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Please email to welcomegrant@episcopaleurope.org
 and copy to sheepe@episcopaleurope.org

Grantees are asked to submit four reports during each yearly funding cycle. No matter when the start of the project is, the deadlines for such reports are: 

March 31 
June 30 
September 30 
December 31

Although the deadlines fall at the end of these four months, we encourage everyone to find the right time before the deadline to submit the report on any day after the 15th of the reporting month. 

If the start of the project falls within 30 days of a reporting deadline, a quarterly report must be submitted. If on the other hand, project activities started less than 30 days before a quarterly deadline, the reporting is due in the following quarter.

Quarterly reports are designed to inform the Convocation on the general progress of the project. Final reports are designed to enable the Convocation to learn more about the grantees’ context and strategy and for grantees to reflect on their work more in-depth. Therefore, we ask you to be as comprehensive as possible when the report refers to the closure of a project.

Quarterly and final reports are intended to provide narrative and financial records and, where possible, should be accompanied by photographs illustrating the project. 

Questions: 
In case you have any doubts, we kindly ask you to send your questions to: welcomegrant@tec-europe.org

NAME OF CONGREGATION:

PROJECT TITLE:

CONTACT PERSON: 

CONTACT EMAIL/PHONE NUMBER:

REPORTING PERIOD: Please select one of the periods to which your report relates.

· First quarter. Deadline March 31st.
· Second quarter. Deadline June 30th.
· Third quarter. Deadline September 30th.
· Fourth quarter. Deadline December 31st.

1. EXECUTIVE SUMMARY
Please provide a bulleted list of the most significant quantitative and qualitative achievements during this reporting period; If this is a year-end final report, please provide an executive summary of the overall most significant achievements since the start of implementation.

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

1.2. Provide a bulleted 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. PROJECT MANAGEMENT UPDATE

2.1 What project management considerations and decisions have been made during this reporting period regarding timing (schedule & sequence), scope (focus & approach) and/or resources (human & financial)?

2.2 What project management decisions remain to be discussed?  i.e., looking specifically at the planned vs actual activity progress (section 1, above) and financial expenditures (financial summary above and expenditure variance report attached) in this reporting period, what are the un-addressed challenges inhibiting project implementation and thus requiring further discussion and decision-making?

2.3 What additional project management support does the partner project team need from the CRGP team in order to yield quality implementation results?

2.4 If this project is part of a larger initiative with multiple activities, please specify what percentage of the project is funded by our grant.

3. LEARNING & INNOVATION UPDATE
3.1 What key learnings and/or innovations (improvements in approach, practices & efficiency) have been identified during the reporting period?

3.2 Of the key learnings and/or innovations identified in prior reporting periods, which have been applied during this past reporting period and to what effect?

4. NEXT STEPS
4.1 Provide a bulleted list of the upcoming critical activities. be sure to include activities carried forward from prior reporting period(s), and highlight anything that has changed from the original project proposal, including the integration of new learnings and innovations.

5. PROGRESS TOWARD CROSS-CUTTING ACTIVITIES (as applicable)
[bookmark: _heading=h.cqc86ejm44oa]5.1 Report on Participant Engagement — Instructions (simplified)
Direct participants (unduplicated, year-to-date).
 Please report the total number of unique people served since the start of the grant year.
· If the total did not change this quarter, write: “Same as last quarter: [number]”.

· If possible, also report how many new unique people were served this quarter.

Indirect participants (this quarter).
 Please report the number of people indirectly reached this quarter.
Breakdown (if available).
 For direct participants, please add: # women, # men, # households; and the % of Ukrainian beneficiaries among all direct participants.
Volunteers (unduplicated, this quarter).
 Please report the number of unique volunteers who supported your project this quarter.
· If you did not report volunteer numbers in Q1 and/or Q2, please say so here and add those earlier numbers now if possible.

Definition – “unduplicated”: Count each person only once in the period, even if they attend multiple times or receive several services.
Example:
· Direct participants YTD: 185. Same as last quarter. New this quarter: 0.

