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CRCID Interim Narrative Monitoring Report 

A message to all Canadian Rotarians regarding the CRCID Interim Narrative Monitoring Report Form:

Dear Rotarians:

This interim narrative monitoring report format has been designed to:

· Assist Rotarians better communicate to CRCID and other Rotarians what results are being achieved during the implementation of the program/project;

· Assist the CRCID Secretariat to more effectively evaluate the results achieved to date for the program/project as compared with the results anticipated in the program/project proposal;

· Enable CRCID to communicate current program/project information to the Canadian Government as required in the funding agreement between Rotary in Canada through CRCID and the Canadian Government through CIDA.

We hope that the questions posed in this general outline will assist you and your partners in preparing this interim report. Please feel free to include any additional information that you believe is relevant to this report.

We look forward to receiving your report.

Yours sincerely,

PDG David Robinson, 

CRCID President

CRCID Interim Report Guidelines 

The headings in these guidelines correspond to the CRCID Interim Report Form that starts on page 6 of this document.

Program Goals:

· Attach the Results Based Management Project Worksheet that was included in the initial proposal as a reference and comparison of the results achieved during the current reporting period.

· Include any other program/project goals related comments.

Outcome Results Achieved to Date (Program goals):

Use this section to identify and describe any anticipated or unexpected outcome results achieved during the reporting period that benefit the community, including:

· How is this Program/project currently addressing the primary causes of poverty (refer to proposal – is it on track?);

· Report any outcome results (as provided in the proposal) achieved to date that are measurable.  Report on all groups and people affected by this program/project, including the role of men and women in the community, by using both qualitative (Descriptive) and quantitative (Measurable, statistical) measures.

· How many people are currently benefiting directly from the Program

· Any other relevant information you wish to include.

Program Description and Planning

This section outlines the action and involvement accomplished to achieve your goals to date.

Participant description and dynamics:

Report any changes to the participants and the groups they represent that were made during the current reporting period by providing the following information:

· Reasons for the change;

· Skills, experience, and involvement the new participants are bringing to the program/project;

· Personal relationships and dynamics that contributed to the success of the Program

· Any changes in contacts or contact information (used to assist future monitoring)

· Any other information you wish to include

Activities:

Outline the main activities which took place, including:

· Any additional program/project planning that was required during the reporting period and what was the involvement of the beneficiary community (men and women) in this process

· What activities were undertaken during the reporting period and who was involved, with reference to the identified stakeholders (refer to proposal).  

· Formation and/or activity of any community committees (e.g. Rotary Community Corps) involved with the implementation of the program/project, disaggregated by gender.

· Was there any involvement by municipal, regional, and/or national governments in the implementation of the program/project during the current reporting period?  Describe this involvement (e.g approvals, authorizations, and/or support).

· What resources (human & financial) were utilized to monitor the progress of the program/project to ensure it remained on track..

Inputs (resources):

Outline the resources used, including:

· Financial Report (Separate Document):

· Expenses (attach invoices when applicable)

· Financial Contributions received during current reporting period)

· Current financial status (e.g. deficit or surplus) 

· In-Kind Contributions

· Non-monetary resources (e.g. training, advice from experts, participant’s labour, etc.)

· Any other relevant resources you wish to expand upon listed or not listed in your expenditures

Output Results (Immediate results/objectives):

Use this section to give more details of the achieved physical results as a result of your activities, including:

· What physical construction is in place, and/or coursework that has finished (the concrete results of your activities will depend upon your Program/project)

· Relevant statistics

Risk factors:

Give a one or two sentence analysis of the factors/critical assumptions you made in planning the Program, and how these contributed to any successes or shortcomings.

Success factors:

Sustainability: 

Definition: “Development that meets the needs of the present without compromising the ability of future generations to meet their needs”.

Identify activities undertaken during the current reporting period that are likely to contribute to it continuing after Rotary funding ends, including:

· The extent to which the recipient community was involved in the planning, implementation and follow-up activities related to the program/project.

