PROGRESS REPORT GUIDELINES
The purpose of the periodic reports is to enable the BUSAC Fund Management Unit and the Grantee (internally) to track and document progress made in the implementation of activities under the grant contract and demonstrates the outcomes of funded advocacy actions. It documents significant lessons learnt during the implementation of advocacy grants to enable the Fund Management Unit better advice potential grantees and the private sector as a whole on the best practices for doing advocacy in Ghana. The reports will also serve as a source of information that the Fund Management Unit can refer to in order to make important decisions regarding the continued funding of activities under the grant contracts and any necessary follow up activities thereof. For these reasons, it is imperative the information provided in the reports is accurate, concise and as informative as possible to enable the right decisions be made at all times. 

This guideline has been developed to clarify any misinterpretation that may arise from reading the reports and enable whoever completes them on behalf of the grantee, to provide accurate and informative but concise responses.

The periodic reports (for all activities) have been divided into three parts; the introductory part, the main body and the endorsement section. The introductory part is the same for all the activities and should be completed carefully and consistently with accurate information as any errors could cause the database rejecting that particular report, this could lead to delays in the grant management process and subsequently delays in the implementation of advocacy grants. The main body is specific for each activity and seeks to find out specifics about what happened, who were involved, what was achieved and any positive or negative lessons learnt. This part must be completed with informative but concise information and whoever completes this part should have the necessary basic skills to summarize information without losing the main crust of the message or its significance. The final part also runs through all the progress reports and is the same throughout.
For every activity report submitted, there must be a corresponding financial report which should contain information on ONLY actual expenditures that were made.

The following sections of the guideline, deals with the specifics of what is required for each question in the periodic reports and how to complete them. We explain the Introductory and endorsement sections first which are the same across all the reports before elaborating on the main body which is peculiar to each activity report. 
INTRODUCTORY PART
This section of the report is the same for ALL the activity reports and particular attention must be paid here in order to avoid the database rejecting or misfiling any report.
Grant ID
Please provide ONLY your grant ID here. This is the first five digits assigned to you when you submit an application to the BUSAC Fund. It should be in the format #21 – 001. The first two digits stand for BUSAC II and the call number whiles the last three digits stand for the serial number assigned to you at the application stage.
NB: Please enter the ID AS IT IS. This is the unique identifier the database recognizes your grant by and associates reports to when uploaded. Hence this must be entered exactly as it is - DO NOT leave out any numbers or digits (including zeros before the numbers).
Name of Association

Please insert the full registered name of the association here. It should correspond with the name supplied in your application form.
Acronym
This is the short form of your association name provided to you as the alphabet part of your grant ID during the application stage. It is usually made up of the initials of your association name (where more than one grantee has the same acronym, there may be some differences in the acronym.
Title of Action

Please provide the full title of your action as it is contained in your application.

Town/District of the Grantee

Please provide the name of the town and metropolitan/municipal/district area where your PSO is located. In the case of coalitions where the PSOs are located in different regions, please insert the location of the lead PSO.

Region of Grantee

Please provide the name of the region where the PSO is located. In the case of coalitions where the PSOs are located in different regions, please insert the location of the lead PSO.
Date of Submission

Please insert the date that you are submitting the report. This should be recognizable by a computer and should be in the format MM/DD/YYYY.

ENDORSEMENT SECTION
This section also runs throughout all the reports in that it requires the same information in each activity report – which is the name of whoever wrote the report on behalf of the grantee. We appreciate that the information needed to complete these reports require a collective effort of the members and executives of the PSO but this section requires only the name of the single individual who put all the information together and completed the report. This will aid us in the verification and validation of information provided in the document submitted.
MAIN BODY
This is the main crust of the report and contains specific information about what activities were carried out, who was responsible, how many people were involved, results achieved and lessons learnt in implementing the activities. In completing this part of the report, please be concise and straight to the point. Any other information you wish to let us know that was not captured in the report can be documented as an annex in a word document and sent as an attachment along with the report. These will be noted and where appropriate, incorporated in subsequent revisions of the periodic reporting formats.
Training

Training Venue

Please provide the name of the location where the training was held. In the case where the meeting was held at multiple venues, please provide the names of all the different venues separated by paragraphs.


