FEI PARTNERSHIP FUND

Project Reporting

Your final Project Report is due no later than 6 months from the date on which you receive the cheque from the FEI Partnership Fund.  
Please make sure that you read this BEFORE your project starts.  Your Project Report must include relevant responses to each question/ aspect requested.  If in doubt, refer to the enclosed Notes on filling in the Post-Project report.  

As you will see, you will need to keep accurate records of the numbers of people involved in the project, and think about how to evaluate its impacts.  Please include a detailed financial breakdown - including a statement of the final income and expenditure.  These accounts will be subject to sample audit. 

If the project has not been completed within the six months a brief interim report will be required by then, with a full project report on completion. 
If for any reason the project does not take place, please note that the Partnership Fund reserves the right to request the return of the grant (or part of it, if the project has been only partially completed).

If you are unsure, look at the FEI website http://foresteducation.org.uk where you will find the reports submitted previously, by others.  Where possible all information provided will be made available on the website. If there is any part of the report you wish to keep confidential, please make this clear.

Finally, if you have a pdf facility, for greater security, please use this before sending your report.  The Word format of the original is for ease of use by those completing the form.  All reports will be given pdf status before loading onto the FEI website.

Please return this form to your national FEI co-ordinator by email, or visit http://foresteducation.org.uk/contactus/index.asp for contact details.  If you have a pdf facility please use it before sending your report.

Please also send a copy to the FEI Partnership Fund manager -Rachel Lucas at rachel.lucas@field-studies-council.org).  

Notes on filling in the Post-project Report

PLEASE use the following notes to complete your report.

FEIPF Project Code: Put in the year the project started before the symbol - /.  Add the code after the /, comprising – FEIPF Project number, if known; indicate Scotland (Sc), England (En) or Wales (Wa), and the last 2 digits of year and the month funding was allocated e.g. 2011/ 297Wa11Jan.

Project Summary: A few lines summarising what the project was about, who was involved and what the impacts were – for immediate reader information.

PROJECT MANAGEMENT

Project Title:  Put the name of the cluster group before the colon (:) and the name of the project after.  This will allow geographic searches.

Keywords: use 5 key words people might use to locate/describe your project e.g. arts, bushcraft, training, general public, skills.  This will allow interest searches.

Project dates:  Give the month and year started to the month year completed e.g. May 2006 – November 2006.

Project location/s: Give an idea of the kind of spaces/ locations used to deliver the project - which school/s, local woodland & greenspace, or other locations used.

Lead Organiser/organisation: Give contact details – full name (not acronyms), website, or other contact details (if Data Protection Act cleared, and relevant).

Other partners/organisations involved: Non-funding. Give details – full names (not acronyms), indicate role - if volunteer (v), partnership (p).

Other useful contacts/links: These may be national or local and have been gathered during the project – names & how to contact – websites, or other contact details (if Data Protection Act cleared, and relevant).

PROJECT FUNDING

Project funding: Total income. List here the funding sources & amounts [grants, donations, money raised, or equivalent ‘in kind’ provision], with the providing organisations/charitable trusts/ NGOs/ Councils etc., and the actual amount [£] provided. It is recognised that this breakdown summary may be different from that listed in Q27 of application.

Key funding partners:  List key organisations/charitable trusts 

Contract Partners: If any. List names of specialist consultants/ organisations contracted to facilitate the project, and the role they played.

Expenditure profile: Total expenditure*. List main project costs and expenditure as % of overall costs.  Indicate items funded by FEI alone if any. (also see Q27). 

*Indicate here if any money was left over – if so, what will it go towards.  Significant under-spends should be declared and returned.

PROJECT OUTLINE

Target audience: Ensure collection of this data as part of the project. We are looking for numbers of the most appropriate groupings of participants/audiences reached by project (expected and actual) by:

a) age and/or ability group being targeted, 

b) school/s and/or local community/ies, 

c) general public, tourists, or visitors/parents, 

d) other – teachers, volunteers, or members of ethnic minority groups involved.
Purpose: Describe/ list why the project was developed – what did you hope to achieve, change, or develop, and where did the ideas come from?

Outputs: Describe/list what the project delivered in terms of services, activities, or products; leaflets, training or workshop sessions or productions delivered; DVDs produced, and press releases/articles produced. 
Resources produced: List the products and who holds their copyright/any conditions on use.  Please supply a digital/electronic copy of any resources produced, and confirm FEI has permission to use images/ sequences/printed material on the FEI website, or in FEI promotional material.

Outcomes: Describe/ list the changes, benefits, learning or other impacts that have occurred as a result of the project happening – by the target group/s/ audiences, and/or the facilitators.  They can be expected or unexpected, positive or negative, considered or not.

Evaluation:  Describe a) how you went about evaluating the success of the project b) what were the findings c) on reflection what might you do differently?

Key actions: List the key/ essential actions taken that made the project as, or more successful and/or sustainable than, you expected – as useful advice others.

Other advice:  Any other advice for those trying something similar in their Cluster Group area.

RESOURCES

Indicate yes/no if such exists for the project.
Image Library – indicate what is available (e.g. stills/video), their location, and links to access on internet/ by contact direct – clarify copyright conditions.

Media Library – indicate what has been produced (CD/DVD/artwork) their location, and where possible provide copies for FEI web page use, or website links.
Press Library – indicate/ list what is available and how to access their location.  Include exemplar copies of press releases.

Project Report – indicate if a different report exists for other organisations/ funders/ employers, and where possible, provide a copy for the FEI web page, or links.
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Please return this form to your national FEI co-ordinator by email, or visit http://foresteducation.org.uk/contactus/index.asp , for contact details.

Please also send a copy to the FEI Partnership Fund manager – Rachel Lucas - rachel.lucas@field-studies-council.org)
Where possible information provided will be made available on the website. If there is any part of the report you wish to keep confidential please make this clear.

