signed as true and correct by someone in your organisation who has the authority to do so. Note: submitting a report from the email account of an authorised office is an acceptable alternative to a physical signature except for financial reports, which require a scanned hard copy.

What are Activity Progress Reports? 
Activity Progress Reports capture an Implementing Partner’s assessment of performance and results for the previous 12 months of Activity implementation.
The Reports should provide candid, evidence-based asessments of the progress of an Actvity, including challenges and lessons learned.
Why do we need them?
Activity Progress Reports support good Activity management to improve development impact. They provide a clear focus for your organisation and your MFAT Activity Manager to review progress, discuss opportunities for adaptation or actions for improvement. 


When do Activity Progress Reports need to be completed?
Reports need to be completed at least once a year. Some Activities may require more frequent reporting to support decision-making, depending on scale and complexity (i.e. larger and more complex activities require more regular and detailed reporting). The reporting requirements and deadlines are outlined in the Activity contract. 
What information are Actvity Progress Reports based on?
Activity Progress Reports should be based on good quality evidence. 

Good evidence is easier to collect when there is a good Monitoring, Evaluation, Research & Learning (MERL) framework in place for an Activity. A MERL framework describes the intended outputs to be delivered, intended outcomes of an Activity, how progress will be monitored and evaluated, and what evidence is needed to do this. It should be developed and agreed during the Activity Design or inception phase. 

If you have questions or concerns about the Activity MERL framework, discuss this with your MFAT Activity Manager. They can seek additional help from MFAT’s Monitoring, Evaluation, Research and Learning (MERL) Advisers.


Activity Progress Report: [Activity Name]
Activity information
	Activity Title
	[bookmark: Text22]     

	Goal
	[bookmark: Text23]     


Contract or grant information
	Start and end dates
	[bookmark: Text17]     

	Total Actvity Budget
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	Asessment period for this report
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Progress report preparation
	Prepared by
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	Others involved or consulted
	[bookmark: Text21]     

	Date of report
	     




Executive Summary
Complete this section last - to provide a short summary of this overall Activity Progress Report.
Guidance on length:  1 - 2 pages
 


Key questions to consider:

a. Overall, what are the most important achievements (or difference made) during this reporting period? 
Optional: If you have a success story to share, please attach in the Appendix. Add relevant photos if available.

b. What were the key challenges faced and how were they resolved (if they have been resolved)? Include any significant changes made to the Activity scope, timeframe, or budget.

c. Have there been any specific lessons learned?


Review of Progress to Date
1) [bookmark: _Toc317256939][bookmark: _Toc486322046][bookmark: _Toc486322091]Output Delivery
Guidance on length:  1 - 3 pages




Key questions to consider:

a. What agreed outputs have been achieved during this reporting period? If there are agreed outputs that have not been achieved, please comment on why? Provide evidence where possible.

Note: Consider the quality and timeliness of the outputs in your comments. 

Note: This should align with the Activity MERL Framework. 

Optional: If you have a success story to share, please attach in the Appendix. Add relevant photos if available.


b. Is the activity still on track to deliver it what was contracted to? If not, why?

 
c. Are there any anticipated risks to output delivery?   




2) Progress towards Short Term Outcomes
Guidance on length:  1 - 3 pages


Key questions to consider:

a. What is the progress towards intended activity Short Term Outcomes during the reporting period? I.e. what difference is the activity making? Provide evidence where possible. 

Note: Consider how the activity outcomes are Resilient, Sustained, Effective, and Inclusive (ICESD Development Principles Overview).

Note: This should align with the Activity MERL Framework. 

Optional: If you have a success story to share, please attach in the Appendix. Add relevant photos if available.


b. What were, if any, the unintended consequences (positive and negative) that have happened during the reporting period? 


c. Are there any anticipated risks to achieving the intended Short Term Outcomes? E.g. Has the context of the Activity changed? If yes, how do the changes affect intended outcomes for this activity? 




