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Exercise 2.2—Quarterly Report Review
Objective: To facilitate dialogue between AOTRs and DGP Grantees on quarterly reporting issues and identify ways to strengthen those reports.
Instructions: Each organization, together with its AOTR (if possible), should review its most recent DGP Quarterly report considering the following questions:

Reporting Process

1. Are tasks related to quarterly reports included in project work plans?

2. What methods do you use to solicit input from relevant internal and external project stakeholders for reporting? Is there a mix of formal and informal methods?

3. Are quarterly reports typically submitted on time? Why or why not?

4. Do you close the loop at the end of the reporting process by sharing quarterly reports with project stakeholders that supplied input at the beginning?

Report Content

1. Does the report include all of the required information? What, if anything, is missing?

2. Does the report track actual versus anticipated project achievements as reported in the PMP or annual project plan?

3. Where actual project progress is ahead of or behind anticipated progress, does the report explain any underlying causes in sufficient detail?

4. Do the project implementation and budget reporting sections tell a consistent story of project progress?

Report Structure

1. Does the report have a title page with all of the relevant project details?

2. Is the report well organized? Does it have a table of contents and section headings?

3. Is the structure consistent from report to report?

Report Style

1. Is the report clear, concise and well-written? Does it use bullet points where appropriate?

2. Are there long, unbroken paragraphs or are paragraphs short and organized around a single thought? Is the report an appropriate length?

3. Is there an executive summary that clearly summarizes key information from the report?

Areas for Improvement

1. Overall, which areas of the report are strongest? 

2. Which areas need the most improvement?

Required Capacities

1. For those areas of the report that need to be improved, what process might you use to make the recommended changes?

2. What capacities are required in order to make the changes?

3. Are those capacities currently found within your organization? If not, then how will you go about sourcing or building them?
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