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MIDTERM REPORTING TEMPLATE

(LO-TCO – FNV – SASK projects)


LO-TCO revised version: please do not write more than one page

1: Key Information 

· project title 

· project number 

· name of the implementing organisation/s 

· country 

· project period 

· reporting period

· approved budget and project expenditure

Write here
2: Project Activities

Please describe in short whether the targeted activities have been carried out or not. The “target versus actual” framework may be used. 

Other activities which are difficult to illustrate in a matrix such as researches, publications, etc. can be presented under this heading. Also indicate if new activities have been included.

Write here
3: Explanatory Notes on Deviations from original plan

Include brief remarks on the following:

· unimplemented and unplanned activities -- reasons for the non-implementation and deviations

· delays in implementation

Write here
4: Comments to the use of remaining funds from LO/TCO

Please comment on the planned use of LO/TCO funding for the rest of the year. Amounts that will not be requested. 

Write here
ACTIVITY MATRIX

(This template should be used to prepare an overview of the project’s activities during the first six months)

	
	Target
	Actual
	

	Activities
	Qty
	Participants
	Qty
	Participants
	Date Implemented
	Remarks

(an indication whether the activity implemented is unplanned or a deviation of the target)

	
	
	M
	F
	T
	
	M
	F
	T
	
	

	I. Seminars
	x
	
	
	
	x
	
	
	
	
	

	1. Title of seminar/subject
	
	x
	x
	x
	
	x
	x
	x
	xxx
	

	2. Title of seminar/subject
	
	x
	x
	x
	
	x
	x
	x
	xxx
	

	Subtotal
	
	y
	y
	y
	
	y
	y
	y
	
	

	II. Workshops
	x
	
	
	
	x
	
	
	
	
	

	1. Title of workshop/subject
	
	x
	x
	x
	
	x
	x
	x
	xxx
	

	2. Title of workshop/subject
	
	x
	x
	x
	
	x
	x
	x
	xxx
	

	Subtotal
	
	y
	y
	y
	
	y
	y
	y
	
	

	III. Conferences
	x
	
	
	
	x
	
	
	
	
	

	1. Title of conference/subject
	
	x
	x
	x
	
	x
	x
	x
	xxx
	

	2. Title of conference/subject
	
	x
	x
	x
	
	x
	x
	x
	xxx
	

	Subtotal
	
	y
	y
	y
	
	y
	y
	y
	
	

	Grand total
	z
	z
	z
	z
	z
	z
	z
	z
	
	


Notes:

a) The abbreviations are as follow: 

· Qty – Quantity

· M – Male

· F – Female

· T – Total

· x – numerical figure of the quantity of activities and participants

· y – sub-total figure

· z – grand total figure

· xxx – dates of implementation and indication whether the activity implemented is unplanned or a deviation of the target 

b) The Qty is the sum total of activities per sub-activity.

c) All the target activities should be indicated in the matrix – even if said activities are the same. For example:

I  Seminars

1. CBA Training

2. CBA Training

3. CBA Training

4. Campaign Training

5. Campaign Training 

d) The M, F & T are the male, female and total number of participants.

e) Unplanned activities or deviations should be indicated in the Remarks.
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