




NARRATIVE PROGRESS REPORT

Narrative Progress Report
1st/2nd/x Interim / Final Narrative Progress Report[footnoteRef:2] [2:  Please adjust as applicable. In case of an Inception Report, replace Narrative Progress Report accordingly with Inception Report.] 



	[bookmark: _Hlk97814590]GUIDANCE


	· Purpose: This template shall be used for preparing the narrative progress report required under the applicable ADA Grant Agreement. The narrative progress report shall provide a clear and concise overview of implementation progress, outcomes, risks, challenges and the financial status of the Action during the reporting period.
· Compliance with the ADA EGSIM (Environmental, Gender and Social Impact Management): The narrative progress report shall address relevant points arising from the applicable EGSIM process or document: EGSIM recommendations (related to EGSIM risk categorization and appraisal), an Environmental, Gender and Social Impact Assessment (EGSIA), and an Environmental, Gender and Social Management Plan (EGSMP). EGSIM-related risks, impacts, mitigation measures, and follow-up to appraisal recommendations shall be reported primarily under section 4 “Risk management”, in particular in sections 4.1 and 4.2. Other sections should include EGSIM-related information only where it directly affects the Action context, implementation, progress, performance or management arrangements, without duplicating the detailed risk reporting provided under section 4.
· Formatting: The text in blue serves as guidance for drafting the narrative progress report. Delete the blue guidance text once the required information has been filled in.
· Guiding text: Not all guiding text may be applicable, depending on the specific context, sector, type of Action or applicable ADA requirements.
· Clarity and relevance: Use clear and precise language and avoid unnecessary repetition. Include only information relevant to the implementation, monitoring, and assessment of the Action during the reporting period. The narrative progress report should summarize the key points; detailed supporting information should be provided in the applicable annexes.
· Reporting period and consistency: The information provided must cover the reporting period indicated in the “Basic Information”-section. Narrative information, annexes, and financial information submitted for the same reporting period must be complete and consistent. Information on activities, outputs, deviations and corrective measures in this report must correspond to the financial information provided in the financial report.
· Length: Adhere to the indicative page limits of this report template. The Summary should not exceed 2 pages. The chapter “III. Detailed Progress Description” should not exceed 15 pages (excluding annexes). In exceptional cases, where justified by the scope or complexity of the Action, a longer report may be accepted.
· Annexes: Complete and submit all annexes applicable to the Action and the reporting period. 
· Narrative Progress Report Logframe, Risk Management Plan and Implementation Schedule (“Report Logframe”/Annex 1): Complete Annex 1 for the reporting period. The updated report logframe shall include progress against impact, outcomes, outputs and activities, deviations and steering measures. Indicators should be disaggregated by sex and other relevant social determinants, such as age, wherever feasible. The updated risk management plan shall reflect key risks, changes in the risk assessment, mitigation measures and responsibilities, consistent with section 4 of this report. The implementation schedule shall provide an outlook on the next reporting period, including planned activities, indicative timing and major adjustments, consistent with section 7. Annex 1 is used for reporting purposes and does not replace any ADA approval required for changes to the approved logframe, risk management plan or implementation schedule.
· Submission and signature: The narrative progress report, including all applicable annexes, must be prepared, signed and submitted in accordance with the applicable ADA Grant Agreement and the requirements set out in this template. ADA may request clarifications, corrections or additional information if the submitted report is incomplete, inconsistent or not sufficiently clear.
· Separate requests: Any request for disbursement and/or contract amendment, including budget reallocations or extensions of the Action duration, must be submitted separately and in accordance with the applicable ADA Grant Agreement. The inclusion of such information in the narrative progress report does not constitute an official request or ADA approval required under the applicable ADA Grant Agreement.
· Inception reports: In case of inception reports, not all chapters may be relevant. If a chapter is not applicable, “N/A” may be indicated. Inception reports should in particular summarize the findings and recommendations of assessments and analyses carried out and include them as annexes. Deviations from the Action document, including changes to the logframe, must be justified, and the adapted documents must be submitted to ADA.





I. INTRODUCTION

	Basic Information about the Action

	ADA Reference number as per Grant Agreement: xxxx-xx/xxxx


	Recipient(s):


	Action title: 


	Target area: country/countries and region(s) where the Action is implemented


	Duration of the Action: xx.yy.zzzz to xx.yy.zzzz (from start date of the Action to end date of the Action, including new end date in case of no-cost extensions approved by ADA)

	Reporting period: xx.yy.zzzz to xx.yy.zzzz


	Date of report submission: xx.yy.zzzz


	Authorization of report (name and position): 

	Contact for questions (name, position, tel./email): 






Financial statement in EUR as at (date = end of reporting period)

	Total budget

Action budget
	Cleared costs
Total expenditure as approved by ADA (if applicable)
	Submitted for
examination
Total expenditure submitted to ADA for approval with present report
	Remaining budget
Budget remaining as per end of the reporting period 






	
	
	

	Place and date
	
	Name in block capitals
Legally valid signature required




	List of abbreviations (Add further abbreviations as required.)


