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REPORTING GUIDE
The questions are designed to give you the opportunity to update the Discovery Fund on the work of your organisation. Please print out the completed report and send it to the Discovery Fund (address on back page) together with the attachments requested in Section 6.

Section 1 – Organisation’s Details 

	1. 
	Name of organisation
	     

	2. 
	Date of establishment
	     

	3. 
	PBO number
	     

	4. 
	NPO number
	     

	5. 
	Physical address (including magisterial district)
	     

	6. 
	Postal address (including postcode)
	     

	7. 
	Telephone number
	     

	8. 
	Facsimile number
	     

	9. 
	Name of person submitting report
	     

	10. 
	E-Mail address
	     

	11. 
	Website address
	     

	12. 
	Funding reporting on
	R     

	13. 
	Date
	     


14. Please provide details of any changes in your board of directors / trustees in the last year (departures, new appointments, changes in roles):
     
Section 2 – Management and Staff 
15. Please provide details of any changes in the management of the organisation in the last year (departures, new appointments, changes in roles):

 

     
16. Please provide updated numbers and details of all staff members employed by your organisation. If there have been significant changes please explain the reasons below the table.
	
	Female
	Male
	Black
	White
	Coloured
	Asian
	Disabled

	Full time staff
	     
	     
	     
	     
	     
	     
	     

	Part time staff
	     
	     
	     
	     
	     
	     
	     

	Total staff
	     
	     
	     
	     
	     
	     
	     

	Volunteers 
	     
	     
	     
	     
	     
	     
	     


     
Section 3 – Organisation’s Objectives, Programmes and Impact
17. Tell us about any significant changes there have been during the past 12 months in your community, or in the context in which your organisation operates. eg, have there been any policy changes that affect your work or the well-being of the people who benefit from your work, or have the needs of your beneficiaries changed?
     
18. Tell us about any changes to your organisation in the last 12 months. eg, new funders or fewer funders, new strategy/business plan, projects closing or new ones opening, provincial spread changing etc.
     
19. What have been your organisation’s key achievements over the past year? Please include results of your programmes and projects as well as ways in which the organisation has been strengthened eg, through accreditation or registration or training of staff members.
     
20. What have been the main challenges you have faced in the last 12 months, and how have you tried to overcome them?

     
21. Please provide updated numbers of beneficiaries in each category. If you work with more than one group of beneficiaries (eg, children and educators, nurses and patients, schools and government departments etc) then fill out a table for each group.

	Description
	     

	Time Period
	     

	Total
	Female
	Male
	Black
	White
	Coloured
	Asian
	Disabled

	     
	     
	     
	     
	     
	     
	     
	     


	Description
	     

	Time Period
	     

	Total
	Female
	Male
	Black
	White
	Coloured
	Asian
	Disabled

	     
	     
	     
	     
	     
	     
	     
	     


22. Please provide an updated case study of how an individual, organisation or community has changed as a result of your work?

     
Section 4 – This grant 
23. What have you used this funding for?

     
24. What has this funding enabled you to achieve?
     

Section 5 – Monitoring and Evaluation
25. Please complete the following table for the organisation/ project for which funding was granted. You will need to include the performance indicators that you identified in your application in order to complete the table. If the funding was for a specific project, please complete the table according to the project. If the funding was for organisational expenses; please complete it for the overall organisation. 


The first table is a description with an example. Please complete the second table (If you need more space, attach an extra sheet to the application). 
	Outputs and outcomes
	Results in reporting period
	Commentary 

	These are the outputs and outcomes that were identified in your application.
	The actual measures collected for each of the indicators.
	Reasons for the results and commentary for how any issues will be addressed.

	EXAMPLE

	Output:  Number of home-based carers completing training with accreditation

Outcome: Increased patient coverage to 200
Outcome: Increase in quality of palliative care
	6 newly accredited home-based carers
	Only 8 of the 10 identified carers attended all the training (the other two pulled out for personal reasons). 6 of the 8 passed the accreditation test (the other two will repeat it in March 2009).

	
	Patient coverage = 140
	The target of 200 could not be reached as not enough carers were accredited during the year (see above). An additional 5 carers will be recruited and trained in the coming year.

	
	Patient satisfaction of 83%
Family satisfaction of 90%

Both from survey in June 2008
	Patient satisfaction has increased from 75% in last year’s survey. This is due to better training of the caregivers and the scheduling of all appointments beforehand. Family satisfaction has also increased as caregivers increasingly train and counsel family members. 

	Output: Number of patient visits per day

Outcome: Quality care provided on daily visits
	Average number of visits per caregiver per day = 4
	The average number of visits per caregiver per day has remained constant at 4. Given the geographical dispersion of beneficiaries this number is viewed as a good target.

	
	See patient and family survey results above
COHSASA accreditation 
	The organisation went through COHSASA accreditation in August 2008 and was accredited – in line with best practice hospices.


	Outputs and outcomes
	Results in reporting period
	Commentary 

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Section 6 – Attachments
Please attach the following documents:

	
	Document
	Attached? (check)
	Reason (if not attached)

	1. 
	Latest annual report (if new since application)
	 FORMCHECKBOX 

	     

	2. 
	Latest set of audited financial statements (if new since application)
	 FORMCHECKBOX 

	     

	3. 
	If your organisation has an associated Trust, or any other body, that contributes to the finances of the organisation, please submit the audited financial statements of this body 
	 FORMCHECKBOX 

	     

	4. 
	Most recent management accounts
	 FORMCHECKBOX 

	     

	5. 
	Latest organisation budget showing operating and capital expenditure, as well as income (if multi-year grant)
	 FORMCHECKBOX 

	     

	6. 
	Latest budget of the specific project(s) that was funded (if applicable)
	 FORMCHECKBOX 

	     


And if any of the additional information supports your report, please attach it:

	7. 
	Photographs of your work. We will assume that we have permission to use any photographs submitted for the purpose of our own reporting and publicity unless the photograph is clearly marked to the contrary.
	 FORMCHECKBOX 

	     

	8. 
	Any new internal or external evaluations of the impact of the work of the organisation
	 FORMCHECKBOX 

	     

	9. 
	Any new strategy or policy documents
	 FORMCHECKBOX 

	     


Please print the completed report and send it, together with the attachments, to:

By Hand:





By Post:

Discovery Fund 




Discovery Fund
6th Floor





PO Box 61593

28 Harrison Street




Marshalltown

Marshalltown





2107

Johannesburg
By email: discoveryfund@tsi.org.za 

The Discovery Fund is administered by Tshikululu Social Investments.
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