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	Description 

	1. Primary Investigator Name: 
2. Research Project Title: 

3. Faculty of PI: 
4. Project Period: From – To

5. Reporting Period: From - To

6. Name of Co-Investigators: 

7. Faculty of Co-Investigators

8.  Funding Source:

9. Other Funding Sources and their contribution: 

· Partner contribution: ..................................................
10. Total Project Budget and utilization:
· Budget for the project period: 
· Budget for the reporting period: 

· Utilization/expenditure for the reporting period in %:



	Table of contents 
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	Executive summary 

	The executive summary should be the last part of the template to be filled in. It is there to provide sufficient information to enable someone to decide whether or not they want to read the full report or not. The executive summary should summaries the progress made by the project to-date, and should include:

· A brief description of the project, including the main priority areas of work;

· Key processes and sources of information for this report

· A brief description of the progress made over the reporting period of the project, including any significant highlights or challenges; and

· An overview of what the project has accomplished to date.

· An overview of the status of financial utilization during the reporting period

The executive summary should be as concise as possible and should not be over a page in length.




	1. Introduction and objective

	Within one page introduce about your research project and its objective so that a reader will be reminded about the research project.


	2. Project Update 

	In this section, provide a brief findings and updates on the status of each planned activities, monitoring & evaluation activities, and the overall implementation process. Emphasis should be given to the results achieved as a result of the accomplishment of the planned activities and describe any preliminary results briefly. Report on activities as outlined in your approved proposal for the period covered by this report and describe any additional activities undertaken that are not in your work plan, providing the background to their inclusion



	3. Activities and Outputs

	3.1 Major activities by component 

S/N

Planned Activities
Unit of measurement
Proposal in the Project period 
Achieved so far in the Reporting period
Remarks
 

 

 

 

 

 

 

 

 

 

3.2 Activities planned but not accomplished

3.3 Activities un-planned but accomplished 




	4. Challenges and Lessons Learned 

	This section of the template should be used to identify key challenges and lessons learned over the whole period of the project. 

4.1 Challenges 

4.2 Lessons learnt




	5.  Financial Utilization

	Use the table below to show the financial utilization for the reporting period. If the need arises explain the variations if it is +/- 10% of the plan.

S/N

Activities

Budget

Revised Budget

Actual Expenditure

Variance

1
 

 

 

 

 

 

 

Sub total

 

 

 

 

2
 

 Sub total
 

 

 

 

3
 

 

 

 

 

 

 

Sub total

 

 

 

 

4
 

 

 

 

 

 

 

Sub total

 

 

 

 

5
 

 

 

 

 

 

 

Sub total

 

 

 

 

6
 

 

 

 

 

 

 

Grand Total

 

 

 

 

Notes on variances: ………………………….



	6. Recommendations  

	Based on the previous sections, this section of the templates should be used to list any recommendations you have for the future. Recommendations might apply only to your own work within the project, but might also apply to the work of other partners within the programme.

You could recommend on the following:

· Whether any major changes are required to the research Project Plan;

· Whether any changes are required to the objectives contained in the Project Plan;

· Whether a new or revised budget or human resources plan is required.




	7. Justification for 2nd instalment 

	Write in detail activities and the corresponding financial needs


I certify that the information and figures given in the report are correct and complete to the best of my knowledge.
Signature of the principal investigator                                                date

-----------------------------------------------                               -----------------------------

Approved by the head of the department                                             date

Name and signature-----------------------------                      --------------------------------

Approved by the Research, postgraduate 



date

And community service office                  

Name and signature-----------------------------                      ---------------------------------------
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