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1. PLANNED VS. ACTUAL

	Task
	Date of Implementation
	Outputs Achieved
	Status/ Comments

	(as stated in approved work plan)
	Planned
	Actual
	
	(on time, delayed, cancelled) and notes

	
	
	
	
	

	Example:
	
	
	
	

	Conduct training on Human Rights 101
	15 Oct 2018
	15 Oct 2018
	30 community members trained on …
	on time



	Deliverables
	Target
	Actual
	% Completed
	Notes

	as stated in SOW/contract
	
	
	(based on number targets)
	

	
	
	
	
	

	Example:
	
	
	
	

	Community members trained on Human Rights 101
	60
	30
	50%
	Other half will be trained during next reporting period 



2. OBSERVABLE AND TANGIBLE RESULTS OBTAINED

	Performance Indicator
	Target
	Actual
	Means of Verification

	
	
	
	



Guide Question: What do you consider as key accomplishments for the period? Can you cite testimonies to demonstrate from your activities?

3. CHALLENGES AND ACTION TAKEN
Guide Question: Did you encounter challenges in the implementation of the project? If yes, what are they and what did you do to address them?

4. PLANS FOR NEXT (TRANCHE) REPORTING PERIOD
Guide Question: What are your plans for next reporting period?  (brief description)
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