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Appendix B


Multi-Year Project: August Monitoring Report

Please submit through your APEC Secretariat Program Director by Aug. 1 of each year.
Please note that this report will be used to determine your next year’s funding.
SECTION A:  Project profile
	Project number & title:
	     

	Time period covered in report:
	     
	Date submitted:
	     

	Committee / Working Group / Fora:
	     

	Project Overseer Name / 
Organization / Economy:
	     


SECTION B:  Project update
Briefly answer each of the questions below. Section B should be a maximum of 4-5 pages. Focus on progress made since your last report, or since the project started.

1. Current status of project:  
    

· On schedule:  YES / NO 

· On budget:  YES / NO   

· On target to meet project objectives:  YES / NO

If NO, provide details: How far is the project off schedule, budget or objectives? What corrective actions are being taken to resolve any problems? What support is needed from your Committee or the Secretariat in addressing these problems? 
     
2. Continuing relevance: Does the project remain a high priority for both the involved fora and the broader APEC agenda?  How is this relevance verified? If NO, what are the reasons for reduced relevance and/or priority and should the scope of the project be amended?
     
3. Implementation:  Describe progress and any deviations against the project’s work plan. How have stakeholders and other fora been engaged during the implementation stage?

     
4. Challenges:  If not covered in Q1, describe any problems which have arisen (or might arise) and how you overcame them / aim to overcome them. How might these change the project schedule or budget? How might your fora, Committee or the Secretariat help? 

     
5. Objectives and outputs: How do the results of the project so far (if any) compare with its expected results? Are outputs being delivered on time and of sufficient quality? Are the right stakeholders or participants being engaged? (You may refer to section C, as applicable.)

     
6. Monitoring and evaluation:  Describe any monitoring and evaluation activities undertaken or started during the previous year. How was the information collected? Describe any results or findings, if not covered in Q5. What are some of the key lessons learned during implementation?

     
SECTION C:  Participant and output information
1. Participant information: Please provide details, where applicable, of participants in any events or studies carried out over the past year. Insert rows or tables as needed.

	Event / Activity:
	

	Economy
	# male
	# female
	Details 

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Other:
	     
	     
	     


Comment on the composition of the participants: in terms of economies, fora, gender mix, background, skill-sets, etc. Do you feel the right people are participating, and in the right ways?

     
2. Outputs: Please provide details, where applicable, on any outputs from the past year (e.g. # workshops, publications, websites, CD sets, etc.). Change headings or insert rows as needed. 

	Type of output
	# planned
	# actual
	Details

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


SECTION D:  Budget
Attach the updated MYP budget template with a breakdown of APEC-provided budget to date, including:

· Actual expenditures vs. planned costs (using most recently approved budget figures)

· Variance notes: An explanation of any budget line under- or over-spent by 20% or more.

· Proposed budget for the coming year: for approval by APEC

SECTION E:  Appendices or additions
You have the option of attaching any of the following. This information will help us better understand and support your project, support overseers of similar projects and plan for future projects.

· Lists of the project’s participants, experts or consultants, with job titles and contact info

· Event agendas
· Links to any relevant websites or online material (e.g., reports, resources created)

· Results of participant feedback or other project evaluation (raw and/or analyzed)

· Any other relevant information or resources that would help us learn more about your project 

	FOR APEC SECRETARIAT USE ONLY APEC comments: Is the project management effective? How could it be improved? Are APEC guidelines being followed? Is the project still relevant to APEC and fora priorities?

	     


