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Help a Child | Bi-Annual Report Template, June 2021
Project overview 
Please watch this instruction movie for more clarification:
https://youtu.be/Bbfj0fK3Jb0 

	
	Project overview

	Project title
	[Project title]

	Project code
	[Project code]

	Total project period
	[full length of Multi-Annual Project Plan: 20.. – 20..]

	Year of this report
	[current reporting year 20..]

	Name of lead organization
	[Name of the lead organization]

	Multi-Annual Budget
	[Total multi-annual budget for the project, €…]

	Total annual budget
	[Total annual budget proposed, €…]

	Intervention area
	[name of the locations where you are implementing the project]

	Number of reached children (without double counting)







	Within the geographical area described above, how many children and youth have you reached: (Please differentiate between boys & girls)
· [how many young children (0-7) in the intervention area have you reached this year]
· [how many children (8-12) in the intervention area have you reached this year]
· [how many teenagers (13-18) in the intervention area have you reached this year]


	Number of children/ families linked to a sponsor
	[xxx number of registered children/ family ambassadors linked with a sponsor]

	Long-term outcome
	[long-term outcome of the project as defined by ToC]

	Pathways
	[list the pathways in your ToC
· …
· …
· …






Contact information Partner Organisation

	
	Partner organisation

	Partner organisation 
	

	Country
	

	CEO
	[name CEO]

	Project manager
	[name project manager]

	PMEAL officer
	[name PMEAL officer]

	Sponsorship officer
	[name sponsorship officer]

	Other staff involved
	

	Email address and Phone number contact person
	[name, email and phone number person assigned as contact person for Help a Child responsible for submission]






Contact Information Help a Child Country Office

	
	Contact data Help a Child

	Organization name
	Help a Child [Country]

	Postal address 
	

	Visiting address
	

	Telephone number 
	

	E-mail
	







Introduction of the template

The bi-annual report contains four sections and one annex:

Sections:
1. Progress on Multi-Annual Project Plan (MAPP)
2. Progress on Annual Plan
3. Cross-cutting Issues
4. Financial Report
Annexes:
· Annex l:  Project Budget and Workplan/Reporting template
· Annex ll: Datasheet CBCFM
NB the financial report annex is the budget approved in the beginning of the year

Each section contains a short description of what is expected in this particular section. Please delete these explanations and replace them by your input. Some sections give instructions about the maximum page length your responses should not exceed. Please adhere to this prescribed maxium section length! 



1. Progress on Multi-Annual Project Plan (MAPP)

1.1 | Part of the MAPP implemented 

Since your MAPP is a multi-annual strategic plan, please shortly explain in what phase of the multi-annual plan you are (start-up, implementation, end-phase) and what elements of the MAPP have been implemented this year (Max ½ A4). 



1.2 | Changes in context 

Explain, if applicable, changes in the context (environment, social or political) compared to the MAPP and/or annual plan. Give clarifications on how these changes came about and explain how you have adjusted your programming in light of these changes and any concrete changes you made to your annual plan. (Max ½ A4)




1.3 | Major deviations in comparison to MAPP 

Report on progress against the MAPP and provide justification for any changes or adjustments, if applicable, in strategy, approach, pathways of change etc. compared to the MAPP. Explain which type of activities have been implemented according to the plan and which type are behind schedule or not done? (NOTE: Don’t list specific activities but rather generalize considering the different thematic areas of your project.) What were the reasons for this? And what are the implications of these changes going forward? (Max ½ A4)




2. Progress on Annual Plan 

2.1 | Project Budget and Workplan/reporting template


Report in ‘Annex 1: Multi-Project Budget and Workplan/reporting template’ on the planned and actual implemented activities in detail, organized per objective.



2.2 l Reflection on outputs achieved
This section 2.2 supplements Annex 1 and provides space to reflect and share more insights on what achieved, what wasn’t, and what this year’s implementation means for the future, per objective. You can refer to annex 1 if needed but do not repeat a list of activities with their targets. 

	Specific objective 1. 

	Activities planned
	List the activities that were planned for this period (bi-annual) to reach this specific objective.

	Activities implemented
	List the activities that were implemented during this period (bi-annual).

	Comments/ deviations from what was planned (explanation)
	Please comment on the implementation of the activities. What went well, what did not go as planned. 
Describe the deviations from what was planned and explain. 
Include adjustments you made along the way due to changing circumstances or new learnings and the reasons for the changes – this can include cancelled or replaced activities or changes to the scale/target with more or less achieved.

	Challenges encountered during the implementation
	Describe realities which hindered your progress and the actions you took to mitigate them.

	Key learnings
	Describe things that you now understand from this (half) years’ experience – whether from a positive result or negative result – that you will take in mind when planning for the future and feel others can benefit from knowing

	Proposed changes based on the key learnings and data.
	Describe what (if anything) you want to do differently in the next year, considering what you learned from this (half) years’ experience – this can include scaling up a successful initiative or changing implementation approach, etc.






	Specific objective 2

	Activities planned
	List the activities that were planned for this period (bi-annual) to reach this specific objective.

	Activities implemented
	List the activities that were implemented during this period (bi-annual).

