DAF PROJECT COMPLETION REPORT (PCR)

(04 May 2010 version)

What is it for? - Project Completion Reports (PCRs) contribute to good project management providing an important record of what has happened and been achieved by your project (i.e. extent to which the purpose and planned outcomes have been achieved). They also enable a conclusion to be drawn and lessons learned from implementation; this is useful for sharing with others and may be very valuable when designing projects with similar characteristics. It also provides an opportunity to assess the likely impact (in the short and longer term) of the project, informed by the results of any independent evaluations, which should precede the completion of the PCR. It also identifies how well the project has contributed to the achievement of the DAF programme objectives.

PCR REQUIREMENTS 

How? - You must submit a Microsoft Word version of your PCR by email to dafreports@tripleline.com. A hard copy is not required. 
When? - Within 4 months of the end of the DFID funding and following the completion of any independent evaluation. 

It is not necessary to submit a separate final year annual report as the PCR form includes a section for reporting on the final year.

What? - You should submit the following documents:

1. Narrative Report

Please use the form below. It has been designed to allow you to record all the information DFID/Triple Line need to know about what was achieved by your project in a concise format. It is important that you focus your narrative on the impact and outcomes of the project and respond directly to the main findings of any external evaluations. The PCR should provide information about achievement of outcomes and key lessons learnt rather than a list of completed activities. Please note the following:

· Your report must be submitted using Arial 12 font
· Maximum of fourteen (14) A4 pages
2. Final Financial Report.

Your expenditure for the completed project must be reported against the most recently agreed full project budget and not the summary budget used for expenditure claims. Any variances in excess of 10% (or transfers between main budget-sub-headings) which have not already been agreed must be explained. Please submit your report in Excel format.

3. Achievement Reference Points 
You should report the project’s achievements compared to the outcomes and targets indicated in the project framework most recently agreed by DFID/Triple Line. 

N.B. For earlier projects, the reference point should be the most recently agreed logical framework or list of project objectives.

DAF – Project Completion  Report

(Max. length : 14 pages of A4 including guidance notes – Min. font Arial 12pt.)

Section 1 : Basic project information 

	Project reference No.
	DAF 

	Organisation name
	

	Project title
	

	Project start and end dates 
	

	Total project budget
	£

	Total funding provided by DFID
	£

	Total project funding from other sources
	£

	DAF budget agreed for final year 
	£

	DAF expenditure in final year
	£


	Date report prepared
	

	Report author
	

	Acronyms used in report
	


	Summary description of project – use the space below to provide a general summary of the project as originally planned including target groups, the needs to be addressed, approach and purpose.

	


Section 2 : Summary of progress and achievements

	2.1 Progress over the last year: Please outline significant progress and changes that occurred since the period of the last annual report, and describe any key challenges and how they were addressed,

	


	2.2 Summary of overall project achievements in relation to the agreed project purpose   (to be completed after the detailed sections of the narrative report have been completed).   

	


	2.3 Self-assessment of overall achievement rating (0 to 5) -The report must state how well the project performed in relation to the achievement of the agreed project purpose. The assessment must be based on the following scoring:


1
=
completely achieved


2
=
largely achieved


3
=
partially achieved


4
=
achieved to a very limited extent


5
=
Not achieved


	Overall progress/achievement rating (0-5)
	


Section 3 : Narrative report

	3.1 History of significant changes to the project during its lifetime: Please describe any significant changes to the project approach or agreed revisions to the project framework and activity schedule, including the approximate dates of each change/revision.

	


	3.2 Progress towards achievement of outcomes – Using the table format below, please insert the outcomes and indicators from your most recently approved project framework (or project ‘objectives’ or ‘outputs’ for grants awarded before the 2008/09 funding round) and describe progress made towards achievement of each individual outcome, referring to the relevant indicators and targets. 

N.B. The emphasis should be on what has been achieved (progress towards each outcome), rather than what has been done (activities). 


3.2 Report on actual achievement in relation to each  project outcome over the project lifetime
	Project Outcomes

	Indicators1
	Actual achievement of the outcomes demonstrated by the end of the project (including numbers of beneficiaries)


	1. 


	
	

	2. 


	
	

	3. 


	
	

	4. 


	
	

	5. 


	
	

	6. 


	
	


	3.3 Key factors affecting progress  - Clarify factors affecting the project’s progress towards achievement of the project outcomes and purpose (both positive and negative). These may be related to target groups and ‘buy-in’, project approach, changes in context, project partnerships, staffing, budget or other issues.

	3.3.1 Positive factors supporting project achievement: 

	

	3.3.2 Negative factors adversely affecting project achievement: 

	


	3.4 Management response to factors adversely affecting progress – Clarify what steps were taken to overcome the identified constraints and issues affecting progress.  

	


	3.5 Sustainability – What progress has been made to ensure the sustainability of the project’s impact and the likelihood of the project services continuing beyond the lifetime of this grant? 

	


	3.6 Lessons Learnt – What lessons have been learned during this reporting period that may be useful to the implementation of this or similar projects, to your organisation, to DFID or others?  

	


	3.7 Information, dissemination and networking – Describe any activities undertaken to share learning and/or network with other relevant organisations.

	


	3.8 Project expenditure compared to budget – Include an expenditure report against the most recently agreed full project budget for this period, using the same budget lines (i.e. not the summary, DFID-only budget used for payment claims). If you have other sources of funding for this project, please include budget and expenditure and percentage variance columns and figures for ‘Total budget’ and ‘DAF’. Use the space below to explain any variances in excess of 10%. 

	


	Section 4: Contribution to the DAF programme objectives


	Contribution to the DAF programme objectives: Please indicate the DAF programme objectives to which this project has contributed and provide narrative evidence to demonstrate the link(s)

	Tick relevant objectives

	Challenges and prospects for development and poverty reduction
	

	Interdependence and the global consequences of poverty 
	

	International efforts to reduce poverty and promote development 
	

	The role of individuals in working towards poverty reduction
	

	


Section 5: External Evaluation

	Comments on External Evaluation Report: Please comment on any external evaluation reports on the project. What aspects of the report do you agree/disagree with?

	


Section 6: Annexes

	Use the space below to list annexes submitted with this PCR. These may include external evaluation reports, photos, case studies, diagrams or brief documents illustrating project achievements. Please limit the number and size of attachments. If any annexes are being sent by post, please make this clear below, and ensure that they are clearly marked with the DAF reference number, organisation name and project title. 

	


Please send your report (and if possible, all annexes) by e-mail to: dafreports@tripleline.com
Send any documents that cannot be e-mailed to:

Triple Line Consulting Ltd., 

3 Princeton Court, 

55 Felsham Road, 

Putney, 

LONDON SW15 1AZ
� Insert most recently agreed outcomes and indicators 
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