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Darwin Initiative Main Project Annual Report
To be completed with reference to the “Writing a Darwin Report” guidance: (http://www.darwininitiative.org.uk/resources-for-projects/reporting-forms). It is expected that this report will be a maximum of 20 pages in length, excluding annexes)

Submission Deadline: 30th April 2018

Darwin Project Information
	Project reference
	

	Project title
	

	Host country/ies
	

	Contract holder institution
	

	Partner institution(s)
	

	Darwin grant value
	

	Start/end dates of project
	

	Reporting period (e.g., Apr 2017 – Mar 2018) and number (e.g., Annual Report 1, 2, 3)
	

	Project Leader name
	

	Project website/blog/Twitter
	

	Report author(s) and date
	



Note: Please remove the blue guidance notes from all sections before submission.
Evaluation of projects: All Annual Reports are reviewed by an M&E consultant. They will use your original application and logical framework (or the most recent approved logframe) as a basis of their review. If your project has changed substantially from its original logframe and you have not sought approval (via a change request) the review will continue to use the approved logframe as a basis of commenting on your progress. Therefore it is important that you refer back to your logframe when writing this report. The review acts as an independent viewpoint of whether the project is making the progress it states based upon the report and associated evidence submitted. Therefore it is strongly recommended that you submit the Means of Verification listed in your logframe to support your assertions of progress. 
When making statements of progress or impact please ensure you refer as much as possible to sources of evidence including the indicators and means of verification outlined in your project logframe. For example, when reporting training events, some measure of effectiveness is required as well as the numbers participating and duration. In order to comment on quality of work it is useful to share with the reviewer project documentation such as training manuals, meeting reports, training feedback etc. 
Please note: Major changes in the logframe (e.g., Output and Outcome level changes) must be approved. You can do this through submission of a Change Request form which can be found here http://darwin.defra.gov.uk/resources/. Submission of changes to the project design in the annual report does not constitute notification. Changes requiring formal approval include but are not restricted to: a delay or change in project implementation causing a re-budget; staff changes (relating to CVs provided at application stage); changes in Outputs or Outcome; project termination. If not clear whether a change requires formal approval please check with LTS.
Report formats: This report should be sent in MS Word only (if you have concerns about layout you may submit a pdf but this is in addition to a Word version). If you have already answered a question in one section, do not repeat the information in another section, but refer back to the section number.
Each section contains questions to guide the completion of the report. Not all guiding questions have to be answered – Project Leaders should exercise judgement as to those most relevant to the project.  
The assumption is that project partners will play an active role in writing the report.  
Please remember that your report will be made public.  If there are specific sections that you would like treated in confidence, please ensure these are clearly identified as we can remove sensitive material before posting on the website.

Project rationale
Please describe the problem your project is trying to address. For example, what biodiversity challenges is the project designed to address? Why are they relevant, and for whom? What human development and wellbeing challenges (poverty alleviation) is the project also intended to address? How did you identify these problems? 
Briefly describe the location (with a map if possible) of the project. 

Project partnerships
Darwin Initiative projects are required to be collaborative. 
Describe the partnership between the lead institution and partner(s) and how this has developed over the last year of the project. For projects that have no formal partnerships, discuss what relationships there are with institutions that supported the delivery of this work. 
· Are partnerships based on demand stemming from the host country/ies and to what extent are all partners involved in project planning, monitoring and evaluation and decision making?  
· Have there been particular achievements, lessons, strengths or challenges with the partnership(s), and how have the latter been met?
· Please substantiate comments with evidence and use indicators. 

Project progress
This section (3.1- 3.5) is the main narrative report on project progress in the last year, and should be a flowing paragraphed presentation written in a formal style. Sub-sections reflect the progress against the project’s logic.  We do not require a summary at the start, just clear reporting under 3.1 to 3.5.
Annex 1 requires you to provide a condensed version of this narrative against the logframe. In this section and in Annex 1 please report against the latest approved version of the logframe. Please also include your full project logical framework in Annex 2.  

