CBA PROJECT PROGRESS REPORT 

AND 

GRANT DISBURSEMENT REQUEST

(by NGO/CBO Grant Recipient)

Lines highlighted in yellow should be adapted to the country context
Period Covered by this Report:  _______________________________________






(Month/Year to Month/Year)

	Project Title
	

	Name of Person prepared and submit this report
	

	Title of Person
	

	NGO/CBO Name (Grant Recipient)
	

	Address  and other contact information

	

	Location of Project (Country, State, Village)
	 

	Original Project Start Date
	

	Original Project End Date 
	

	Changes (if any) in Project Start and End dates
	


	
	US Dollar Amount

	1. CBA Total Grant Amount approved for this Project
	

	2. Total CBA Funds received to date under this Project
	

	3. Total CBA Funds spent to date (take the Total from Column 4 of Table 2. Cumulative Expenditure Report. See Page 3)
	

	4. Balance (total CBA funds received minus total MSGP funds spent  (2 minus 3)) 
	

	5. Request for next Disbursement 

(Disbursement is made only upon approval of Report)
	


Project Co-financing Received:

	Source of Funds (Donor Name)
	Type of Co-financing

(in-kind or Cash)
	Total Amount in US Dollars

	
	
	

	
	
	

	
	
	

	
	
	


_________________________________


________________________

Authorized NGO/CBO Officer Signature





Date

Project Progress Reports should contains 2 parts:
Narrative Component – Grant Recipient reports on progress in implementing activities, problems/difficulties in implementing and any additional needs to improve the project by changing duration or activities of the Project.
Financial Component – Report specifically on how much money has been spent. The report is in the form of 2 tables: Table 1. Detailed Expenditure and Table 2. Cumulative Expenditure.  It also includes your request to make any changes to the budget 

This Project Progress Report must be sent preferably by e-mail but can be by fax or post/hand-delivered to:


	
	


PART I. Narrative Report
(Please add as much space as needed)
A.  Project Activities Implementation:

List the activities as shown in your approved project proposal.  List indicators under each activity as shown in your original project proposal.  Describe how you implemented the activity DURING THE REPORTING PERIOD by addressing your indicators.  For activities not addressed, just write “no activity” in third column.

	Activity/Task 
	Describe what was done for this activity during this period

	
	

	
	

	
	


Please provide copies of any meeting/activity report or other material such as video, article, photo, or other outputs of the project.

B.  Problems or difficulties in project implementation:

List and describe the problems or difficulties you faced in implementing your activities AND what you did to address each of these problems/difficulties.

C.  Analysis/Assessment of implementation:

State your opinion as to the success of progress in implementing your activities.  Are you able to complete your activities and do you think you can finish activities successfully and on time.  If can or cannot, state why.

D.  Additional Needs: 

From your analysis, do you need additional technical assistance?  If so, describe.

Do you need to revise your activities or project duration?  If so, which activities and how much more time is required?
E.  Knowledge Management:

Please give details of mandatory subsequent measurements of IAS and VRA indicators.  Please give updated values for all numerical fields, and descriptions of context and methodology, as per the instructions in the CBA toolkit.  You may use the form below for the VRA indicators.

[image: image1.emf]Vulnerability Reduction Assessment Reporting Form

Question 1 Quantity A

Question 2Coping Mechanism

effectiveness

accessibility

acceptability

Importance 

Weight

Strategy 1

Strategy 2

Strategy 3

Strategy 4 Quantity B 0

Question 3 Quantity C

Overall VRA Score

0


F.  Additional Remarks:

State anything (positive or negative) you wish to bring to attention of NCC that relates to or may have an impact on the implementation of your project.

PART II.  Financial Report
(Please add as much space as you need)

Table 1. Expenditure Report.  This table lists all your spending.  Copies of invoices and receipts must be attached to this report.  Please add as many lines as necessary.
	Date of Receipt
	Receipt or Invoice Number
	Description of Expenditure
	Amount of Receipt/Invoice

(US Dollars)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total
	(add all above)


Table 2. Cumulative Expenditure Report

	Column 1
	Column 2
	Column 3
	Column 4
	Column 5

	Budget Category
	Approved Budget
	Total Expenditure (this period)
	Cumulative Expenditures to date
	Balance remaining for category

	
	
	
	
	

	
	
	
	
	

	Total
	(add all above)
	(add all above)
	(add all above)
	(add all above)


Column 1 and Column 2 are taken from your approved budget.

Column 3 is taken from your Table 1 above.  It is expenditure ONLY FOR THIS PERIOD

Column 4 is total of expenditure for this period PLUS ALL PREVIOUS PERIODS under this Project.

Column 5 reflects how much you have left to spend.  Take Column 4 and subtract from Column 2.  This Column 5 SHOULD NEVER have an amount below Zero (negative balance).

