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WWF Technical Progress Report (TPR) Format 
(TPR to be submitted every 6 months)

This template is to be used when reviewing and reporting on the progress of projects/ programmes
 funded by WWF. In this context, a project is defined as a set of actions undertaken by any group – including managers, researcher, community members, and any other stakeholders – to achieve defined goals and objectives. A programme is a set of projects that together address a given theme or strive towards a broad, over-arching goal. The template is designed to comply with the concepts and terminology present in the WWF Standards of Project and Programme Management. In line with these standards, project/ programme leaders are expected to analyse their progress regularly, write their analysis down, and use the analysis for the benefit of the project and of WWF’s learning objectives. This supports adaptive management, impact assessment, and generating and sharing knowledge.
The report should be compiled from regular monitoring information and after an analysis of project progress that should be undertaken with the involvement of project team members (which could include project stakeholders or external WWF members).  Because of the importance of associating closely the operational side of a project with the programme side (e.g. budgets to enable activities), it is strongly recommended to include operational team members at all stages of your project including in developing reports. The analysis carried out for the end of year report is expected to be more comprehensive and thorough than for the mid year report. 
There are two parts:
· Part 1, the General Narrative Report (required every 6 months: mid year (Jan. 31) and end of year (July 31); and
· Part 2, the Monitoring Report (required at year end (July 31).


Part 1 requires the project team to review and share key information relating to the project/ programme. It meets multiple needs, including the communication of successes, progress, issues and changes to plan. 
Part 2 requires the project team to systematically review and share progress against the planned Goals, Objectives, Activities (Outputs), and their associated indicators. This should help the team to assess the impact of their work, and to take the right adaptive action based on what proves to be most effective.

Note that the end of year report is for the whole financial year (the previous 12 months rather than the previous 6 months).  The end of year report may include an update of the information provided in the mid year report.
If you are reporting on behalf of a programme that consists of a number of closely related (sub) projects, it is recommended to consolidate your reporting into one TPR. 
You are reminded to upload each technical report onto the project database within 4 weeks of the reporting period; and also to update other project information every 6 months e.g. financial summary, key contacts. In addition, we recommend that you make use of available financial information (e.g. from Quarter 3 (Q3 financial reports) to help complete your year end technical report.

WWF technical Progress Report

PART 1: GENERAL NARRATIVE REPORT 

(every 6 months (jan. 31 and july 31), suggested LENGTH 3-6 pages)

	Project/ Programme Title:
	

	International Project Number(s):
	

	Reporting Period:
	

	Name (writer(s) of this report):
	

	Position/ Title:
	

	Organisation:
	

	Date:
	


1) Global Programme Framework. State how the project relates to the Global Programme Framework (priority Places, Species, Footprint issues and associated Goals and Metagoals) and contributes to any Network Initiatives or Priority Programmes.
 (Keep this brief – half a page). 
2) Project Successes: Highlight at least three successes for this reporting period, such as progress towards the project goal and objectives. For example, improvements relating to key species, habitats or ecological processes, direct or indirect threats, policy changes or behavioural changes. They may be the same as the project's most important contributions to higher level goals and objectives, such as Ecoregion objectives. (For the mid year report, these successes may be at the Output/ Activity level). 

3) Progress on Activities and related financial issues.  3. a. Provide a brief (half page) overview of progress at the main activity level, highlighting any areas that are well behind plan (link these to any progress on internal management processes or capacity). 3. b. Quantify and explain any financial consequences related to activities (e.g. any major deviations in budget or expenditure).
4) Problems and Constraints. Highlight any failures, problems or constraints that have affected progress, and describe the measures taken to respond to them. List any key changes to the external environment in which the project is operating (especially where these relate to risks identified in  project plan).
5) Unexpected effects. Describe any unexpected (positive or negative) consequences that have occurred as a result of the project and/ or any new opportunities that present.
6) Learning and Sharing. Describe key lessons learned, that are important to your project or that may be of use to others outside this project. They may relate to any of the following: successes, strategies adopted, challenges you are facing, surprise results, management processes, or technical understanding. 

7) Adaptive Management. Based on your analysis of the situation and the project's progress, which project objectives and activities have been changed, or will need to be changed? Please attach latest versions of your action plan (e.g. logframe) and monitoring plan, if changes have been made.