Progress in carrying out project Activities
Briefly, please report on progress in implementing the project’s Activities for this year. Please report the progress of Activities under the Outputs to which they relate. Have the activities been carried out in the manner and time planned? Please substantiate comments with evidence to support progress towards Activities. 

Progress towards project Outputs
Report on how overall progress has been made towards the project Outputs and how likely the project is to achieve them by its close. Address each Output in turn, identifying the baseline condition, change recorded to date, and the source of evidence for this change. Please comment on how you are measuring the Output indicators and whether these are still the best indicators. Please substantiate comments with evidence and use indicators to support progress towards Outputs. 

Progress towards the project Outcome
Please report on progress made towards the project Outcome. Please make specific reference to the Outcome indicators including baseline condition and progress to date, and provide evidence against them. Consider the following:
· Are the indicators adequate for measuring the intended Outcome?
· Is the project likely to achieve the Outcome by end of funding? If not, what action will you take to ensure the situation can be improved? 

Monitoring of assumptions
Monitoring of critical conditions (risks and assumptions) is crucial to project success. Report on whether Outcome and Output level assumptions still hold true. If there have been changes in assumptions, in what ways is the project meeting or managing these? Please substantiate comments with evidence. 
Assumption 1: 
Comments: 
Etc.

Impact: achievement of positive impact on biodiversity and poverty alleviation
Darwin projects are asked to contribute to a higher impact of biodiversity conservation and poverty alleviation. 
· What contribution is your project making to this higher impact?
· For all projects, what contribution is your project making to human development and wellbeing (poverty alleviation)?
Please substantiate all comments with evidence and use indicators from your logframe where appropriate. 

Contribution to the Global Goals for Sustainable Development (SDGs) 
Briefly comment on which SDGs are relevant to your project and what contribution your project has made to these SDGs in the 2017-18 Financial Year. 

Project support to the Conventions, Treaties or Agreements
The overarching objective of the Darwin Initiative is to work with countries to meet their obligations under the major biodiversity Conventions, Treaties or Agreements. Since 2011 this has included the Convention on Biological Diversity (CBD); the Convention on International Trade in Endangered Species of Wild Fauna and Flora (CITES); the Nagoya Protocol on Access and Benefit Sharing (ABS); and the International Treaty on Plant Genetic Resources for Food and Agriculture (ITPGRFA). 
In your application you will have defined which convention, agreement or treaty your project would contribute to. Please comment on what contribution your project is making to support your host country(ies) to meet their objectives under one or more of these Conventions, Treaties or Agreements. Please refer to the Convention texts including the CBD objectives, Aichi Targets, Programmes of Work and other relevant materials. 
Has the project had any interaction with any host country convention focal points, via host country or UK partners in the last 12 months? Please give details.  
Please substantiate any comments with evidence and indicators. 

Project support to poverty alleviation
· Is there evidence that the project is working to alleviate poverty?
· Who are the expected beneficiaries of this work?
· Are there expected to be any direct impacts from this project?
· If indirect only, what evidence is there that the project will contribute to poverty alleviation in the long-term?
· Are there any notable achievements this year?

Project support to gender equality issues
The International Development (Gender Equality) Act came into force in May 2014, ensuring that gender equality is an explicit objective in UK Government funded projects. 
· Is there evidence that the project is working to address gender equality?
· Are there expected to be any direct gender equality impacts from this project? If not direct, please comment on any indirect impacts. 
· Are there any notable achievements this year? 
Please substantiate all comments with evidence, and reference indicators from your logframe. 

Monitoring and evaluation 
Discuss systems and processes employed internally to monitor and evaluate the project this year. Comment on the suitability of this approach, and whether you have identified any areas for improvement. 
 When writing this section, consider the following:
· How can you demonstrate that the Outputs and Activities of the project actually contribute to the project Outcome?  
· What are the indicators of achievements (both qualitative and quantitative) and how are you measuring these? 
· Have there been any changes made to the M&E plan over the reporting period?