	Comments/ deviations from what was planned (explanation)
	Please comment on the implementation of the activities. What went well, what did not go as planned. 
Describe the deviations from what was planned and explain. 
Include adjustments you made along the way due to changing circumstances or new learnings and the reasons for the changes – this can include cancelled or replaced activities or changes to the scale/target with more or less achieved.

	Challenges encountered during the implementation
	Describe realities which hindered your progress and the actions you took to mitigate them.

	Key learnings
	Describe things that you now understand from this (half) years’ experience – whether from a positive result or negative result – that you will take in mind when planning for the future and feel others can benefit from knowing

	Proposed changes based on the key learnings and data.
	Describe what (if anything) you want to do differently in the next year, considering what you learned from this (half) years’ experience – this can include scaling up a successful initiative or changing implementation approach, etc.




Etc.



2.3| Special Reporting for External Donors (if applicable for your project).
CCCD projects are funded mainly by private Dutch sponsors via the CAM model. Possibly, other external donors like foundations or companies contributed to this project too. Please add specific additional narrative explanation as requested in the below table for those specific back donors (if applicable):

	Donor
	Activities sponsored

	
	

	Narrative Report

	

	Story & Photos (following the instructions in the manual, see below, photos to be attached separately)

	




2.3.1.| Special Reporting on Revolving Fund (if applicable for your project)
 
	Amount set out for revolving fund: 
	 

	Period of loan conctract with MFI 
	 

	# loans given out during reporting period 
(male/female): 
	 

	Average loan size per loan taker/SHG 
	 

	Payback rate at reporting date: 
	 

	Repayment duration (weeks): (from the day of disbursement till full repayment) 
	 

	% of loans used for business development (IGA) 
	 

	For which kind of businesses are the loans used? 
	 

	Narrative Report on revolving fund 

	 

	Story & Photos (following the instructions in the manual, see below, photos to be attached separately) 

	 


 
 





 
2.4 l CAM Motivation (if applicable for your project) 
 
In 2025, Help a Child started a pilot with some partners to increase the motivation of the CAM Ambassadors. Please fill out this section ONLY if you were part of this pilot. 
 
	Budget amount for CAM Motivation:  
	  

	Type of CAM Motivation items:  
	 

	# of items distributed 
 
	  

	# own contribution rate of 25% at reporting date:  
	  

	 
	  

	Narrative Report on CAM Motivation 

	Please describe here your experience so far. How are the items received by the community? What impact was there on their motivation as ambassadors? What are the challenges so far? What are your lessons learned? 

	Story & Photos (following the instructions in the manual, see below, photos to be attached separately)  

	  




3. Crosscutting Issues

3.1 | Do No Harm

When planning projects, it is often difficult to foresee all the effects our work might have in a community. Along the way, it might happen that we discover some unintended negative consequences of our work. (For example, paying school fees for a child can make the family more dependent on support and less likely to provide for the child once they don’t receive that support.)

During the implementation of the project this half year, were there any unintended negative consequences of your activities that you became aware of? Think also of environmental harm. If so, how did you come across this information and how did you deal with it? 
(Max ½ A4)
Describe unintended negative effects in the areas of: 

	Topic
	What negative effect did occur?
	What did you do to mitigate them?

	People’s safety, security, dignity and rights; 

	
	

	Conduct of the staff & volunteers towards the community (including corruption, (sexual) abuse & exploitation & harassment, etc) 

	
	

	Culture and gender relationships 

	
	

	Livelihoods (like mono culture, handouts etc)

	
	

	Local economy

	
	

	Social and political relationships

	
	

	Conflict: dividers & connectors: what may increase conflict and what may solve it

	
	





3.2 | Community Based Complaints & Feedback Mechanisms (CBCFM)

Please report on the activities that were carried out for the Community Based Complaints and Feedback Mechanism. Please report on how the mechanism is functioning and which feedback channels are in place. (Max ½ A4)
 
Please complete Annex ll : Datasheet CBCFM. Then reflect on the data and provide a summary of the type of feedback and complaints you have received from community members in the last 6 months. Please also provide commentary on how you have responded to the issues raised by the community members. You can refer to Annex 3 and do not have to provide a list of complaints, repeating what is in the database already. You can use the dashboard tool in the database, where this and other information is automatically calculated (max ½ A4).


3.3 Additional Comments

Details or any additional comments you want to share with us regarding this year’s implementation. (Max ½ A4)




4. Financial Report 

At the beginning of the year Help a Child and you as an implementing partner agreed on the budget and commitment for this financial year

Please enter the actual expenditure until June 30 in the bi-annual reporting template.
This template looks like this: 
[image: A screen shot of a computer

Description automatically generated]
Part of this Excel is the reporting columns: 
[image: A screen shot of a calculator

Description automatically generated]

Please fill in the columns:
· Unit Achieved
· Actual spent amount year to date FX
· Since the year has ended the ‘Forecast rest of the year FX’ will now be set to zero
· Variance explanation (e.g. costs / units / timeline)

Kindly ensure timely delivery of this report to your designated contact person at Help a Child.

Please ensure that it is possible to provide additional relevant information, such as:
· An extract of your book keeping what corresponds with the financial report. 
· Project Bank Account
· Asset Register
· Overview Community Contributions (if applicable)
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