Start date

Please insert here the date the training commenced. It should be recognizable by a computer and should be in the format MM/DD/YYYY.

End date

Please insert here the date of the last day of training.  It should be in the format MM/DD/YYYY.
Lead trainer

Please provide here the name of the lead trainer who delivered the training.

Assistant trainer

This refers to the name of the assistant trainer who helped the lead trainer deliver the training programme.

Training programmes

Here you are required to select all the subject areas that were covered during the training programme. This is done by ticking (clicking) the check boxes against the various subject areas.
No. of members trained

Please indicate the total number of males that were trained in the first field and the total number of females that were trained in the next field. Do not write the numbers in words, insert digits ONLY.

Negative lessons learnt

Here you are required to tell us any issue that negatively affected the success of the activity. This should be based on hindsight information on what did not work well during the implementation of this activity. Please be straight to the point and concise with the responses you provide here without losing the import of your message.
Positive lessons learnt

Here you are required to tell us the factors that worked well and contributed to the success of the action. They may be planned or unforeseen developments that came into play during the implementation of the activity. Please summarize and be precise and concise here as well.
Agreed follow-up actions
Please provide us with information on fall-outs from the implementation of the training activity. This could be a summary of the recommendations from the evaluation forms filled at the end of the training event or issues that arose during the training programme and need to be followed up on or addressed. As the question states, please summarize these points and list them in a precise and concise manner.
Research

What issue is this research meant to address
Please tell us here the main problem statement the research sought to address. This should be generated from the advocacy issue(s) going to be addressed and accordingly found in the research report.
Researcher

Please provide the details of the consultant who conducted the study here. This includes their name and title. If the exercise involved a number of consultants, please provide the name of the lead consultant.

Researcher’s organization

This field maybe optional if the research exercise was conducted by a freelance private consultant who does not affiliate with any organization, in which case you can leave it blank. But if the researcher belongs to an organization, please provide the name of the organization in this section.
Years of experience

Here, please provide us with information on the years of experience the lead researcher has in conducting such studies. This means you are required to get the professional resume/CV of lead of the lead researcher. Please input figures ONLY and ensure the information provided is accurate to the best of your knowledge.

Where was research conducted?

You are required to provide us a list of all the sites where data was collected from during the study. This must be names of actual locations where researchers collected data that advised the content of the research report. If it was a desktop research that was conducted, please state so here.

Which institution conducted the research?

Please provide information on the name of the institution that conducted the research. As above, this field could be optional if a freelance individual consultant conducted the research. But if an institution conducted the research, then you will need to provide us with the name of that institution. It could be a private company, an educational institution or otherwise.

List major research findings

The definition of major research findings here are those findings in direct relation to the advocacy issue that is going to be addressed. Please summarize this information and input into this field without loosing its significance. An elaboration of these findings should found in the final research report.

List relevant targets/duty bearers if they are different from those stated in your proposal

This field is asking you to do an assessment of yourself on whether you got your targets right during the application stage. This should be based on findings and recommendations from the final research report and is only required if the findings or recommendations require you to advocate to targets other than what is contained in your application document.

List any identified challenges likely to affect the successful implementation of the action
This field requires you to tell us, if there are any, challenges or potential challenges emerging from the findings of the research that could negatively impact on the success of the action. These challenges can be financial or technical in nature.
What are your proposals for addressing these challenges?

