The Baring Foundation 

Arts Programme 
Annual Reporting Guidelines
(to be used when a further payment is due)
In order to release the annual instalments of your grant we need a written update of the progress you have made. It is important not to miss the deadline dates for these reports.  (See your previous payment letter for the next reporting deadline date). These guidelines are to help you provide us with the sort of clear and informative reports that we need.
Reports do not have to be elaborate. A simple report with clear headings, no more than 2,000 words or 4 typed pages is fine. (Additional information and other material are welcome but this is optional and we do not expect it.) Avoid jargon and explain any initials that we may not be familiar with. Please do not repeat what you have already written in your funding proposal. Above all, please be frank.
· Executive Summary. It helps us if you can begin by summing up the main achievements and operational challenges you have faced during previous year. 

· What have you achieved during the year and how does this compare to your original plans?  Explain how the information given in your funding proposal compares with what has been achieved during the reporting period. Show how you have measured and evaluated your progress.

· What factors have affected the implementation of the work programme during the past year?  Include any factors (positive and negative) that have affected your ability to carry out your plans. These could be political, economic, social or environmental
· How has last year’s grant instalment grant been spent? A detailed report of the project’s expenditure during the year is required. This should show planned and actual expenditures. Any significant differences between planned and actual spending should be explained.
· What are your planned activities and budget for the coming year?
The format for these should be the same as in your funding proposal.  The budget and plans have to be agreed by us before the next instalment is paid.  Please include details of any significant changes to the project’s objectives and activities and why the changes are necessary.  We recognise that plans often change.
You may send your report by post or e-mail to baring.foundation@uk.ing.com
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