	ADA
	Austrian Development Agency

	
	

	
	

	
	

	
	

	
	

	
	

	EGSIM
	Environmental, Gender and Social Impact Management

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	SEAH
	Sexual Exploitation, Abuse, and Sexual Harassment

	
	

	
	

	
	





II. [bookmark: _Hlk96684991]EXECUTIVE SUMMARY (max. 2 pages)

Provide a concise overview of the implementation of the Action during the reporting period: 
· Achievements: progress towards outcomes, referring to the report logframe (Annex 1), where relevant.
· Activities and outputs: main activities implemented, outputs achieved and notable highlights or innovations.
· Beneficiaries: number of direct and indirect beneficiaries reached.
· Changes: any changes to the intervention logic or logframe, with brief justification.
· Challenges and risks: major challenges, risk mitigation and steering measures, and significant changes in the overall risk assessment.
· Lessons learned: key insights and good practices, and how they will inform further implementation.



III. DETAILED PROGRESS DESCRIPTION (max. 15 pages)
[bookmark: _Hlk100664358]1. Action context and implementation
Briefly describe any relevant changes in the framework conditions (e.g. socio-economic, political, environmental) during the reporting period, compared to the situation described in the Action Document, and indicate their implications for implementation.

Summarize key findings from assessments or analyses conducted and explain any resulting adjustments to the understanding of the context, target groups or intervention logic, where applicable.

Provide a concise overview of progress in reaching the target group(s), including the number of direct and indirect beneficiaries reached, any deviations from the original plan, remaining gaps, and observed effects, with attention to women, youth, and vulnerable or marginalized groups.

Summarize the main implementation approaches, challenges encountered and adjustments made during the reporting period. Briefly assess the quality and appropriateness of the implementation approaches and methods used. Where relevant, reflect on the participation of local communities, capacity development of local actors, feedback mechanisms, and progress on environmental sustainability, social inclusion, gender equality, and conflict sensitivity.

Include brief references to EGSIM process or document when applicable to Action context (see Guidance).

For final reports, briefly outline progress on sustainability measures, including sustaining of outputs, handover, scaling, and advocacy.

2. Progress and performance
Briefly describe progress towards outputs and outcomes during the reporting period, based on the logframe, including relevant indicator data. The detailed update of indicators, baselines, targets, sources of verification, deviations, and steering measures shall be provided in the report logframe (Annex 1). This section should summarize the main findings and assess the status of the Action with respect to the objectives to be achieved.

Summarize the main outputs achieved and activities implemented during the reporting period, focusing on their contribution to progress towards the expected outcomes.

Explain any significant deviations from the approved Action Document, logframe or implementation schedule, including their reasons, implications for implementation and steering measures taken or planned.

Highlight key factors that supported or hindered progress during the reporting period and indicate any implications for the next reporting period.

Where relevant, briefly reflect on environmental, gender or social issues when they materially affect progress against outputs, outcomes, indicators or activities (see Guidance).

Summarize the main lessons learned from the implementation of the Action during the reporting period. Describe how they will be applied to improve implementation and performance in the next reporting period.
3. Management of the Action
Provide an overview of the management, coordination and steering measures taken during the reporting period, including:
· Relevant coordination meetings, including information on decisions taken
· Updated stakeholder matrix, if applicable, including information on actual engagement and capacities, where relevant.
· Cooperation and coordination among/with implementing and other local partners, local authorities, and other relevant organisations, including any new, changed or discontinued cooperation arrangements.
· Steering and coordination mechanism, in particular relevant changes regarding the organisational structure, processes, and management of the Action, capacities for implementation
· Reasons for any deviations and steering measures taken and how challenges have been addressed.
· Briefly indicate key lessons learned for improving management and coordination.
· Where relevant, briefly indicate management arrangements or responsibilities related to environmental, gender or social issues (see Guidance).

[bookmark: _Hlk101450765][bookmark: _Hlk98756527]4. Risk management
4.1. Risk assessment and mitigation measures
Summarize key risks identified during the reporting period, including external, organisational and Action-related risks, and describe how they were addressed, mitigated and monitored during the reporting period. Also mention any notification on risks to ADA, if applicable. This section should include relevant environmental, gender, SEAH and social risks identified through implementation, monitoring, and stakeholders’ feedback, or the applicable EGSIM-related process or document.

For annual reports, indicate any relevant changes in the overall risk assessment and explain whether further mitigation or steering measures are required. The information provided here should be consistent with, and complementary to, the updated risk management plan included in the updated report logframe (Annex 1).

4.2. Follow-up to EGSIM appraisal recommendations
For Actions where ADA’s environmental, gender and social impact appraisal recommendations form part of the contractual requirements, report on their implementation and – where applicable – on the Action’s Environmental, Gender and Social Risk Management Plan, including progress made, outstanding measures, responsible actors and any need for adjustment.