This field follows from the previous one and requires you to tell us what you plan to do to address these challenges. Please be straight to the point with your responses and give implications as to what the proposed solutions could mean to the BUSAC Fund, implementation of your grant and your association as a whole.
How many members of the association participated in research work
Here, please quote the total number of members and/or executives who participated during the research exercise. The level of their participation could range from research design, actual data collection or aiding with the analysis and reporting. Please quote figures ONLY.

Role played by implementation team

Please make a selection here of the role-played by the implementation team during the activity. If the Service Provider performed more than one activity, please select the activity that was the most prominent amongst them.
Role played by Service Provider

Please make a selection here of the role played by the service provider during the implementation of the activity. If the Service Provider performed more than one activity, please select the activity that was the most prominent amongst them.

Sensitization
Activity Venue

Please state the venue and town/city the sensitization activity was held. If there were more than one sensitization programmes held at multiple venues, please list all these venues.

Start & end dates

In this section, please provide the date of the first sensitization meeting in the ‘Start Date’ field and the date of the last meeting in the ‘End Date’ field. If the programme lasted for a day, the two dates will be the same. If there were multiple sensitization sessions, please provide the dates for the start of the first session and the date for the final day of the last session. All dates must be in the format MM/DD/YYYY.

Discussion was led by

This field requires you to input the name and position of the consultant/member who moderated or facilitated the sensitization meeting. If there were multiple sensitization sessions with different moderators/facilitators, please provide their names and details.

Number of Participants

Here, we will like to find out the total number of participants who participated in the sensitization meeting(s) disaggregated by gender.  In the first field, please input the total number of male participants and that of the female participants in the next field. In the case of multiple sensitization meetings, enter a cumulative figure of all the participants at all the sensitization meetings by gender. Please quote figures ONLY.

Did the monitor participate in the activity?

Please select if our assigned grant monitor was present at this particular activity. Your grant monitor is not expected to be present at all the meetings but please do state to inform us if he/she was there at any of them.

Was activity useful?

This question demands a judgment on your part on the usefulness of the activity based on the results, feedback from participants and other stakeholders. Please make this selection as a collective agreement between the members of the association. You are then required to explain further on why that selection in the next field. Please give concise straight-to-the point reasons behind your selection.

Were expectations met?
Please make a selection as to whether the objective for holding the training programme was achieved or not. 

Role played by implementation team

Please make a selection here of the role played by the implementation team during the activity. If the Service Provider performed more than one activity, please select the activity that was the most prominent amongst them.

Role played by Service Provider

Please make a selection here of the role played by the service provider during the implementation of the activity. If the Service Provider performed more than one activity, please select the activity that was the most prominent amongst them.

Other role player(s)

If there were any other individuals outside of the implementation team or the Service provider who played a part in the implementation of the activity, please provide their name(s) and who they are here. In the final field – State role played, please specify exactly what they did during the activity.
Media
A. This section of the media report deals with actual figures of events that happened versus what was planned. It has the four main communication media i.e. TV, Radio, Print and Online from which you can select and report on any that apply to your grant and is contained in your application document. Under the TV programme, you are only required to input the number of TV programmes that you planned to hold and how many were actually held. The same applies to the number of radio programmes. For 2.2 and 2.3 i.e. Number of call-ins to the radio programme and percentage favoring the action, you are required to track the number of listeners who called into the radio programme(s) and of these, those that are in favor of your action. This section is a provision that has been made and if it is not stated in the grant contract to track these figures, you are NOT required to enter information here. Same applies for the Print and Online media usage.

The last part of this section seeks to find out if your association sat down to monitor and track the media activity. If this was done, we want to find out the number of meetings that were held and the number of participants that were present at all these meetings. This is necessary help you strategize depending on what direction the activity is heading in order to be able to respond promptly to issues that might crop up.
B1. Please specify the roles that were played by the implementation team, service provider and others if there were any other individuals who played a role in implementation.
B2. Here you are required to tell us any issue that negatively affected the success of the activity. This should be based on hindsight information on what did not work well during the implementation of this activity. Please be straight forward and concise with the responses you provide here without losing the import of your message.
B3. Here you are required to tell us the factors that worked well and contributed to the success of the action. They may be planned or unforeseen developments that came into play during the implementation of the activity. Please summarize and be precise and concise here as well.
B4. Based on the lessons learnt from B2 and B3, please tell us what you would do differently if you had another chance to repeat the activity.