8) Communications/ Stories. Highlight any actions or successes meriting communications attention e.g. positive media coverage, success stories, contacts made (such as with government), major events. 

9) Future Issues/ Challenges. Highlight the 3 most significant issues/ challenges ahead for the project, focusing on the next 12 months, and explain how they will be addressed. (Concentrate on barriers to delivery that could lead to major changes to objectives or plans).

10) Overall Assessment of progress. Assess whether the project has made the expected progress against the action plan, and whether planned the objectives will be achieved (In the early stages of a project, this will be a somewhat subjective judgement. As the project progresses, this should be based on an assessment of progress against goals and objectives and the associated indicators)

WWF Technical progress report
PART 2: monitoring REPORT (Only required at year-end, july 31). suggested format- an excel or word table.

	Project/ Programme Title:
	

	International Project Number(s):
	

	Reporting Period:
	


The monitoring report requires the project team to systematically review their monitoring data and share progress against the planned Goals, Objectives, Activities (and Outputs)
, and their associated indicators. This should help the team assess the impact of their work and to take the right adaptive action based on what proves to be the most effective. A significant amount of data will likely be collected during the course of the year as part of the project management and this will help fill out the monitoring report section. This information will also be easily uploaded into any WWF Network data management system (INSIGHT)
. 

GUIDANCE

1) It is recommended to use one or more Excel spreadsheets as the preferred format for Part 2. The number of spreadsheets will depend on structure of the project/ programme plan. Word tables are also acceptable, but will be more difficult to manage, especially for larger projects/ programmes. 

2) It is suggested that you use your monitoring plan and Annual Workplan as a basis for creating the monitoring report. If appropriate, add additional columns to show results in subsequent years. Provide more detailed information in narrative form or as additional documents if you wish.

3) Focus on providing quality information on progress against Goal and Objectives. Report also on Activities (and Outputs where used) – keep this simple and light, whilst making it clear to the reader which tasks identified in the Annual Workplan have been completed and which have not. Important Activities that were not originally planned should be mentioned, as well as planned Activities.
4) Tracking of changes in assumptions and risks can also be kept simple e.g. in a qualitative way by checking with relevant information sources and networks whether changes have occurred.

5) It is recognised that it will often take some time to establish the baseline. Indicators at Goal and Objective level may be measured at frequencies of less (or more) than one year. For biological indicators, and some socio-economic indicators, measurement it is likely to be at longer intervals. Where no new information is available, state when the next measurement/ assessment is due.

6) Success rating. This should be your assessment of whether the anticipated progress has been made towards each Goal, Objective or Activities (and Outputs where used) over the past year. In the early stages of a project this may be a somewhat subjective judgement, but increasingly this should be based on data (>67% on plan = green, 33-67% = amber, <33% = red)

7) The final column should identify whether and which higher level Goals and Objectives the project is contributing to (if any) i.e. Network Initiatives or other Priority Programme Goals and Objectives, Biodiversity and/ or Footprint Goals. For example, Coral Triangle Goal 1, Forests and Climate Objective 2.2. Add an extra column if necessary, and write it down descriptively if that is easier.

	Targets
	Indicators

(what you are measuring)
	Baseline

(Value and date of measurement)
	Current status

(Value and Date) with discussion of any variance
	Success rating      (green, amber or red)
	Indicate what GPF Goals and Objectives this relates to

	Goal level


	
	
	
	
	

	Objective 1


	
	
	
	
	

	Objective 2 etc.


	
	
	
	
	

	Activity  1 (and Output 1 if used)
	
	
	
	
	

	Activity  2 (and Output 2) etc.
	
	
	
	
	

	

	Risks


	Discussion and validation (or readjustment)

	Assumptions 


	Discussion and validation (or readjustment)


Thank you!
For submitting this progress report to the WWF Project database at the latest four weeks after the reporting period and for updating project information.
� The terms projects and programmes are used interchangeably through this document.


� This should be a self assessment within the context of the emerging GPF, and your understanding of the GPF.


� Many projects or programmes use the terms targets and milestones in place of goals, objectives…..


� Working Group 8 under INSIGHT is defining WWF’s Conservation Project Management systems requirements
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