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Reports are intended to provide narrative and financial records and, where possible, should be accompanied by photographs illustrating the project. In case you have any doubts, we kindly ask you to send your questions to: welcomegrant@episcopaleurope.org 

NAME OF CONGREGATION:

PROJECT TITLE:

CONTACT PERSON: 

CONTACT EMAIL/PHONE NUMBER:

REPORTING PERIOD: 	    First quarter	       Second quarter 	   Third quarter	       Fourth quarter

1. EXECUTIVE SUMMARY

1.1. Please provide a short summary of your proudest achievements/ activities during this reporting period

1.2. Provide a bullet list of the critical activities that have taken place during this reporting period. 

1.3  Provide a bullet list of the critical activities planned for this reporting period that have not taken place, with a brief statement of why for each. This should include activities still outstanding from the previous quarter(s), too.

2. MONITORING AND LEARNING

2.1 Please complete the following table

	Key Activity
	Number of Project Participants
	 
	
	 

	
	# direct served
	# of NEW direct
	# NEW direct women
	#  NEW direct  men
	# NEW direct children
	#  total households
	# total indirect
	# total 
volunteers
	% 
Ukrainian

	 
	 
	# NEW are participants who are those  newly served by the project since the last reporting period i.e. they were not captured in the previous report
	 
	 
	
	 

	e.g., Language course or gift vouchers or therapy sessions
	
	
	
	
	
	
	 
	
	

	1.
	 
	
	 
	 
	
	
	 
	
	 

	2.
	 
	
	 
	 
	
	
	 
	
	 

	3.
	 
	
	 
	 
	
	
	 
	
	 



2.2 Please provide a short description of who and how you engaged with the following stakeholders to achieve the project objectives:
· Participants (Beneficiaries):
· Interfaith organizations:
· Civil Society organizations:
· National organizations:

2.3 Please list any unintended results or impacts (positive or negative) that arose during the implementation of activities in the period covered by this report and how you handled these unplanned circumstances

2.4 Please list the key learnings and adaptations that have emerged during this period, noting their impact (short or long-term) on program progress and successes. 

2.5 If your project is continuing, please explain if in the upcoming period, activities will correspond to the original plans or if there will be any changes in the activities as well as in resource allocation.

2.6. Please summarize key actions taken to ensure the protection of children and young people (as well as vulnerable adults) from violence, exploitation, abuse, and neglect during this reporting period.

2.7 Please complete the financial report template (excel attachment)  If there are any expenditures that are not in line with the original budget, please describe. 

3. Photos and Stories

3.1 During the course of the project cycle, please share at least two stories of change that have occurred among project participants. 
Sample Participant Story Details: start with who the participant is (name and characteristics), what is the participant’s life like, what challenges is/has the participant facing/faced?  What is the participant’s goal?  What motivates the participant to engage in the project? How is their experience of project activities?  What feelings or emotions are they expressing? Has anything unexpected happened as a result of project participation? How has engagement in the project impacted the participant?  How has it impacted the participant’s children?  Family members?  Community members?  Community environment? Please be sure to distinguish “Direct quotes” of the participant from your own words.

3.2 Photos
Please provide at least one photo to accompany each story and quote shared above. 
	Photo
	Consent obtained to share (Y/N)
	Photo has copyrights (Y/N)
	Description

	Photo #1
	
	
	

	Photo #2
	
	
	

	Photo #3
	
	
	

	Photo #4
	
	
	



Thank you for concluding your report.

Please make sure that the name and contact of the person responsible for the information provided is included and that the document is signed by a project leader or the legal representative of the Congregation. Thank you.

Name and contact of the person submitting the report: 

……………………………………………………

Signature of project leader or the legal representative of the Congregation: 

…………………………………………………………

Date Submitted: ……………………………………