Stakeholders Meeting
Venue

Please state the venue and town/city the sensitization activity was held. If there were more than one stakeholders meeting held at multiple venues, please list all these venues.

Date

Please provide us with the date(s) that the stakeholders meeting(s) were held. As before please use the format MM/DD/YYYY.

Purpose of the meeting

Please tell us the objectives or reasoning for holding this meeting. 

Outcome of the meeting

Here, please tell us what actually was achieved or what the general consensus was at the end of the meeting.

List challenges encountered

Please tell us any problems or challenges that you came across during the implementation of the activity. They must be precise and concise.
How successful was the meeting

Based on the purpose of the stakeholders meeting(s) and its outcome, we are asking you to rate, collectively, the success of the action. And explain your rating in the next field.

Role Played by implementation team

Please make a selection here of the role-played by the implementation team during the activity. If the Service Provider performed more than one activity, please select the role that was the most prominent amongst them.

Role played by Service Provider

Please make a selection here of the role played by the service provider during the implementation of the activity. If the Service Provider performed more than one activity, please select the role that was the most prominent amongst them.

Other role player(s)

If there were any other individuals outside of the implementation team or the Service provider who played a part in the implementation of the activity, please provide their name(s) and who they are here. In the final field – State role played, please specify exactly what they did during the activity.

Dialogue

The first part of the research report seeks to find out the details of targets/duty bearers that were present at the dialogue sessions. For each row which represents one dialogue session, please provide the name of the target, the institution i.e. assembly, ministry, government agency or private company, their position in the organization, contact number and the date of the session. The maximum of five sessions is based on experience from BUSAC I, but should there be a need to have more than five dialogue sessions, please input the first five and provide information on the remaining on an extra word document and attach it when you are submitting the report.
No. of attendants

Please provide the cumulative number of people that were present at all the dialogue sessions disaggregated by gender. The figure for male attendants should be quoted in the first field of this section and that of female attendants in the next field. Input figures ONLY.

State outcome of the dialogue activities

Here, please tell us the results of the dialog sessions. What was agreed between your association and the target(s)/duty bearer(s)?

List NEW issues that came up during dialogue sessions

Please tell us if there were any fallouts or issues emerging from the discussions that took place during the dialogue session, that is currently not covered by the problem definition or scope of your grant but you will like to pursue as future advocacy projects.
Were expected results achieved?

Here, you are required to compare the outcome of the dialogue sessions versus your expected results and let us know if your expected results have been achieved. If it has been achieved, please list the achievements and if it has not, provide us with information on why could not achieve your results or why it failed.

List lessons learnt

Here please tell us about lessons that were learnt from implementing the activity. These could be negative or positive and straight to the point.

Role played by implementation team

Please make a selection here of the role-played by the implementation team during the activity. If the Service Provider performed more than one activity, please select the role that was the most prominent amongst them.

Role played by Service Provider

Please make a selection here of the role played by the service provider during the implementation of the activity. If the Service Provider performed more than one activity, please select the role that was the most prominent amongst them.

Other role player(s)

If there were any other individuals outside of the implementation team or the Service provider who played a part in the implementation of the activity, please provide their name(s) and who they are here. In the final field – State role played, please specify exactly what they did during the activity.

Post-Dialogue Meetings/Activities
Commitment from duty bearer(s)

Please state what form of commitment you received from the target/duty bearer. This could either be an MOU, a promise or no commitment at all. Please specify what sort of commitment here.

