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#2: PROGRESS REPORTS

A note to all partners

These questions will give you an idea of the type of information CAFOD looks for in progress reports.  The level of detail will depend on the type of work and the scale of the work; it will also reflect how long the work has been going on and your achievements in the reporting period.  CAFOD expects to receive financial and progress reports from partners, at six months and at the year-end, unless otherwise specified in our Grant Agreement with you.  

CAFOD will supplement your progress reports with information from: financial reports, e-mail and other correspondence, and from discussions during visits.  Towards the end of your project we would expect to discuss overall achievements and learning, to work out together with you whether an evaluation would make a significant contribution to your learning from the project. 

One of the aims of CAFOD’s gender policy is to promote the full participation of women and men in such a way that women are empowered along with men.  We would be particularly interested in learning from your project about women’s participation and empowerment and how this differs from the participation and empowerment of men.

CAFOD Guidelines for Partners:    	 


#1: Project Proposals (2007)	#4: Reviews and Evaluations (2007)


#2: Progress Reports (2007)	#5: Assessing your own Organisation (2007)


#3: Financial Reports (2007)	#6: Humanitarian Responses (2007)


					   Please ask for copies or visit CAFOD’s website (www.cafod.org.uk)








Period covered by this report: from__________   to:__________





What progress have you made in the period covered by this report? 


If this is better or worse than anticipated, why is this?  


What unexpected opportunities were you able to take advantage of during this period?


What were the main issues or problems that affected your work in this period?  


Which of these have you managed to resolve?  Which are beyond your remit?


What effect, if any, might this have on progress by the end of this project cycle?  





2	What has actually changed as a result of the work so far?  


For each of the main areas of change you are working towards, identify the evidence for the actual progress that has been made so far in a monitoring matrix.


CAFOD monitoring matrix				a one-page (max) reference document


Project Goal


�
�
What changes has the project been looking to bring about? (Anticipated Outcomes)�
How will you  know if these changes are happening or have happened?


(Indicators)�
What evidence of actual progress do you have as a result of the work so far? (Disaggregate for women and men if this is possible)�
�
�
�
�
�
�
�
�
�
Add more rows, as necessary�
�
.Table based on the project matrix that was confirmed with CAFOD before funds were transferred.





Examples:


We see an increase in the percentage of under-fives completing immunization


Through our work with  [for example, Justice and Peace] we see an increase in people’s awareness of [the issue we are trying to address] in  this period


It is too early to expect any changes in people’s livelihoods as a result of this project.





3	What issues in your financial report do you want to bring to CAFOD’s notice?  


What are the main issues or challenges you anticipate over the next 12 months?


Are there any changes you want to make to workplans / budgets?  





What other learning would you like to bring to CAFOD’s notice?  











