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Advance Report Writing Guideline


1. Executive Summary
A concise overview of the report’s purpose, highlights, achievements, challenges, and key recommendations.

2. Background / Project Overview
Context of the project: location, target population, rationale, donor, objectives, and implementation timeline.

3. Objectives and Expected Outcomes
A list of the project’s goals and specific measurable results (outputs/outcomes/impact) as per the logical or results framework.

4. Activities Implemented
Detailed description of what was carried out during the reporting period, including dates, locations, and responsible teams.

5. Achievements vs. Planned Results
Comparison of planned targets with actual achievements, usually presented in table or matrix format.

6. Monitoring and Evaluation (M&E)
Data collection methods, KPIs, tools used, M&E findings, and insights on progress and effectiveness.

7. Challenges and Lessons Learned
Barriers faced, reasons for delays or underachievement, and adaptive strategies taken or recommended.

8. Beneficiary Feedback and Participation
Feedback from the community, direct and indirect beneficiaries, and evidence of participatory approaches.

9. Risk Management and Mitigation
Risks identified (security, political, operational), their likelihood/impact, and how they were or will be mitigated.

10. Cross-Cutting Issues
Integration of gender, disability inclusion, environmental safeguards, child protection, and accountability mechanisms.

11. Coordination and Partnerships
Coordination efforts with local government, NGOs, donors, and community actors. Summary of meetings or joint efforts.

12. Financial Report
Summary of budget vs. actual expenditure, burn rate, and explanation of variances. May include tables and graphs.

13. Case Studies / Human Stories
Short stories or profiles illustrating the project’s impact on individuals or communities.

14. Visual Documentation
Photos, charts, graphs, maps showing progress, construction, distributions, trainings, or community engagement.

15. Recommendations and Way Forward
Proposals for next steps, adjustments needed, areas for improvement, and strategic direction for continuation or scale-up.
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