List the planned post dialogue activities
Here, please provide a list of the planned post – dialogue activities as contained in the application document. In the next section please provide a list of the actual post dialogue sessions that occurred. Here as well, each row represents a post-dialogue activity and you are required to provide the details of the target/duty bearer according to their names, office, position in that office and their contact numbers.

Any difference between planned and actual activity?

Based on the above stated planned versus actual, you are required to tell us if there are any difference(s). If there are, please list and explain why the difference(s) occurred.

Result of post-dialogue activity
Please tell us the outcome of the post – dialogue sessions. This should be based on has been agreed with your target/duty bearer.

Have result of the action been achieved?

Here, you are required to compare and contrast what was achieved versus what your expected results were and tell us if your expected results have been achieved. If it has, please tell us the achievements that were made. If it has not, please provide alternate solutions as to how best you can go about the issue in order to achieve your objective.

Negative lessons learnt

Here you are required to tell us any issue that negatively affected the success of the activity. This should be based on hindsight information on what did not work well during the implementation of this activity. Please be straight forward and concise with the responses you provide here without losing the import of your message.

Positive lessons learnt
Here you are required to tell us the factors that worked well and contributed to the success of the action. They may be planned or unforeseen developments that came into play during the implementation of the activity. Please summarize and be precise and concise here as well.

Were any follow – up activities agreed?

Please tell us if any follow – up activities were agreed to further pursue the issue. If there was any agreed, please provide details of such follow – up activities.

Role Played by implementation team

Please make a selection here of the role-played by the implementation team during the activity. If the Service Provider performed more than one activity, please select the role that was the most prominent amongst them.

Role played by Service Provider

Please make a selection here of the role played by the service provider during the implementation of the activity. If the Service Provider performed more than one activity, please select the role that was the most prominent amongst them.

Other role player(s)

If there were any other individuals outside of the implementation team or the Service provider who played a part in the implementation of the activity, please provide their name(s) and who they are here. In the final field – State role played, please specify exactly what they did during the activity.


Final Report

As the name implies, this is the last report you submit to the BUSAC Fund at the end of an advocacy action. It gives a broader indication of how successful the action was, what contributed to the results achieved, challenges faced during the implementation of the grant, the implication or impacts of the action on the members of your PSO and any follow up actions. Please be as candid as possible and attach any documentary evidence to support claims made where necessary.

Grant ID
Please provide ONLY your grant ID here. This is the first five digits assigned to you when you submit an application to the BUSAC Fund. It should be in the format #21 – 001. The first two digits stand for BUSAC II and the call number whiles the last three digits stand for the serial number assigned to you at the application stage.

NB: Please enter the ID AS IT IS. This is the unique identifier the database recognizes your grant by and associates reports to when uploaded. Hence this must be entered exactly as it is - DO NOT leave out any numbers or digits (including zeros before the numbers).

Name of PSO
Please insert the full registered name of the association here. It should correspond with the name supplied in your application form.

Acronym
This is the short form of your association name provided to you as the alphabet part of your grant ID during the application stage. It is usually made up of the initials of your association name (where more than one grantee has the same acronym, there may be some differences in the acronym.
Title of Action

Please provide the full title of your action as it is contained in your application.

Town/District of the Grantee

Please provide the name of the town and metropolitan/municipal/district area where your PSO is located. In the case of coalitions where the PSOs are located in different regions, please insert the location of the lead PSO.

Region of Grantee

Please select the name of the region where the PSO is located. In the case of coalitions where the PSOs are located in different regions, please insert the location of the lead PSO.
Are you part of a Coalition?

Please make a Yes/No selection as to whether your action was implemented by a coalition of PSOs.

List Name(s) of other PSO(s) in coalition

If your answer to the previous question is ‘Yes’, please provide the name(s) of the other PSO(s) in the coalition.