Request for Budget Revision:

Indicate here if you want to get authorization for increasing any budget line and which line (s) should be decreased as a result.  Please note that Approved Budget should be maintained at the same level so BUDGET INCREASE and BUDGET DECREASE columns must be the same amount in Table 3.

Table 3.  Budget Revision

	Budget Category
	Approved Budget
	Budget Increase
	Budget Decrease
	State your Justification for the Increase

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
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Framework Subjective

		PRE-PROJECT

								How big of a problem is (climate hazard) for you now? ---------------------------------------------------------------------------------------------------------------------------------->

								Coping mechanisms?--------------------------------------------------------------------------------------------------------------------------------------------------------------------------->																				0

														A		B		C				((A x (B x .1)) + (A x (C x .1)))/2

								Importance (weight)						effective		accessible		acceptable

										coping mechanism 1												0		0

										coping mechanism 2												0		0

										…												0		0

										coping mechanism n												0		0

																						0		0

								Do you believe that the impact and/or risk of (climate hazard) on your livelihood has been increasing or decreasing? (increase <--> decrease, 1 <--> 10)

																														Score

																														0

		Interval 1

								How big of a problem is (climate hazard) for you now? ---------------------------------------------------------------------------------------------------------------------------------->

								Coping mechanisms?--------------------------------------------------------------------------------------------------------------------------------------------------------------------------->																				0

														A		B		C				((A x (B x .1)) + (A x (C x .1)))/2

								Importance (weight)						effective		accessible		acceptable

										coping mechanism 1												0		0

										coping mechanism 2												0		0

										…												0		0

										coping mechanism n												0		0

																						0		0

								Do you believe that the impact and/or risk of (climate hazard) on your livelihood has been increasing or decreasing? (increase <--> decrease, 1 <--> 10)

																														Score

																														0

		POST-PROJECT

								How big of a problem is (climate hazard) for you now? ---------------------------------------------------------------------------------------------------------------------------------->

								Coping mechanisms?--------------------------------------------------------------------------------------------------------------------------------------------------------------------------->																				0

														A		B		C				((A x (B x .1)) + (A x (C x .1)))/2

								Importance (weight)						effective		accessible		acceptable

										coping mechanism 1												0		0

										coping mechanism 2												0		0

										…												0		0

										coping mechanism n												0		0

																						0		0

								Do you believe that the impact and/or risk of (climate hazard) on your livelihood has been increasing or decreasing? (increase <--> decrease, 1 <--> 10)

																														Score

																														0

												Percent Changes

												First SVRA score

												Baseline		0

												Interval		0

												% Change		0.0%

												Subsequent SVRA Score

												Baseline		0

												Post-Project		0

												% Change		0.0%





For Proposal Template

				Vulnerability Reduction Assessment Reporting Form

				Question 1														Quantity A

				Question 2		Coping Mechanism		effectiveness		accessibility		acceptability		Importance Weight

						Strategy 1										0

						Strategy 2										0

						Strategy 3										0

						Strategy 4										0		Quantity B		0

				Question 3														Quantity C

												Overall VRA Score								0





Drought Example

								Across all fields, higher numbers are more favorable, while lower numbers are less favorable

		PRE-PROJECT

								How big of a problem is drought for you now? ---------------------------------------------------------------------------------------------------------------------------------->																				3

								Coping mechanisms?--------------------------------------------------------------------------------------------------------------------------------------------------------------------------->																				2.215

														A		B		C				((A x (B x .1)) + (A x (C x .1)))/2

								Importance (weight)						effective		accessible		acceptable

								5		temporary migration				3		7		3				1.5		0.75

								4		sale of assets				6		6		3				2.7		1.08

								1		making crafts for tourist markets				7		2		9				3.85		0.385

										small-scale irrigation				9		1		9				4.5		0

																						0		0

								Do you believe that the impact and/or risk of drought on your livelihood has been increasing or decreasing? (increase <--> decrease, 1 <--> 10)																				2

																														Score

																														2.405

		POST-PROJECT

								How big of a problem is drought for you now? ---------------------------------------------------------------------------------------------------------------------------------->																				5

								Coping mechanisms?--------------------------------------------------------------------------------------------------------------------------------------------------------------------------->																				4.48

														A		B		C				((A x (B x .1)) + (A x (C x .1)))/2

								Importance (weight)						effective		accessible		acceptable

								1		temporary migration				3		7		3				1.5		0.15

								1		sale of assets				6		6		3				2.7		0.27

								1		making crafts for tourist markets				7		2		9				3.85		0.385

								7		small-scale irrigation				7		8		7				5.25		3.675

																						0		0

								Do you believe that the impact and/or risk of drought on your livelihood has been increasing or decreasing? (increase <--> decrease, 1 <--> 10)																				5

																														Score

																														4.8266666667

												Percent Changes

												Baseline		2.405

												Achievement		4.8266666667

												% Change		100.7%