· Indirect participants (this quarter): 620.

· Breakdown (direct): 120 women, 65 men, 80 households; Ukrainian: 55%.

· Volunteers (this quarter, unduplicated): 14. (Not reported in Q1: 12; Q2: 11.)


5.2 Provide a bulleted list of Stakeholder Engagement that has taken place during this reporting period, i.e., include stakeholder groups at the community, district and national level, as well as within the partner’s governance structure.

5.3 Describe the Gender-focused/ Gender Equity and Social Inclusion (GESI) activities and/or issues addressed during this reporting period?

5.4 Are there any internal organizational challenges that may be impacting project implementation? If yes, please explain. 

5.5 If your annual plan included an institution strengthening objective, what progress has been made during this reporting period? How has this progress supported achievement of project-specific results?

6. PROJECT MANAGEMENT

6.1 Report on expenditures
4.1.1 Please provide an update on expenditures in this reporting period as compared to your original expenditure plan. Make sure that costs are expressed in Euros.

	Budget Item
	 Description (quantity of units, price of units)
	Diocesan Support
	CRGP Support
	Other Support
	Total
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6.2 Are expenditures in line with plans or are there delays or shortfalls? What are the reasons for delays or shortfalls and what decisions has the management team taken to resolve these issues?

ANNEX 1: PROJECT IMPACT 
For impact demonstration and learning across the project cycle, please share a minimum of 2 stories. Consider the different types of direct participants and stakeholders in the program and focus on how their lives have changed as a result of their participation in the project. Be sure to Include the context in which the project is being implemented. Distinguish “Direct quotes” of the participant from your own words. Be sure to first obtain consent to share the participant’s story and accompanying photos.

Participant Story #1: Interview or story of one participant’s testimony of change
	Episcopal Relief & Development - Story Bank

	Name of Partner Organization: Episcopal Church in Geneva
	Name of Program: Refugee Welcome Center of Emmanuel Episcopal Church, Geneva, Switzerland


	Story Location: Geneva
Town, District, Province, Country Geneva, Switzerland
	Date of Story: June 20, 2024

	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 happen 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. 

	Participant Details:
· Name: Viktoriia
· Characteristics: Born on March 27, 1988, in Alzkolaiv, Ukraine; professional artist and soloist
· Context: Viktoriia fled Ukraine with her son Darii, who was born on April 28, 2010, in Kyiv, due to the ongoing conflict. They found refuge in Geneva, where they sought to rebuild their lives.
Viktoriia’s Life Before the Project: Viktoriia faced significant challenges upon arriving in Geneva. Despite her skills as an artist and soloist, she struggled to find opportunities to showcase her talents. The trauma of displacement and the uncertainty of her situation left her feeling isolated and anxious about the future for herself and Darii.
Participant’s Goal: Viktoriia's primary goal was to find an outlet for her artistic talents and to help Darii continue his musical education. She was motivated by the desire to maintain a sense of normalcy and purpose in their new environment.
Motivation to Engage in the Project: Viktoriia was motivated to engage in the Refugee Support and Integration Program offered by Emmanuel Episcopal Church because it provided a platform for her artistic expression and offered support for Darii's musical talents. The program's comprehensive approach, including art exhibits, concerts, and community activities, was exactly what she needed to rebuild her life.
Experience of Project Activities: Viktoriia participated in the Ukrainian Refugee Art Exhibit and Concert, where she showcased her paintings and performed as a soloist. She also became involved in the Ukrainian women's choir, which provided a supportive community and an outlet for her musical talents.
Feelings and Emotions: Viktoriia expressed immense gratitude and relief. "Being part of this program has given me hope and a sense of belonging. I can share my art and music, and it feels like I have a purpose again," she said.
Unexpected Outcomes: Viktoriia's engagement in the project led to an unexpected job opportunity. Through the church's network, she was introduced to local art galleries interested in her work. Additionally, Darii's musical talents were recognized, leading to offers of support for his participation in competitions and further musical education.
Impact on Viktoriia and Her Family: Viktoriia's participation in the program has significantly improved her and Darii's quality of life. Darii is thriving in his musical pursuits, and Viktoriia feels a renewed sense of purpose and hope. "My son and I feel safe and optimistic about our future," Viktoriia shared.
Community Impact: Viktoriia’s involvement has also positively impacted the community. Her participation in community events has helped bridge cultural gaps and fostered a spirit of inclusivity and mutual respect. Her story has inspired other refugees to engage in the program and pursue their own talents.
Human Resilience Values Reflected:
· Dignity: Viktoriia regained her sense of self-worth through artistic and musical expression.
· Trust: The support from the church and community helped rebuild her trust in others.
· Hope: Viktoriia’s outlook on the future has become more positive and hopeful.
· Love: The welcoming and inclusive environment provided a sense of love and belonging.
These stories reflect the profound impact of Emmanuel Episcopal Church’s Refugee Support and Integration Program on participants’ lives, demonstrating significant positive changes in their sense of dignity, trust, hope, and love.












