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PROGRESS REPORT FORM
As stated in the Standard Grant Conditions (SGC), progress reports, including a financial statement, are required at key stages of your project (please refer to your copy of the SCG for dates).  
Payment of each grant instalment is contingent upon receipt of this documentation.   
Please report on all the fields included below and attach an itemised financial statement as an appendix.  As we encourage excellence but also seek to support innovation, we do not expect success in every aspect of every project, and appreciate your honesty and transparency in reporting.
	Reference number
	

	Organisation name
	

	Author of this report 
	
	Report date

	Author’s role in project
	

	Project title
	


	A.    PROJECT PROCESSES AND OUTCOMES

	1. Please provide a brief description of the project.

	

	2. Please list the project’s goals and objectives.

	

	3. Please describe how the project is progressing against its goals and objectives.

	

	4. If there have been changes to the project since the grant was received, please describe these changes, and explain the reasons for them (e.g. received a smaller grant than requested, resulting in...; could not hire appropriate staff, resulting in...; could not recruit participants, resulting in...; permits took longer than expected to be generated, resulting in...; building costs increased, resulting in...).

	

	5. Is the project on track to be completed according to the original time frame? If not, why not?

	

	6. Were you able to leverage the Foundation’s funding to gain other support, such as grants from other sources, on-going funding, other forms of support, or other benefits?

	

	B.    FINANCIAL STATEMENT

	Please include a statement of project income and expenditure to date, with itemisation of:

· the amount received from The Ian Potter Foundation

· other funding sources and amounts received from each

· amounts expended to date and 

· balance remaining at date of the report. 

Please note that the financial statement must be signed and dated by the CEO or equivalent of the applicant organisation.
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