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Completion and Evaluation Report Template 
for 
Grassroots Grants Projects with No On-Ground Works



Completion and Evaluation Report
No on-ground works
Note: Use this form for projects that do NOT have any on-ground works.  For projects with on-ground works use the On-Ground Works Report and Evaluation Form.

This is a live document that can be completed as the project progresses.
Information will be populated from the grant application where relevant (indicated by GA).
Contract details
	Project details

	EP Landscape Board grant number:
	G0XXX

	Project title:
	GA

	Funding stream
	
	Small Community Grants for up to $5,000 (GST exclusive)

	
	
	Large Community Grants for up to $15,000 (GST exclusive)

	
	
	Farm Recovery Grants for up to $5,000 (GST exclusive)

	
	
	

	Grantee details:
(Organisation / community or volunteer group / school / council)
GA
	Organisation / sponsoring organisation:
	

	
	Address
	

	
	Phone Number:
	

	
	Email Address: 
	

	Contact person:

	Name:
	GA

	
	Position:
	

	
	
	

	Regional priority allignment:
( appropriate)
GA
	
	Water

	
	
	Sustainable agriculture

	
	
	Pest plants and animals

	
	
	Biodiversity

	
	
	Community

	

	Project location details:
(name of the closest major town, district, section / hundred numbers etc.
N/A if not delivered at a specific location e.g. online)
	GA – modified if agreed changes to scope of works







	Approvals

	Were any permits / approvals required e.g. Council, Aboriginal heritage? 	Yes	☐	No	☐ 

	If yes list permits and / or approvals required
(insert extra rows as needed)

	Permit / Approval 
	Agency
	Date obtained

	From Part Five of GA or additional not identified at application stage
	GA
	

	
	
	

	
	
	



	Special conditions of contract

	Were there any specials conditions of contract?	Yes	☐	No	☐

	If yes list the special conditions, whether compliance was achieved, and date completed 
(insert extra rows as needed)

	Special condition
	Compliance
	Date 
complete

	From Grant Agreement
	No	☐	Yes	☐
	

	
	No	☐	Yes	☐
	

	
	No	☐	Yes	☐
	



	Community engagement and partnerships

	Stakeholders (groups) / organisations involved in your project
(as listed on Grant Application and any additional stakeholders involved in the project)
	Did participate?

	1. From Part Two of GA, Who will your project involve?  and any additional stakeholders involved in the project
	No	☐	Yes	☐

	2. 
	No	☐	Yes	☐

	3. 
	No	☐	Yes	☐

	4. 
	No	☐	Yes	☐
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Project activities
Standard Activity Types and Outputs make it possible for information and data from all projects to be aggregated up to a region-wide scale for reporting and communication. 
For standard activities refer to Standard Outputs list in the Grassroots Grants Frequently Asked Questions or contact EP Landscape Board MERI Officer. 
	Standard activities delivered

	Activity Type
(Selected from Standard outputs  list)1
	Standard Output
(Standard output + Detailed qualifier from Standard outputs list)
	Quantity
	Unit
	Evidence of completion
(e.g. URL for online resource developed, 
can be N/A)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


NOTES:
· This table should initially be populated from the Part Two of GA, What activities are you planning to undertake?  Where there have been agreed changes to the scope of works, the standard activities must be updated accordingly.
· Where quantities are uncertain please provide the best estimate.
· NB: Be sure to include all activities related to community engagement, providing information about number of groups / organisations supported as well as numbers of individuals (see Activities highlighted in yellow in list of Standard Outputs).  


Project income and in-kind support
All amounts reported should be GST exclusive.  
Populate Contributor and Target columns from Part Three of GA, Grant funds requested, Cash contributions and In-kind contributions.  
Add rows as needed.
	Project income

	Contributor (GA)
	Target (GA)
	Actual
	Difference

	EP Landscape Board 2023-24 financial year
	Grant amount
	Grant amount
	$ 0.00

	EP Landscape Board 2024-25 financial year
	Grant amount
	Grant amount
	$ 0.00

	Other funding source as listed in Cash Contribution section in GA 
	
	
	

	
	
	
	

	Total income
	
	
	

	In-kind contrbutions

	Contributor (GA)
	Details (GA)
	Target (GA)
	Actual
	Difference

	
	
	
	
	$ 0.00

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total in-kind contribution
	
	
	





Monitoring and reporting
Please complete highlighted sections, review and update completed information, and add additional items as needed.
	Proposed and / or prescribed monitoring

	Was any monitoring and / reporting proposed or prescribed?	Yes	☒	No	☐

	If yes complete table below
(insert extra rows as needed)

	Monitoring / reporting activity (GA)
	Reporting and / or data transfer details
	Completion date

	
	General description
	Transferred items
(e.g. document title, file / folder names for digital files, URL for any online material etc.)
	Number
	Target
	Actual

	From Part Four of GA, Required monitoring and Reporting sections
	
	
	
	
	

	Completion and evaluation report.
	This report. 
Results of other monitoring activities can be included in or as an addendum to this report.
	GXXXX_Completion & Evaluation Report.docx
	1
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Evaluation
Please complete this entire section
	Project delivery

	Was this project successfully completed within the timeframe specified? 	Yes	☐	No	☐
If not, what was the date of completion?

	

	Were there any barriers to the timely or successful completion of this project? 	Yes	☐	No	☐
If yes, what were the barriers?

	

	Were there any amendments made to the original project proposal? 	Yes	☐	No	☐
If yes, what were the amendments?

	

	Project outcomes and contribution

	A brief outcome based statement about what was achieved, how and why?

	

	Did this project facilitate any Landscape Board outcomes in the wider community? 	Yes	☐	No	☐
If yes please provide details. (e.g. media coverage, school group participation, industry partnerships)

	





	Evaluation

	Please evaluate your project with respect to:

	Impact – what changed as a result of the project’s activities?

	

	Effectiveness – were the planned activities and objectives achieved?

	

	Appropriateness – did the project meet the needs of the community and use best practice?

	

	Efficiency – was the project undertaken in the most efficient way?

	

	Lessons learnt and improvement

	What lessons, if any have you learnt through the delivery of this project and what might you do / or recommend others do differently in the future?

	

	Do you have any suggestions for how the Landscape Board could better support the delivery of Grassroots Grants Projects in the future? (from application stage through to delivery)

	


 

Report acceptance
Please complete this entire section
I declare that this project has been completed in accordance with the funding agreement signed by both parties, and on ground works have been completed to the agreed standard. All allocated monies have been spent in accordance with the funding agreement signed by both parties.
	Grantee’s Representative

	Name:
	

	Position:
	

	Signature:
	


	Date:
	



	Eyre Peninsula landscape officer approving report

	Name:
	

	Signature:
	


	Date:
	




Please complete your acquittal form (attached to Grant Agreement) and return with this report
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