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DRAFT BACK TO OFFICE REPORT TEMPLATE

PROJECT NAME: …………………………………..

	[bookmark: _heading=h.oaz15dvlw0qw]

	AREA
	Status Description

	Unit:
	

	Date: ( Capture date of activity)
	

	Reported by:
	

	Activity:
	

	Venue
	

	Participants (Show numbers by age, gender, Disability & VMGs)
	
	Age bracket
	18-35 years
	35-59 Years
	Above 60 Years

	Male
	 
	 
	 

	Female
	 
	 
	 

	Disability
	 
	 
	 

	VMGs
	 
	 
	 

	Total
	
	
	




	Introduction: 
(Describe activity including who were involved and provide numbers by gender, Disability & VMGs))
	

	Objective: (Describe the reason why activity was being undertaken)  
	

	Budget /Expenditure: (Show  how much was planned for activity and actual incurred)
	Planned
	Actual
	Variance
	Comment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Output: (what the activity was meant to generally achieve or help achieve in the immediate in relation to the long-term)
	

	Key highlights:  ( Present a  brief narration on activity progressed - snap view of key issues )    
	

	Challenges & Risks:  (State any challenges and emerging risks   experienced in implementing the particular activity.)
	

	Best Practices: (State any best practices reported & where) 
	

	Lessons learnt. (State any lessons learnt & where) 
	

	Recommendations: (Provide recommendations agreed upon)
	

	Way forward. (State the way forward with regard to the specific activity)
	


       
Prepared by (Name of officer): ………………………………….. 
Date: ………………………………………
 Sign:……………………………………….. 
Annexes: (1) Attendance list 
                 (2) Pictures on activity
	(3) Minutes of Decision/ Agreement
[bookmark: _heading=h.k9mmw75bruwi]	(4) Receipts
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