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Notes for Completion:

· Please note, with the exception of the cover page, this report will be published. 

· To ensure compliance with GDPR, refrain from using any personal or identifying information unless you have obtained consent from the data subject and are content for this to be made public. 

· Answer all questions in the template provided, noting the word limits. 

· Include all relevant information in the reporting template – hyperlinks and annexes will not be accepted as part of the report. 

· Ensure answers are clear, concise and in plain English. Explain acronyms and avoid using jargon. 
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	1. General project information 

	1.1
	Project reference Number
	

	1.2
	Name of organisation
	

	1.3
	Lead partner(s) organisation
	

	1.4
	Project title
	

	1.5
	Reporting period
	From: dd/mm/yyyy
To: dd/mm/yyyy

	1.6
	Reporting year
	

	1.7
	Project start date
	

	1.8
	Project end date
	

	1.9
	Total project budget*
	

	1.10
	Total funding from Scottish Government*
	

	1.11
	Provide a brief description of the project’s aims, highlighting which of the Sustainable Development Goals (SDGs) your project is working towards? (200 words) 
	

	2. Project progress and results
Please use this section to give an update on the progress the project has made during this reporting period.


	2.1
	Provide an update on the progress your project has made during this reporting period. Use this space to update us on what has gone well and any challenges you have experienced, detailing how you have overcome these. (Max 350 words)

	
	


	2.2
	Have you experienced any delays to planned activities? Provide full details including what action is being taken to bring activities back on track.(Max 350 words)

	
	

	2.3
	Are you on track to meet your year-end milestones? Give details of any areas that are behind, and how you plan to overcome this. (Max 350 words)

	
	


	3. Partnerships and collaboration 
This section allows you to discuss how partnership working is progressing on the project, as well as wider collaboration and sharing of learning.


	3.1
	Provide an update on how partnership working has gone during this reporting period. Let us know about any highlights, challenges or changes to roles and responsibilities. (Max 350 words)


	
	

	3.2
	Have any international visits to the project taken place in this period? Give details including key activities and outputs of these visits.

	
	

	Date of visit
	Key achievements / outputs of visit
	Follow-up actions

	
	
	

	
	
	

	
	
	

	4. Safeguarding and fraud 

Please ensure you complete questions 4.1 and 4.2 even if you have no incidents to report. 


	4.1
	Have there been any incidents, relating to the Grant or the Project, in the last reporting period which contravene your safeguarding policy?

	
	

	4.2
	Have there been any incidents in the last reporting period of financial mismanagement or fraud, relating to the Grant or the Project?


	
	

	4.3
	Have these incidents been reported to relevant authorities, and if so, to whom?

	
	

	4.4
	Describe what action has been taken, and highlight any lessons learned.  
	

	
	

	5. Risk assessment 


	5.1
	Have any issues materialised during this reporting period? If so, how were they addressed?

Please refer to risk assessment provided at application stage. 

	Assumption
	Risk
	Action taken
	Was this included in the Risk Assessment Table in your application?

	
	
	
	

	
	
	
	

	
	
	
	

	6. Financial information 
This section will be reviewed alongside your mid-year budget spreadsheet, which must be included with this report. 


	6.1
	Explain any variances to planned expenditure in this period. (Max 350 words)

	
	

	6.2
	At this stage, does your projected expenditure look to be on track? If not, outline the reasons why, and what plans are in place to bring spending back on track. If you are requesting changes to your budget at this stage, outline them below. (Max 350 words)

	
	

	6.3

	Do you have a proposal for how you would like to utilise any of your ring-fenced underspend, excluding any currency gains? (Max 350 words)


	
	

	7. Any other information
Use this section to tell us any other relevant information regarding your project. (Max 350 words)

	