· Skills training provided to community members/groups

· Measures taken for the ongoing operation/maintenance/repairs of any equipment provided or facilities constructed through the Program

· Provisions that were made to provide payment for services improved or created by this program/project.  How will the revenue be generated and utilized to help sustain the program/project.

· Personal and institutional strengthening/capacity building carried out with partner organizations and/or community groups as part of the program/project.

· Connections/ support from governmental infrastructure/authorities

· Any other relevant information regarding sustainability you wish to include.

Gender and development: 

In many cases, programs/projects affect men and women differently.  An understanding of the different roles played by men and women in the beneficiary community is critical to the success of the program/project. 

More details regarding the importance of gender in development and CIDA’s gender equality policy can be found in the CRCID Policy Manual posted on the CRCID website.

Summarize the gender context of the Program/Project during the current reporting period, including:

· Involvement of men and women in planning and implementation.

· The effect upon men and women in the community (e.g. are the gendered roles within the community undergoing a change).

Environmental impact: 

Summarize any environmental effect noted during the current reporting period impact, including any:

· Positive environmental effects achieved, 

· Unexpected negative environmental effects and how they will be addressed

· Other direct or indirect environmental issues that need to be addressed.

Publicity:

Give a short narrative indicating any publicity, media relations, etc. for this Program during the current reporting period. Was CRCID and/or CIDA  included as a stakeholder in this publicity?

CRCID Interim Narrative Monitoring Report Form
Revised: September 2008

CRCID Program/Project: # _________________

Instructions:

· Reports are to be submitted by the Canadian Contact on behalf of the Club or District indicated in the CRCID contract.
· Reports are to be sent to CRCID every six months from the effective date of the contract, or according to the schedule in the CRCID Program Agreement, from the effective date of the contract, whether or not CRCID funding has been disbursed. Final reports are due within two months of completing the Program. The CRCID Policy Manual contains detailed requirements regarding reporting to CRCID and should be read and understood by all participants.
· This report template must be used in conjunction with the CRCID Interim Report Guidelines. Please contact your District CRCID representative if you require assistance in completing this report.. Your CRCID member contact information can be located on the CRCID website or by inquiring at the administrative office.

· Include at least 2-3 paragraphs in each response. Reports lacking the required detail will be requested to resubmit their report. 

· This document will expand as required. If you are not using this computer document to submit your report, please attach your narrative responses in a separate document, with all headings, in order to fully communicate all of the information that you need and wish to include.
· Copies of reports being submitted to The Rotary Foundation may be submitted as an addendum to your CRCID report. The CRCID report forms must be submitted by the Canadian Rotarian contact to be considered acceptable and complete. 
Program Goals

This section outlines how you helped and impacted the community.

Program Background - Previous Situation (see Guidelines for issues to be addressed):
	


Outcome Results Achieved to Date (Program goals): (see Guidelines for issues to be addressed):
	


Program Description and Results

This section outlines the action and involvement accomplished to achieve your goals.

Participant description and dynamics  (see Guidelines for issues to be addressed):
	


Activities  (see Guidelines for issues to be addressed):
	


Inputs (Attach Financial Report) (see Guidelines for issues to be addressed):
	


Output Results (Immediate results/objectives) (see Guidelines for issues to be addressed):
	


Risk Factors (see Guidelines for issues to be addressed):

	


Success Factors (see Guidelines for issues to be addressed):

Sustainability:

	


Gender & Development:

	


Environmental Impact:

	


Publicity:

	


Additional Comments:

	


Attachments Required

· A simple map to show the location of the program/project, if not previously submitted

· Financial information and invoices, as outlined above.

· Other: PLEASE LIST:

I certify that all the information on this form, including the financial statement, is a true and correct report of this CRCID Program.


Canadian Program Coordinator/Project Contact

Rotary Club/District


Date
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