3) Financials, Governance, Management
Guidance on length:  1-2 pages

Key questions to consider, where relevant:

a. How well is the activity progressing against its budget? Are there any variations (overspend or underspend) during the reporting period? 


b. Is the governance and management structure still fit-for-purpose? If not, why?


c. What changes or improvements, if any, would you like to see made in stakeholder management meetings (i.e. with MFAT, with governance groups, etc).   


4) Lessons Learned and Actions
Guidance on length:  1-2 pages

Key questions to consider:

a. What were the lessons learned during the reporting period, especially if it has led to a change in delivery? Lessons can be positive and negative. 

Note: Consider including lessons about implementing or managing the activity.


b. What are the actions you need to implement before the end of the next reporting period?

Note: Consider if the Activity MERL Framework needs to be reviewed and updated.

Checklist for Implementation Partners to ensure Activity reporting is fit-for-purpose and on-track
	The Activity MERL Framework is relevant and useful. 
If No, ask MFAT for a review workshop
	☐ YES  ☐ NO

	The Risk Register is up-to-date and risks are being actively managed and reported to MFAT
	☐ YES  ☐ NO




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

	
	
	

	Signature
	
	Date


Appendices
(Delete those not relevant)
This report includes the following appendices:
Appendix A: Progress against Results Table (from the MERL Framework)
Appendix B: Progress Against Agreed Workplan and Budget (table)
Costed workplan for expenditure to date? and costed workplan for subsequent periods
Updated risk management matrix
Case studies / success stories


DRAFT	MFAT | Approved Contractor Scheme | Contract of Assignment | October 2010UNCLASSIFIED

UNCLASSIFIED

UNCLASSIFIED


Activity Progress Report template for partners WORKING v4	Page 4 of 13UNCLASSIFIED

UNCLASSIFIED

Activity Progress Report_February 2025		Page 2 of 13UNCLASSIFIED

Document ID:
Appendix A: Progress against Results Table (from the MERL Framework)
This table shows progress of the Activity against the intended outputs and outcomes agreed in the Results Table. The Activity should only be reporting against Medium-term outcomes if this has been agreed in the Results Table. All Activities should be reporting against the Outputs and Short-term outcomes.
Note: For planned and actual indicators and targets, please provide numbers by gender (e.g. males and females) separately if possible.
	From agreed Results Measurement Table in the Activity Design Document
	Data up to and including this reporting period

	Results
	Planned indicators 
	Planned targets
	Planned data sources
	Actual measurement against targets and data sources
	Variance explanation 

	Medium-term outcome
	
	
	
	
	

	Short-term outcome
	
	
	
	
	

	Output 1
	
	
	
	
	

	Output 2
	
	
	
	
	

	Output 3
	
	
	
	
	

	Output 4
	
	
	
	
	

	etc
	
	
	
	
	






Appendix B: Progress against the Agreed Workplan and Budget
	Output
	Planned Expenditure
	Actual Expenditure
	Variance
	Reason for Variance

	
	
	
	
	

	
	
	
	
	

	Output 0. Non-output specific costs / Management costs
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Output 1. Description
	 
	 
	 
	 

	1.1 Description
	 
	 
	 
	 

	1.2 Description
	 
	 
	 
	 

	1.3 Description
	 
	 
	 
	 

	1.4 Description
	 
	 
	 
	 

	Output 2. Description
	 
	 
	 
	 

	2.1 Description
	 
	 
	 
	 

	2.2 Description
	 
	 
	 
	 

	2.3 Description
	 
	 
	 
	 

	2.4 Description
	 
	 
	 
	 

	Output 3. Description
	 
	 
	 
	 

	3.1 Description
	 
	 
	 
	 

	3.2 Description
	 
	 
	 
	 

	3.3 Description
	 
	 
	 
	 

	3.4 Description
	 
	 
	 
	 

	Output 4. Description
	 
	 
	 
	 

	4.1 Description
	 
	 
	 
	 

	4.2 Description
	 
	 
	 
	 

	4.3 Description
	 
	 
	 
	 

	4.4 Description
	 
	 
	 
	 

	TOTALS
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