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================================================================================================
Please do not write in green coloured sections; refer to notes at last page for explanations

1. Institutional/Organisation  Development:  Evidence  of  significant  progress  / 
change 
What  are  major  changes  in  the  organisation’s  circumstances  that  are  likely  to  have  
impacted your outputs over the period?

• Organisational structure / board / management team

• Strategy / planning / decision making / knowledge management
• Human resource issues

• Marketing / communication / public relations

Indicators Baseline Prior 
Period

Current 
Period

Cumulative

1. HR Management
i) Leadership
ii) Core staff
iii) Support staff

2. Governance
i) Board
ii) Committees
iii) Documented board meetings 

Management meetings
iv) Staff meetings

3. Systems and procedures
Financial management systems

i) Budgeting 
ii) Accounting 
iii) Internal control
iv) Financial reporting 
v) External audit

Operational policies 
vi) HR policy
vii) Gender policy
viii)Conflict of interest policy
ix) Programme development 

policy
x) Procurement policy
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4. Funding base development
       List long-term programmes(3yrs +)
       List short-term programme(1 year)
      Total dollar volume of programmes 
       Approved dollar volumes 

Percentage overhead recovery
      
     

2. Collaboration, coalitions and networking
Using the format below, list the most important organisations you collaborated with over  
the period. For each organisation, give an indication  of  the  issues  or  themes  you  
worked on, its status and the outcomes.

Organisation 
/Coalition

Policy issue / theme / nature
Starting / ongoing / ending

Outcome

Government 
 - executive
 - judiciary
 - legislature
Coalition, network

Peers
CBOs

Donor agencies

DA (please indicate 
district)

Private Sector
 

3. National pro-poor policies

Identified Policy Issue Research activities 
in relation to the 
identified policy 
area 

What are the 
policy gaps 
identified from the 
research 
conducted

What is your 
organisations 
position on these 
issues supported 
by your research

What policy 
alternatives do you 
propose and how 
do you hope to 
achieve this policy 
change

4. Success Story
Briefly describe your organisation’s landmark achievement this period

5. Stakeholder Perception 
How has the credibility and legitimacy of RAOs changed in the eyes of GoG and the Ghana 
public?  What is your interpretation? Is there a reference to this evidence of change?
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6. What is your perception on the general policy making environment in Ghana 

7. Grant and report related issues
7.1       What issues do you wish to raise relating to the Grant or to G-RAP management?

7.2 What parts of the report are confidential or cannot be shared without prior 
consent?
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Notes on narrative reporting

In addition to this narrative report, G-rap accepts grantee organisation’s own annual report, 
on  the  assumption  that  these reports  show a  relationship  between annual  workplans, 
budgets and outputs of these organisations and – if possible – impact.

G-rap however monitors a number of indicators that a Grantee’s annual report may not 
always focus on and have designed a simple narrative reporting format to gather this data. 
This gives the programme managers a quick overview of progress against workplan of  
each grantee and of significant results in a number of relevant areas relating to the Logical  
Framework and objectives of the Programme.

G-rap intends to  minimize Grantee’s time investments in  reporting,  hence this  concise 
format.  Nonetheless,  additional  documentation can be annexed to  the report  for  more 
detail.

Narrative  reporting  is  a  bi-annual  contractual  requirement.  The  deadline  for  report 
submission is four weeks after the end of the reporting period.

Completed reports need to be submitted in signed hard copy (2 signatures), as well as in 
electronic  format  using  MS-Word  2003  compatible  software  (to: 
info.grap.ghana@gmail.com ).
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