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GRANT AGREEMENT NO. [SAGE ORDER NO.] 
PROJECT [NAME TO BE COMPLETED] No. [PPA PHASE CODE]
CFI/ [INSERT THE BENEFICIARY’S COMPANY NAME HERE]
APPENDIX III : NARRATIVE REPORT TEMPLATE

COMMENTS
The Narrative Report template must be adapted by the Project Manager to suit the project and its specific characteristics.

If necessary, the Project Manager may incorporate the donor’s template.

NB: This grey box should be removed by the Project Manager.

NOTE TO THE BENEFICIARY:
This Narrative Report Template must be completed and signed by a person authorised to bind the Beneficiary legally. The Beneficiary shall ensure consistency between the narrative report and the financial report, and that the provisions of the Grant Agreement are complied with. 

CFI reserves the right to request further information from the Beneficiary and/or to ask for the Report to be amended, particularly in the event of an incomplete or incorrectly completed Report.

Report format: 
· The interim narrative report must be no more than [X] pages [to be completed by the Project Manager depending on the Project] (excluding Appendixes, index and list of acronyms); 
· The final narrative report must be no more than [X] pages [to be completed by the Project Manager depending on the project] (excluding appendices, index and list of acronyms). 

The Beneficiary may attach any documents they deem relevant to this report.

NB: The sections highlighted in blue must be completed, amended or deleted, as appropriate, by the Beneficiary. Under no circumstances may the rest of the template or its format be altered.




[bookmark: _Hlk65859766]For the attention of [to be completed by the Beneficiary].
CFI
62 rue Camille Desmoulins 
92130 Issy-Les-Moulineaux

On XX/XX/XXXX 

Beneficiary’s company name: [to be completed].
Grant Agreement Number: [to be completed].

Dear Sir or Madam,

I have the honour of sending you [to be completed as “the Interim Narrative Report/Final Narrative Report and the Interim Financial Report/Final Financial Report”] pursuant to the above-mentioned Grant Agreement.

Please accept, Dear Madam/Sir, my sincere

[Name and signature of the Beneficiary]



[bookmark: _Hlk67923685][bookmark: _Hlk68169264]GRANT AGREEMENT NO. [SAGE ORDER NO.] 
PROJECT [NAME TO BE COMPLETED] No. [PPA PHASE CODE]
CFI/[ENTER THE BENEFICIARIES'S COMPANY NAME HERE]
INTERIM/FINALNARRATIVE REPORT


DESCRIPTION	3
EVALUATION OF THE IMPLEMENTATION OF PROJECT ACTIVITIES	4
Project Summary	4
Results and activities	4
Indicators	4
Gender	5
Risks	5
COOPERATION	5
VISIBILITY	5
NEXT PERIOD (For the Interim Report only)	5
APPENDICES TO BE ADDED TO THE REPORT, IF APPLICABLE	6



[bookmark: _Toc233637767] DESCRIPTION

Name of the Project Manager at CFI: [to be completed].

Name and position of the person authorised to enter into contracts on behalf of the Beneficiary: [to be completed].

Project Name: [to be completed].

Grant Agreement number: [to be completed].

Project start date and end date: [to be completed].

[bookmark: _Hlk82077762]Period covered by this Report : [from XX/XX/20XX to XX/XX/20 XX].

Target country or region(s) for the project: [to be completed].




[bookmark: _Toc233637768] EVALUATION OF THE IMPLEMENTATION OF PROJECT ACTIVITIES

[bookmark: _Toc233637769] Project Summary 
Please briefly describe the progress of the project during the period covered by this report: [to be completed] (1/2 page max).

What were your priorities in implementing the Project during the reporting period? What were the main activities? What results have been achieved? [to be completed]

In this section, please stick to the facts; you will be asked to provide details of your activities and achievements in the following sections.

[bookmark: _Toc233637770] Results and activities
Please describe below the activities carried out during the period covered by this report: 

Activity 1 [Enter the title of Activity 1]

[to be completed]
· Please include your comments on how the activity was carried out and implemented in relation to the objectives.
· What were the positive or negative outcomes of this activity? Have the expected results and objectives been achieved? 
· Description and explanation of any changes to the planned activity (if applicable): Please describe any difficulties – such as delays, cancellations or postponements of activities – that arose and how they were overcome. 
· What was the impact of this activity?


Activity 2 [Enter the title of Activity 2]

Answer the same questions as for Activity 1
· [to be completed…]
· [to be completed]
· […]
·  

Copy as many times as necessary

[bookmark: _Toc233637771] Indicators
Reproduce the table from the Project Proposal (Appendix I of the Grant Agreement), updating the baseline (to be reproduced as many times as there are results). 


	Indicator 
	Baseline (date)
	Level achieved (date)
	Target value (Level to be achieved)
	Audit source

	[to be completed]
	[to be updated]
	[to be completed]
	[to be completed]
	[to be completed]


[bookmark: _Toc82100559]
[bookmark: _Toc233637772] Gender 
Where applicable, please specify the measures you have taken to ensure gender equality, in accordance with the Project Proposal (Appendix I to the Grant Agreement).

[bookmark: _Toc233637773] Risks
[bookmark: _Hlk85452434]Describe the measures that have been implemented to mitigate the risks identified (including security risks) in the Project Proposal (Appendix I to the Grant Agreement). [to be completed] 

Please indicate, where applicable, any new risks that could jeopardise the completion of the activities (e.g. delays, lack of resources, security risks, logistical challenges, difficulties with partners, the political context, etc.). [to be completed]

[bookmark: _Toc233637774] COOPERATION

[bookmark: _Hlk82079906]How would you assess the relationship between your organisation and the public authorities in the countries involved in the project? Have these relationships affected operations, and if so, how? [to be completed]

In the Final Report, please set out the project’s sustainability and its multiplier effects. [to be completed]

In the Final Report, where applicable, describe the links and synergies you have established with other similar initiatives. [to be completed]


[bookmark: _Toc233637775] VISIBILITY

How was the visibility of the contribution made by the Donor, CFI and the various partners, where applicable, ensured within the Project? (e.g. website links, social media links, newsletters, leaflets, banners, etc.) ? [to be completed]

[bookmark: _Toc233637776] NEXT PERIOD (For the Interim Report only)

[bookmark: _Hlk82079809]For the coming period, if you consider it useful or necessary to amend the organisation of activities or the project outcomes, without altering the purpose of the Grant Agreement, please explain the reasons for such a request for amendment. [to be completed]

Please provide a timetable for the coming period and, where applicable, explain the reasons for any changes from the original plan.  These details do not need to be included in the Final Report. 

[bookmark: _Toc233637777] APPENDICES TO BE ADDED TO THE REPORT, IF APPLICABLE

Examples of the supporting documents to be provided include: 

-	Timetable for the coming period
-	Final version of the products
-	Presentations given during training courses/seminars
-	Teaching materials handed out
-	Mission and evaluation reports
-	Articles published in the press
-	Photos
-	Other appendices…

Deadline for submitting the report as specified in the Grant Agreement: [to be completed]

Date the report was sent: [to be completed]

First name/Surname of the Beneficiary’s representative: [to be completed]


Signature: ………………………………
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