	Does this participant’s story reflect a positive change in the participants sense of any of the following Abundance Unlocked human resilience values? Please check all that apply: 	___xDignity 	__x_Trust	_x__Hope	_x__Love



Participant or Stakeholder Story #2: Interview or story of another participant or stakeholder 
	Episcopal Relief & Development - Story Bank

	Name of Partner Organization: Anglican Church of Freiburg
	Name of Program: Fragrance in Freiburg

	Story Location: Freiburg, Germany
Town, District, Province, Country
	Date of Story: 

	· Name: Faith Oguejiofor
· Characteristics: The participant is a woman from Nigeria who attended the Women’s Breakfast event.
Life Situation: She has faced significant challenges, including the pain of being unable to see her relatives for ten years.
Challenges: The primary challenge she faces is the emotional struggle and pain of being separated from her family for an extended period.
Goal: Her goal is to find emotional support and a sense of community amidst her struggles.
Motivation: She is motivated to engage in the project by the opportunity to connect with other women who have faced similar experiences, even if their specific challenges differ.
Experience of Project Activities: Her experience of the project activities has been positive. Being with another twenty women who have also faced significant challenges has helped her see the positives amidst her tears.
Emotions: She expresses feelings of relief and comfort from being able to openly share her pain with others. She described this as a blessing, saying, “Having a group to openly share our pain is in itself a blessing.”
Unexpected Outcomes: An unexpected outcome of her participation is the realization that sharing and connecting with others can bring about a sense of hope and resilience.
Impact on the Participant: Engagement in the project has provided her with emotional support and a renewed sense of hope and resilience.
Impact on Family and Community: The story does not provide specific details on the impact on her children, family members, or community environment.
Human Resilience Values: This participant’s story reflects positive changes in the following Abundance Unlocked human resilience values:












	Does this participant’s story reflect a positive change in the participants sense of any of the following Abundance Unlocked human resilience values? Please check all that apply: 	X___Dignity 	_X__Trust	_X__Hope	_X__Love



Additional Participant or Stakeholder Quotes
	Name & Age of Person
	Type of Participant or Stakeholder
	Direct Quote on Most Significant Change resulting from the person’s engagement in the project.

	
	
	

	
	
	

	
	
	



Photos: Provide at least one photo to accompany each story and quote shared above.  

Photo Files:  Please ATTACH your photo jpg files separately to your report submission email to Episcopal Relief & Development. 
Photo Captions: Please provide a caption for each photo submitted.

	Photo #
	Name(s) of those featured in photo
	Consent Obtained to Share? (Y/N)
	Date of Photo
	Location of Photo
	Brief description of action(s) or result(s) depicted
	Name of Photographer

	Example
	Marie Smith
	Yes
	2/1/2021
	Kitala, Songo - Angola
	Mary showing vegetables from her new kitchen garden; she uses vegetables to improve her child’s. nutrition and sells surplus to buy fresh milk. 
	Dawn Murphy
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ANNEX 2: SUPPORTING DOCUMENTS

Please attach consent forms for pictures submitted from ANNEX 1.

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: ……………………………………



