Performance Report - Format Development


Objective

The objective of this activity is to develop sub-agreement specific performance (or narrative) report formats that:

· address applicable provisions in the donor award;

· avoid redundant work for the sub-recipient; and

· facilitate efficient and regular desk review by CARE staff of sub-recipient achievements.

For awards with multiple ‘types’ of sub-recipients and therefore more than one type of sub-agreement, multiple performance report formats may be warranted.

Tasks

1. Review and list all applicable rules, regulations, and provisions in the donor award pertaining to reporting requirements.  Obtain and review instructions for completing reports if applicable.  Determine what specific information will be needed from sub-recipients in order for CARE to complete its reports to donors.
2. Develop a standard report format that address the above points as well as - at minimum - the following:
a. Quantified activities accomplished / results achieved during the reporting period.
b. Comparison of these quantified activities accomplished / results achieved to those described in the Project Description, implementation plan, work plan or previous reporting period’s Activity Plan.
c. Reason(s) for deviation (i.e. under or over achievement), if applicable.
d. Corrective actions taken to address deviation(s).
e. Lessons learned.
f. Activity Plan for the next reporting period detailing expected activities / results.
g. Potential problems in the working environment (i.e. political or security context of the area) or sub-recipient organization (e.g. staff or logistical changes or constraints) that may materially impair the sub-recipient’s ability to meet project objectives.

3. Draft instructions for sub-recipients in completion and submission of reports.  Work jointly with sub-recipients to determine the criteria and methodology to be used in compiling and reporting data.  It is recommended that CARE staff spend time with new sub-recipients to compile the initial performance reports from these instructions.
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