
 
Impact Reporting Template 
This template has been designed to be used alongside the Impact Reporting Elements chapter 
of the Impact Reporting Guideline document, “Collaboration for change”. Please refer to the 
chapter for more detailed guidance and useful links.  
All text in italics is intended merely to guide your drafting and should therefore be deleted once 
you have completed your report.  
We encourage both the donor and implementing organisation to together discuss and agree on 
the length or level of detail apportioned to each section as different organisations will require 
different levels of depth. 

 

1.1 Introduction: 
In addition to the below introductory information, you may wish to include an ‘at-a-glance’ 
visual summary or dashboard of the project status and key results for the reader in this 
introductory section of your report.  

1.1.1 Information about the reporting organisation and its representatives: 
Name of reporting organisation: 
 
Key contact person and contact details:  
 
Name of person completing the report (if different form key contact person): 
 
Project partners: Identify any key implementation partners. 
 
 
 



1.1.2 Reporting period: 
Identify the period covered by this report. 

1.1.3 Programme status: 
Briefly indicate the status of the programme in relation to the approved project plan and the 
related timelines, such as: 

• Planning and initiation 
• Implementation 
• Close-out 
 

1.1.4 Programme strategy (Theory of Change/ Result Chain/ Logic Framework): 
Detail your programme logic and strategy for how your programme is designed to achieve its 
social change objectives and why we can expect the intervention to achieve the desired 
results. 
 

1.2 Methodology:  
Provide a brief description of the research methodology applied to monitoring and tracking 
results (across outputs, outcomes, impact) that are reflected in this report. You may include 
narrative descriptions and/or monitoring, evaluation and learning frameworks that reflect the 
details of your approach.  

Answer the key questions:  
1. How was the data and / information reflected in this report collected or generated? 
2. How was it analysed? 

Key elements to consider include:  

• details of any standardised approaches, methodologies and frameworks (including 
benchmarks and standardised indicators);  

• more detailed information about indicators, data collection tools, systems and methods, 
as well as means of verification and levels of evidence; 

• any limitations of the impact reporting information collected and included in this report.  

This section may cover information that was disclosed during a screening and application 
phase and so may only require updates on changes that have been applied since then.  
 
 
 
 
 



1.3 Results 
Reflect the results and progress achieved (actual results) during the reporting period relative to 
the baseline (demonstrating degree of change), planned objectives and targets.  
Choose an appropriate format to reflect your results (such as a dashboard or table) that meets 
the needs of your agreement and required information and data points.  
Narrative and storytelling – stories of change and case studies 
(Bring the above results information to life with narrative descriptions and analysis of results 
such as case studies and real stories of beneficiaries.)  
 

1.4 Budget monitoring report 
Communicate the financial status of the programme / partnership, reflecting the planned budget 
vs. actual spend, variance, budget notes and assumptions. Reflect the financial story of the 
programme or partnership’s progress.  

Refer to the accompanying excel budget reporting template and variance table as working 
documents where relevant.  

1.4.1 Budget Monitoring Table  
Include your budget monitoring table here.  

1.4.2 Variance table 
If applicable, include a variance table here. Alternatively, explain any variances in your budget 
narrative. 

1.4.3 Budget Narrative 
Include a narrative explanation to support the budget and any material information. This may 
also include a narrative explanation of variances (in place of a variance table). 
 

1.5 Lessons learnt, challenges and opportunities 
What key lessons have you learnt from your experience, the impact insights and analysis of 
results? 

How will you incorporate these learnings into the programme for the next period, and future more 
broadly to further enhance and scale the results which were achieved? 

What challenges or changes were encountered and what strategies have been put in 
place/steps taken to mitigate the risk of these impacting current and future results? 

 
 



 
1.6 Conclusion 
Write a summary of the report and the key information communicated and how this contributes 
to overall goals and objectives for the partnership. 

Give an indication of what the donor can expect to be achieved in the next period. 

Provide a call-to-action for the reader, in terms of next steps in the partnership – should we 
stop, continue, or grow? 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