Lessons learnt
Use of lessons learned is important for continuous improvement and adaptive management. This includes lessons from all levels including administrative, management, technical, and M&E. When writing this section, consider the following:
· What worked well, and what didn’t work well, this past year?  
· If you had to do it again, what would you do differently?
· What recommendations would you make to others doing similar projects? 
· How are you going to build this learning into the project and future plans? 

Actions taken in response to previous reviews (if applicable)
Have you responded to issues raised in the review of your last year’s annual report? What were the views of project partners on the review? Briefly describe what actions have been taken as a result of recommendations from last year’s review, unless you have already clearly done so through a separate note or the half year report.  Please use this section to respond to any feedback received when your project was funded, if appropriate.

Other comments on progress not covered elsewhere
Please use this section to provide any further comments on progress that have not been covered elsewhere in this report. Issues that might be covered in this section include:
· Has the design of the project been enhanced over the last year, e.g. refining methods, or exit strategy?
· Discuss any significant difficulties encountered during the year and steps taken to overcome these if not already discussed elsewhere. 
· Does the project face any particular risks?

Sustainability and legacy
Discuss the profile of the project within the country(ies) and what efforts have been made during the year to promote the work. What evidence is there for increasing interest and capacity resulting from the project? Please describe any action you have taken as part of the project’s open access plan.
Is your planned exit strategy still valid given the project is now running, or have you, or are you, planning to make changes to what was originally proposed? Likewise, how do you plan to ensure a sustained legacy (e.g., social, economic, ecological, technical etc.) of your project Outcome?

Darwin identity
· What effort has the project made to publicise the Darwin Initiative, e.g. where did the project use the Darwin Initiative logo and promote Darwin funding opportunities or projects? 
· How has the UK Government’s contribution to your project’s work been recognised?
· Was the Darwin Initiative funding recognised as a distinct project with a clear identity or did it form part of a larger programme?
· To what extent is there an understanding of the Darwin Initiative within in the host country and who is likely to be familiar with it? 
· If you have a Twitter/Instagram/Flickr/Blog/YouTube etc. account is this effective and have you linked back to the Darwin Initiative and its social media channels?

Project expenditure
Please expand and complete Table 1.
Table 1: Project expenditure during the reporting period (1 April 2017 – 31 March 2018)
	Project spend (indicative) since last annual report


	2017/18
Grant
(£)
	2017/18
Total Darwin Costs (£)
	Variance
%
	Comments (please explain significant variances)

	Staff costs (see below)
	     
	     
	     
	     

	Consultancy costs
	     
	     
	     
	     

	Overhead Costs
	     
	     
	     
	     

	Travel and subsistence
	     
	     
	     
	     

	Operating Costs
	     
	     
	     
	     

	Capital items (see below)
	     
	     
	     
	     

	[bookmark: _GoBack]Monitoring & Evaluation (M&E)
	     
	     
	     
	     

	Others (see below)
	     
	     
	     
	     

	TOTAL
	
	
	
	


Highlight any agreed changes to the budget and fully explain any variation in expenditure where this is +/- 10% of the budget.  Have these changes been discussed with and approved by Darwin?

	[Type here]	
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Annex 1:	Report of progress and achievements against Logical Framework for Financial Year 2017-2018
	Project summary
	Measurable Indicators
	Progress and Achievements April 2017 - March 2018
	Actions required/planned for next period

	Impact
Insert agreed project Impact statement
	(Report on any contribution towards positive impact on biodiversity or positive changes in the conditions of human communities associated with biodiversity e.g. steps towards sustainable use or equitable sharing of costs or benefits) 
	

	Outcome (Insert agreed project Outcome statement)
	(Insert agreed Outcome level indicators)
	(Report on progress towards achieving the project Outcome, e.g., the sum of the Outputs and assumptions )
	(Highlight key actions planned for next period)

	Output 1. (Insert agreed Outputs with activities relevant to that Outputs in lines below.  Activities relevant to more than one Output should be cross-referenced rather than repeated)
	(Insert original Output level indicators)
	(Report general progress and appropriateness of indicator, and reference where evidence is provided e.g. Evidence provided in section 3.2 of report and Annex X)

	Activity 1.1 Insert activities relevant to this Output

	(Report completed or progress on activities that contribute toward achieving this Output), and what will be carried out in the next period

	Activity 1.2, Etc.
	

