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GUIDANCE NOTE TO ANNUAL WORK PROGRAMME AND REPORTING TEMPLATE 

 

A. ANNUAL WORK PROGRAMME 

 

1. Expected Output – the tangible products, goods and services and other immediate results to achieve an output. A 

project may have several outputs. 

 

 Indicator – Quantitative measure for an output e.g. number, percentage, ratio. 

 

 Baseline – what the indicator would tell you at the beginning, that is, prior to the implementation of a project. It 

helps in tracking the progress in achieving the outputs. 

 

 Targets – what is intended to be achieved at a specific point in the future. Targets are usually specified in terms 

of quantity or quality and timeline. 

 

2. Planned Activities – list the number of specific activities planned to be implemented for a given output. 

 

3. Timeframe – starting and finishing dates for activities and outputs. 

 

4. Assumptions/Potential Risks – identify the assumptions, risks/threats that will affect the implementation of the 

project. e.g. weather conditions. 

 

5. Responsible Agency – agencies involved in executing in the set of specified activities for each of the given output. 

 

6. Planned Expenditure – forecast of the amount of funds to be utilised for each of the activities on a monthly/quarterly 

basis. 

 

B. QUARTERLY REPORTING TEMPLATE: PROGRESS REPORT BY IMPLEMENTING AGENCY 

 

7. Expenditure: the actual and committed funds for the planned outputs delivered for that specified time frame. 

 Actual – the exact amount of funds utilised for each of the planned activities. 

 

 Commitment – the amount of funds committed to be utilised for each of the planned activities. These includes 

payments which are in progress, such as local purchase orders raised. 

 

8. Is the activity on track? Yes or No. Explain 

Is the list of activities progressing as per work schedule? If activities are not on track, explain the reasons. 

 

9. General Remarks on activities undertaken in achieving outputs. 

Other comments from the implementing agencies in delivering the project outputs that may impact the 

implementation and the measures taken to address them. 


