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Annex 7: Project Progress Report Template


Call for Proposals

for

“Projects with Swiss Companies in Ukraine”



This template is intended as a default option. It comprises SECOs minimum requirements regarding structure and content of project progress reports and may be used as a basis of negotiation for project progress reports between SECO and the Beneficiary. The reports should be written in English, French or German. Progress reports must not exceed a maximum of 10 pages. The contractually agreed payment for this milestone is subject to acceptance of the report.
Project Progress Report
	Reporting period
	dd/mm/yyyy – dd/mm/yyyy
	Reporting Company
	 

	Reporting manager
	
	Date
	dd/mm/yyyy


1 Key Project Data
	Project title
	

	Duration of project
	Total duration
	dd/mm/yyyy to dd/mm/yyyy
	Launch date
	dd/mm/yyyy

	
	End of project according to contract
	dd/mm/yyyy
	Expected end of project according to current schedule
	dd/mm/yyyy

	Overall budget
	Overall Project Budget
	CHF
	SECO contribution to overall project budget
	CHF

	Expenses for reporting period
	Overall project expenses for reporting period
	CHF
	SECO contribution for reporting period
	CHF


2 Summary
	Objectives
Are the project objectives still the same?
	Yes / No

	Milestones / Deliverables
Have the milestones / deliverables planned for the reporting period been achieved, produced?
	Yes / No

	Organizational Set-Up
Are the project’s structure and organization still unchanged?
	Yes / No

	Key Project Partners in Ukraine
Do partnership and co-operation work well? 
	Yes / No

	Planning / Timeframe
Are activities running as planned? Will the work be carried out according to the original schedule?
	Yes / No

	Budget / Financing
Are budget and financing still the same?
	Yes / No

	Main achievements
	Contractually agreed milestone(s) achieved during reporting period:
· …
· …

Short qualitative assessment on project achievements during reporting period (max 500 characters)


3 Short Report
	Explanation of changes
	Provide a comment / explanation for each point in the summary where you answer was a no. 

	Short report
	Briefly describe the project’s present state, intermediate results, findings, further project steps (max 2 pages)


4 Risk Review
	List the risks that have changed since the contract was signed
	Risks encountered during project implementation: …
Mitigation measures taken: …


5 Conclusion
	Conclusion and next steps
	Main lessons learned
· …
· …

	
	Main steering implications for next reporting period
· …
· …

	
	Next steps (dates / deadlines)
· …
· …





Place, date		Signature


			


Annex:	Illustration materials such as copies of press clippings, pictures, testimonies, etc.
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