5. Monitoring, learning and evaluation 
5.1. Monitoring and learning
Briefly describe monitoring and learning activities carried out during the reporting period and how progress was assessed.

Describe measures taken to facilitate inclusive participation of stakeholders and target group(s) during monitoring, learning, and evaluation. In particular, describe how the perspectives of different groups, particularly women and vulnerable or marginalised groups facing intersecting forms of discrimination, were captured, analysed and used to inform implementation and management, including any differing experiences, priorities, or outcomes identified among these groups.
Summarize activities related to data collection and analysis, capacity development of local actors, dissemination of information and sharing of data with relevant stakeholders.

Describe lessons learned and good practices related to strategic approaches, such as environmental sustainability and climate action, gender equality and social inclusion, community engagement and conflict-sensitive approaches.

Describe how community feedback, complaints and accountability mechanisms were used during the reporting period and how feedback received informed implementation and management.

Explain how experiences from implementation and recommendations from monitoring and learning exercises (such as reviews, if agreed in the Action Document) will be taken into account during further implementation.

5.2. Evaluation (if applicable)
Report on evaluation status and developments relevant to the reporting period, including follow-up on recommendations, and ensure consistency with the ADA-Guidelines for Programme and Project Evaluations (hereinafter ADA PP Evaluation-Guidelines):

· General planning of the evaluation: refer to the evaluation focus (including rationale), timing (incl. coordination with other assessments) and budget, and reflect on whether the planned evaluation focus remains appropriate in light of developments and emerging learning needs.
· Scoping and design of the evaluation: describe the preparation following the relevant steps outlined in the ADA PP Evaluation-Guidelines and reflect on evaluability (see ADC Guidance on Evaluability Assessment), participation and representation as well as ethics. 
· Implementation of the evaluation: describe the evaluation implementation following the relevant steps outlined in the ADA PP Evaluation-Guidelines and highlight any considerations related to evaluability and reflections on participation and representation as well as ethics.
· Utilisation: provide information on key learning and follow-up activities and dissemination in line with the relevant steps outlined in the ADA PP Evaluation-Guidelines and reflect on the use of evidence from the evaluation for future programming.

6. Visibility and communication (max. 1 page)
Briefly report on the visibility and communication activities carried out during the reporting period, including the main target groups reached and the channels used (e.g. website, social media, publications, events, press work, photos/videos). This section is mandatory if an approved communication plan and/or visibility budget exists. The description should focus on activities relevant to the Action and avoid general institutional communication.

· Indicate how ADA[footnoteRef:3] visibility requirements were respected, including the use of the required logo, funding acknowledgement, disclaimer and, where relevant, the reference to International Partnerships Austria. [3:  For Actions funded under an Action implemented by ADA (e.g. EU delegated cooperation): ADA / EC visibility requirements ] 

· Summarize any active press work related to the Action and report its results, such as media coverage, interviews, press events or media trips.
· Confirm whether information on the Action was published or updated on the Recipient’s website and whether relevant information was linked to the ADA website, where applicable.
· Report on relevant social media activities and, where applicable, whether ADA[footnoteRef:4] channels were tagged or contacted for potential joint activities. [4:  For Actions funded under an Action implemented by ADA (e.g. EU delegated cooperation): ADA / EC channels] 

· Indicate whether relevant events took place and whether representatives of the competent ADA Coordination Office and/or the Austrian Embassy were invited, where applicable.
· Confirm whether suitable photo and/or video material was shared with ADA, including the required contextual information and rights documentation.
· If an approved communication plan exists, report on its implementation, deviations, corrective measures, and any lessons learned.

Provide relevant supporting documentation as Annex 3, such as samples or screenshots of communication materials, links or references to website and social media posts, press clippings or media monitoring results, event documentation, and an overview of photo/video material shared with ADA.

If no visibility or communication activities were carried out during the reporting period, briefly explain why.

Indicate any planned visibility and communication activities for the next reporting period.

7. Outlook on the next reporting period
Describe the main activities planned under each output for the next reporting period, including indicative timeframes and expected progress. Explain any major adjustments to the implementation schedule, where relevant. This narrative outlook should be consistent with, and complementary to, the updated implementation schedule included in the updated report logframe (Annex 1).

Only applicable for Actions funded in ADA-implemented interventions (such as EU delegated cooperations): Provide a forecast on the funds needed in the upcoming reporting period.



[bookmark: _Hlk83378577]ANNEXES TO THE NARRATIVE PROGRESS REPORT:

1. Updated Report Logframe (Logframe, Risk Management Plan and Implementation Schedule) (Annex 1)
2. Environmental, Gender and Social Risk Management Plan progress report (if applicable) (Annex 2)
3. Documentation of visibility and communication activities (if applicable) (Annex 3)
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