The Baring Foundation and The John Ellerman Foundation

Joint International Development Grants Programme

Annual Reporting Guidelines 
(for use when a further payment is due)
In order to assess the progress that you and the project have made, we need to receive clear and informative reports. These help us to understand the challenges and opportunities of your work, including the capacity-building work, undertaken  (in your office in UK and with partners in Africa) on behalf of refugees and displaced people.  
These guidelines are to help you to prepare your report with your partners and to provide us with the information that we need. If you have any questions, please contact us. 
Reports do not have to be elaborate. A simple report with clear headings, no more than 2,000 words long, is fine. (Additional information and other material are welcome but this is optional and we do not expect it.) The reports may used quantitative and qualitative evidence about progress and challenges; if you use numbers please make sure these are verified . Avoid jargon and explain any local terms or initials that we may not be familiar with. No projects go according to plan and we understand that, so please be open and frank, the reports are for our learning and yours.
· Executive Summary

It helps us if you can begin by summing up the main achievements and operational challenges faced by the project during the year covered by the report.

· What have you achieved during the year? 
Using your original proposal (incorporating any changes agreed during discussions with the Foundations) please describe what you have done and been able to achieve this past year. What actually happened? Please explain any major changes in the work, for example changes of partner, reallocation of budgets, the dropping or addition of new activities, key staff changes. 
· What factors have affected the implementation of the work during the past year? 

Include any factors (positive and negative) that affected your ability to carry out the work. These could be political, economic, social or environmental. How did you address unexpected challenges (and opportunities) and changes in the context that directly affected your work?
· What feedback have you collected during the year about the work?
Provide any feedback have you gathered about the work and achievements from staff, partners, beneficiaries or other stakeholders (e.g. Government officials, other INGOs working in the area). What have you learned from the experience of the past year?
· How has funding from the Baring and John Ellerman Foundations been used to improve the work of your organisation and your partners? What lessons have been learnt?

Describe the impact the project has had on your own organisational capacity, and on the skills and capabilities of your partners and beneficiaries (individuals or communities).  What methods have been used to build capacities: how well have these worked. How successful do you think these have been?  (We understand that the early project stages may be experimental and show little impact.)

· How has the 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?

 Please present a clear plan and budget (based on the agreed budget allocations at the start of the work) for the coming year, ensuring these build on past work and learning from experience. The budget and plans have to be approved by us before the next instalment is paid. Please include details of changes to the project’s objectives and activities, ensuring that it is clear why the changes are necessary.
You may send the report by post or e-mail to baring.foundation@uk.ing.com
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