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1. Introduction

Progress reporting is seen as a key element of project management. The progress report will ensure that all interested parties are kept informed of the progress made on a project over a period of time by regular project monitoring. The main function of the report therefore will be to:

· Inform the funding body and interested parties what progress you are making, that the project is going smoothly, and that it will be complete by the expected date;

· Provide a brief look at some of the findings and/or work of the project;

· Give an opportunity to evaluate your work on the project and to consider changes or respond to new developments;

· Give an opportunity to discuss and identify potential/possible difficulties or unexpected events arising in the project; 

· Alert you to potential schedule changes you may need to make in order that project work is completed on time;

· Give a projection of what work needs to be done 

Reports should be circulated to the following:

· PATH


· Your fund holder

· Project team members

· Project advisory group;

and sent to any other interested party deemed necessary.

The report should be kept brief and should sum up the key points in the project mentioned above. For your convenience a template progress report has been developed which we would like you to use. 

2. Outline Structure of Reports

2.1 Outline structure of 6-month progress reports

The six-month progress reports must be submitted after the first six months of each year throughout the funding period of a project.

For the six-monthly reports you might want to consider including the following areas (Table1) in relation to the project as stated in the monitoring and evaluation guidelines. 

Table 1. Outline of areas of which your progress report might cover
	Section Heading


	Contents

	Introduction
	Background/history.

	Aims & Objectives
	These should replicate those in the original bid and must be as clear and measurable as possible.

	Target groups
	Who is the project aimed at?  Who is expected to benefit as a result of it?

	The Project
	Summary of what has taken place.

	Challenges / Opportunities
	What difficulties have been encountered and how have they been addressed?  What opportunities lay ahead and how might they be grasped?

	Research / Planning and Conduct of Evaluation
	Who has conducted it?  What was the aim?  What is the methodology being used/how has the data been collected and analysed?

	Outcomes
	Any interim or subjective findings of the project so far.  What has the project achieved? What might it still achieve?

	Budget
	Issues of general expenditure. Are you able to keep to budget?  Have there been any issues with ‘cost’s that were not accounted for?

	Conclusions
	How do the outcomes compare to the original aims and objectives so far?  Extent to which the original objectives are being / have been met so far. How close are they to being achieved?  This area should summarise the success of the project and highlight any suggested improvements.

	The Future
	Brief overview of what we can expect at the end of years one, two and three (where applicable). Future plans; milestones

	Appendices 

(If appropriate)
	E.g. Sample of evaluation tools devised.


PATH would be interested to see coming out of the reports a description and evaluation of work completed to date highlighting any specific successes achieved and/or problems encountered, which would help to see how each project is progressing, so for example:

A. Description of work completed to date

B. Successes

C. Problems encountered (e.g. staffing problems leading to delays etc. and what if any, have been solutions to those problems)

D. Review of the original project timetable and milestones against actual progress

Table 2. Review original project timetable and milestones against actual progress
	Predicted:

	Actual:

	Start date
	

	Evaluation & Monitoring
	

	Final Report
	

	Recruitment
	

	Completion Date
	

	Etc.
	


A note of publicity and dissemination to date, with examples of material produced

2.2 Outline structure of annual progress reports

The annual monitoring progress reports is essentially an extended version of the report given after six months but covering the activities for the whole year (see above for details).
Please refer also to the Support Fund Evaluation and Monitoring Guidance Notes. If you do not have a copy and would like one sent to you please email PATH@ashscotland.org.uk with your request. 

2.3 Outline structure of final project report

The final project report is a full report and account of the funded project. It may be appropriate to include the headings overleaf, although not necessarily under these headings:

Table 3. Outline structure of final report 

	Section Heading


	Contents

	Executive Summary
	Summary of the main findings and highlights of the evaluation.

	Contents
	A page-by-page list of what is included within the evaluation.

	Introduction
	Background/history acknowledging previous work or research on which it is based.

	Aims & Objectives
	These should replicate those in the original bid and must be clear and measurable.

	Target Market
	Who is the project aimed at?  Who is expected to benefit as a result of it?

	Project Management
	Which organisation, group, individual was responsible and what arrangements were put in place in terms of monitoring, finance, day to day management, etc.

	Partners/Funding Sources
	Who are the project partners and what is their role/contribution?

	The Project
	Summary of what has taken place.

	Research
	Who has conducted it?  What was the aim?  What was the methodology used/how has the data been collected and analysed?

	Outcomes
	Findings of the research.  What has the project achieved?

	Conclusions
	How do the outcomes compare to the original aims and objectives?  Have these been met?  This area should summarise the success of the project and highlight any suggested improvements and lessons learnt. 

	The Future
	Recommendations and a brief overview of any plans to continue the project.

	References
	

	Appendices 
	E.g. Sample of questionnaire (if appropriate)


3. Submission dates

Reporting the progress of your project is an essential component of the funding terms and conditions. Therefore reports must be submitted each year before further funding can be released. 

The six-monthly report should be submitted each year that the project is being funded by the end of the seventh month. 

Project annual reports should be submitted at the end of each year that the project receives funding and no later than 2 months after that year has ended.

Final Project Reports should be submitted at the end of the final year in which the project receives funding. This report should be submitted no later than 3 months following the end of the funding period. Three months should provide enough time to submit progress reports. If you find that you will not be able to fulfil the deadline obligations then please contact the project officer to discuss this further.

Table 4. Guide for submission date of progress reports
	Report
	Submission date



	6-Month Report
	1 month after six month period of each project year

	Annual Report
	2 months after completing first and penultimate year

	Final Report
	3 months after project completion date




4. Template

4.1. Six Month and Annual Progress Report Template

For your convenience a template for the Six-Month and Annual Progress Report has been developed. 

Please ensure that you use these templates when reporting your projects progress. And submit by the deadlines as stated in table 4 above. 

The template has tried to encompass the guidance given in Sections 2.1 and 2.2 outlining the structure of the progress reports. 

4.2. Feedback

PATH would very much welcome your feedback on the progress report templates. Therefore if you have any comments that you wish to share on the layout, format and content of the progress report templates please get in touch. We would also be interested to know if there are any areas within the template that you find difficult to complete, requires further clarification, or you have any suggestion in general to add to or improve the template.

Please direct your feedback, queries and any points that you are unclear on relating to these guidance notes to:

Tracey Norris - Projects Officer

Partnership Action on Tobacco & Health

ASH Scotland

8 Frederick Street

Edinburgh Eh2 2HB

tracey.norris@ashscotland.org.uk or tel: 0131 2209471.

Please note that these guidance notes relate specifically to the INTERNAL monitoring conducted by the funded projects as part of the terms and conditions for funding. The reports that you produce may however contribute to the external evaluation commissioned by PATH.
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