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Semi-Annual and Annual Report Template

Guidelines for Reporting

1. Please use this template to submit both of the following:

a) Semi-annual report (SAR): covers the period from October 1 – March 31 and is due on April 30
b) Annual report (AR): covers the period from October 1 – September 30 and is due on October 30
2. Reporting deadlines are aligned with the US Government fiscal year: October 1 to September 30  (for example, FY09 = October 1, 2008 to September 30, 2009)
3. Each report should be a maximum of 20 pages and should represent what you have done during the semi-annual (October 1- March 31) or annual (October 1 – September 30) reporting period with respect to what was planned, but should also look toward the coming reporting period taking into consideration what you have learned and how you will use this to improve implementation.

4. County USAID Missions and PEPFAR coordinating bodies often have a reporting preference.  If so, please follow the country reporting style and submit this same report to USAID/Washington (instead of following the template below).  However, if the country plan is missing any of the key areas included in the report template below, partners should supplement their Mission report with the information requested below.  If no reporting preference is noted, please use format below. 
5. You will need to report annually and semi-annually to the Agreement Officer’s Technical Representative (AOTR) at USAID/Washington.  Please copy the email to the Activity Manager (AM) in Washington and the in-country AM.  Please consult with your in-country AM and PEPFAR country team regarding specific country reporting requirements/reporting format.  The PEPFAR country team will review and pass on relevant information to Office of the Global AIDS Coordinator (O/GAC). For organizations who provide services (under NPI) in more than one country, the following diagram may clarify the reporting requirements for USAID and O/GAC: 

Please ensure that your report includes the following key information
Note: as mentioned above, if your country has a preferred template, use that one for reporting both to USAID in country and in Washington, but be sure to add any of the sections below if they are missing.. If an organization is working in more than one country, please provide an introduction/summary to your overall program and summary of PEPFAR indicators as well as country reports as noted in #4 (on page 1) above. 
I. Title Page

· Cooperating Agency Name/Program Name

· Reporting Timeline: Semi-Annual (Oct. 1st – Mar. 31st) or Annual (Oct. 1st – Sept. 30th)

· Date of Submission

· Agreement Start and End Date

II. Table of Contents 

III. Acronyms 

IV. Executive Summary / Overview

· Program Overview in a narrative form
· Country/countries covered by the program 

· Strategic Objectives

· Map of project area

· General overview of activities and approaches

· General Summary of Results and Successes

· Major Challenges, Constraints and Lessons Learned

· Brief summary of activities planned for the next year (to be reported on in the next report).

· Budget: Estimated budget and actual expenditure for reporting period
V. Summary Table of PEPFAR Indicators including numbers targeted and results reached/achieved (use PEPFAR indicators from workplan and complete table below).  Please note that Annual Report results are cumulative encompassing all results from Oct. 1st – Sept. 30th.  Note: Old PEPFAR Indicators (versus Next Generation Indicators) should be used for FY09 reporting.  Next Generation Indicator use will begin in FY10.
VI. Project Implementation by Strategic Objective

· Project activities implemented during the reporting period should be summarized by strategic objectives and should include: activities/approaches planned and completed, overall achievements, major challenges/constraints, responses and lessons learned. Also include the following in the discussions:
· Regions that the program is active in

· Local partners involved in implementation

· Results of activities- were expected targets reached? Why/why not?

· Challenges in achieving targets

· Brief listing of activities planned for next reporting period or year

VII. Monitoring and Evaluation

· Overview (of M&E activities planned/completed, major challenges/constraints, responses and lessons learned)
· Results of any surveys, studies or evaluations conducted during reporting period (baseline surveys, focus group discussions, needs assessments, etc.)

· Descriptions of new monitoring tools and methods created by program

· M&E table of indicators including numbers targeted and results reached/achieved for the reporting period (please include PEPFAR and non-PEPFAR (project-specific) indicators)- see table below
VIII. Management and Staffing
· Include all major management-related activities planned/completed, including: staff hiring or changes in key personnel or their level of effort, other significant changes in staffing, staff training, changes in organizational structure, major challenges/constraints, responses and lessons learned
IX. Budget

· Overview of expenditures for the twelve months (were the activities planned, were there additional expenditures incurred, what are the implications of this FY’s spending)
· Overview of expenditures project life to date (including pipeline analysis for life of project) 