Implementation Period

Please tell us the exact period your advocacy lasted by entering the date of signing your contract, to the date of your last activity. This should be entered in the date format specified in the form i.e. DD-MMM-YY

Date of Submission

Please insert the date that you are submitting the report. This should be recognizable by a computer and should be in the format DD-MMM-YY.
Body

1. Here you are required to make a selection on the status of your action. Please tell us if your objective has been achieved, partially achieved or it has not being achieved at all.
1.1 Based on your selection above, if your objective has been achieved; please tell us of the contributing factors that led to its success.
1.2 If your selection in 1 above is ‘Objective partially achieved’ please specify exactly what has been achieved and what is still outstanding. Please be straight to the point as always.

1.2.1 Please go further and tell us what you think can be done to enable you achieve your objective completely.

1.3 If your selection in 1 is ‘Objective Not Achieved’, please tell us if you are likely to achieve it. Please be as candid as possible and do not make guesses or pronouncements just to please us.

1.3.1 If your selection above is Yes, you are required to explain and provide details of why you think it will be achieved in the future.
1.3.2 If the answer is No, please tell us the factors that led to it failing

1.3.3 Please provide information here on if there are any other alternative routes you can use to achieve your desired results. If you believe you have done all you can and don’t believe the action will be successful, leave it blank.

2. Please review all the activities that you undertook under the implementation of the grant and regardless of the outcome of the advocacy action as a whole, please tick which activities you think were successful.
2.1 For those activities that you selected above, please tell us why they were successful

2.2 For those that were not selected, please tell us why they were not successful
3. Here you are required to tell us any challenges that your face during the implementation of the action, these could be anything from under budgeting to uncooperative targets, we will like to know all off them and be straight to the point.

3.1 Please tell us what measures you took to address the challenges indicated above.
4. Please make a selection as to whether you received any form of training under your grant APART from the ‘How to Advocate’ training.

4.1 If your selection is Yes, please tick to indicate the other training programmes you received
4.2  Please tell us how these training programmes contributed to the overall results of your action.

5. Here you are required to assess the performance of your service provider based on your terms of reference under the MOU with them and the overall result of your action.

5.1 Here, please explain why you gave them that rating.

5.2 Based on their performance, here we require you to tell us if you will still patronize their services if you were to get another grant.

6, 6.1, and 6.2 Here, you are required to assess the performance of your Grant Monitor just as you did for the Service Provider in 5, 5.1 and 5.2

7. Please tell us here if the BUSAC Accredited Service Provider provides other services to your association which are not required under the BUSAC grant. These could be other services that you are paying for from the association’s resources or with funding from other donors.
7.1 If your selection is Yes, please provide the details of what services, who is providing them and where the funding is coming from.
8. Here, we want to know if any other short term consultant from the BUSAC Fund has also provided any other services apart from what they were supposed to, just as was asked under question for the accredited service providers.

9. Here we want your PSO as a whole to do a self analysis of their capacities to advocate with regards to all the activities that were implemented under the grant. So what you do here is, you select your rating (high, moderate or low) and you tell is briefly why that selection and in what specific way in the ‘In what way’ column.

10.  Here, based on your selections above, please tell us collectively how your PSO’s capacity has improved. And tell us why you think so in 10.1
11. Please tell us of Most Significant Changes or success stories that the PSO as a whole or individual members have experienced. Most significant changes are ones that cannot be measured with numbers and need to be explained, that is to say that these changes are qualitative not quantitative in nature. You can enter up 3 Most Significant Change stories and they can be personal experiences of individual members.

12. Here, we are asking you to tell us if any issue(s) cropped up during the implementation of your action which could warrant a further action. If the answer I Yes, please provide details of such issues in 12.1 and if it’s No, leave 12.1 blank.
ANNEX A

This is the table found under the final results section of your application document and contains the indicators for measuring the success of your action. You are required to enter the exact information contained in your application with regards to final results, indicators, initial values and the expected values. Then you input the value that has been achieved as of the time of writing the final report. Please do remember to attach documentary evidence of claims that are made in this section to support and validate them.