	Output 2. (Insert agreed Output)
	(Insert agreed Output level indicators)
	(Report general progress and appropriateness of indicator)

	Activity 2.1.
	

	Activity 2.2. Etc.
	

	Output 3. Etc.
	
	




Annex 2: Project’s full current logframe as presented in the application form (unless changes have been agreed)

	Project summary
	Measurable Indicators
	Means of verification
	Important Assumptions

	Impact:
.

	Outcome:

	
	
	

	Output 1
Add more outputs as necessary

	1.1
1.2
1.3 etc.
	1.1
1.2
1.3 etc.
	

	Output 2 

	2.1
2.2 
	2.1
2.2
	

	Output 3 
	3.1
	3.1 
	

	Activities (each activity is numbered according to the output that it will contribute towards,  for example 1.1, 1.2 and 1.3 are contributing to Output 1)








Annex 3: Standard Measures
Please expand and complete Table 1: new projects should complete the Y1 column and also indicate the number planned during the project lifetime. Continuing project should cut and past the information from previous years and add in data for the most recent reporting period. Quantify project standard measures over the last year using the coding and format from the Darwin Initiative Standard Measures (see website for details: http://darwin.defra.gov.uk/resources/) and give a brief description. Please list and report on relevant Code No’s only. The level of detail required is specified in the Standard Measures Guidance notes under ‘definitions and reporting requirements’ column. Please devise and add any measures that are not captured in the current list. Please note that these measures may not be a substitute for output level objectively verifiable indicators in the project logframe.
 
Table 1	Project Standard Output Measures
	Code No.
	Description
	Gender of people (if relevant)
	Nationality of people (if relevant)
	Year 1 Total
	Year 2 Total
	Year 3 Total
	Total to date
	Total planned during the project

	Established codes
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



In Table 2, provide full details of all publications and material produced over the last year that can be publicly accessed, e.g. title, name of publisher, contact details, cost. Mark (*) all publications and other material that you have included with this report.

Table 2		Publications
	Title
	Type
(e.g. journals, manual, CDs)
	Detail
(authors, year)
	Gender of Lead Author
	Nationality of Lead Author
	Publishers
(name, city)
	Available from
(e.g. weblink or publisher if not available online)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Annex 4 Onwards – supplementary material (optional but encouraged as evidence of project achievement)

This may include outputs of the project, but need not necessarily include all project documentation. For example, the abstract of a conference would be adequate, as would be a summary of a thesis rather than the full document. If we feel that reviewing the full document would be useful, we will contact you again to ask for it to be submitted.
It is important, however, that you include enough evidence of project achievement to allow reassurance that the project is continuing to work towards its objectives. Evidence can be provided in many formats (photos, copies of presentations/press releases/press cuttings, publications, minutes of meetings, questionnaires, reports etc.) and you should ensure you include some of these materials to support the annual report text.
If you are attaching separate documents, please list them here with an Annex reference number so that we can clearly identify the correct documents.

Checklist for submission

	
	Check

	Is the report less than 10MB? If so, please email to Darwin-Projects@ltsi.co.uk putting the project number in the Subject line.
	

	Is your report more than 10MB? If so, please discuss with Darwin-Projects@ltsi.co.uk about the best way to deliver the report, putting the project number in the Subject line.
	

	Have you included means of verification? You need not submit every project document, but the main outputs and a selection of the others would strengthen the report.
	

	Do you have hard copies of material you want to submit with the report? If so, please make this clear in the covering email and ensure all material is marked with the project number.
	

	Have you involved your partners in preparation of the report and named the main contributors
	

	Have you completed the Project Expenditure table fully?
	

	Do not include claim forms or other communications with this report.
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