X. Other Issues

· Descriptions of activities undertaken to help ensure sustainability, ease transition, and assist in project close-out. 
· Coordination with In-Country Team and Host Government, Local Partners - Please elaborate on how you have coordinated with both in-country team and host government (eg- partner meetings, membership on technical working groups, involvement on govern working groups, participation in trainings, provincial government meetings and coordination, etc.). Also, discuss any referral networks the project has developed or worked with.
XI. Success Stories
We highly encourage partners to submit a one to two page success story as an appendix to your annual report.  This is an opportunity to tell stories from the field that qualitatively highlight the progress, success, or impact of the program, and will not count towards your 20 page limit.  Please work with the TA provider to finalize your success stories.  The USAID NPI Team will likely use some of these success stories in varying media contexts in the near future.  
When composing your story, try to: 

· Build a narrative flow for your story - with a beginning, middle, and end. 

· Describe the problem or the issue and USAID's solution or response. 

· Include direct quotes from the individuals whose story you are documenting. 

· Include the name(s) and locations of the person(s) who is the central subject of the story. 

· Avoid acronyms, program names, and partner names. 

· Focus on the main subject of the story: the people that USAID helps

The following website contains additional tips useful in writing a success story: http://www.usaid.gov/stories/guidelines.html
PEPFAR Indicator Summary Table (insert in Section V)

· The indicators listed below are only examples.  Refer to your CA or workplan and replace these indicators with the PEPFAR indicators that you are reporting on.  Remember to disaggregate by sex for service delivery indicators (# of people reached/served etc).  Semi-annual reports include data from October 1 – March 30, annual reports include data from October 1 – September 30.

· If you are programming in more than one country, complete the table below for each country.

	Reporting Period (delete period that does not apply):
Semi-Annual: October 1 – March 30

 MACROBUTTON  MailSelectNames Annual:  October 1 – September 30


	Target for this reporting period
	Achieved this reporting period
	Target for life of the Project
	Achieved to date

	Prevention/Abstinence and Be Faithful
	
	
	
	

	Number of individuals reached with community outreach HIV/AIDS prevention programs that promote abstinence and/or being faithful            Total          
	
	
	
	

	Female
	
	
	
	

	Male
	
	
	
	

	Number of individuals trained to provide HIV/AIDS prevention programs that promote abstinence and/or being faithful
	
	
	
	

	Prevention/Abstinence (subset of AB)
	
	
	
	

	Number of people reached with community outreach programs that promote abstinence (subset of AB)                                           Total
	
	
	
	

	Female
	
	
	
	

	Male
	
	
	
	


Summary of all Program indicators (both PEPFAR and non-PEPFAR)

· You are not required to report this to the US Government, but you may find it useful for internal Program Management (this can also be done in Excel)
· The indicators listed below are examples only. Replace the example indicators with your program’s indicators (PEPFAR and   non-PEPFAR).

· Disaggregate as appropriate (e.g. by sex, age, geographical region, etc.)

	Program area (e.g. OVC etc.) or Strategic Objective (SO)
	Reporting Period (delete period that does not apply):

Semi-Annual: October 1 – March 30

 MACROBUTTON  MailSelectNames Annual:  October 1 – September 30
	Target for this reporting period
	Achieved this reporting period
	Target for life of the program


	Achieved to date 

(cumulative over life of program)
	Achieved in FYXX 

(enter a column like this for each completed fiscal year – e.g. FY08)

	SO 1
	(PEPFAR 8.1) Number of OVC served by OVC programs -  DIRECT
	
	
	
	
	

	
	Female
	
	
	
	
	

	
	Male
	
	
	
	
	

	
	(PEPFAR 8.1) Number of OVC served by OVC programs -  INDIRECT
	
	
	
	
	

	
	Female
	
	
	
	
	

	
	Male
	
	
	
	
	

	
	(PEPFAR 8.1) Number of providers/caregivers trained in caring for OVC
	
	
	
	
	

	SO 2
	(PEPFAR 2.2) Number of individuals trained to provide HIV/AIDS prevention programs that promote abstinence and/or being faithful
	
	
	
	
	

	
	(Non-PEPFAR) Number of radio BCC messages aired
	
	
	
	
	

	
	( Non-PEPFAR) Number of community coordination meetings held
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Mid-year and annual reporting documents for NPIs:


Semi-Annual: April 30 / Annual: October 30


�








Note: This is a sample to be adapted for your use. This sample is made possible by the generous support of the American people through the United States Agency for International Development (USAID). Its contents are the responsibility of FHI 360 and do not necessarily reflect the views of USAID or the U.S. Government
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