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IPF PROGRESS REPORT FORM


This document is for reference only. 

Hello
We are interested to learn how your grant is going - both the successes and the challenges. This is an opportunity for us to communicate. We do not expect success in every aspect of every project and appreciate your honesty and transparency in your reports.

This progress report is required under your grant conditions and comprises 4 sections:
1.     Project overview
2.     Goals update
3.     Activity and Measures tracking
4.     Budget update

To complete this progress report:

· You will be required to download templates. You should save a copy, add updates, and then upload the updated file to the system. The system will not automatically save changes to these documents within the portal.
· Responses written within the portal sections will save automatically.
· Multiple people may access and edit the report at the same time (as long as they are not responding to the same question simultaneously).
· If you flag any section, you must remove the flag before you can submit the report.
· To submit the report, all sections must have a "tick" indicating that all required questions are answered. In the review and submit section please be mindful to click the "submit" button.
Payment of each grant instalment is contingent upon receipt of this information.
Communicating with us
Use the Comment feature (see Speech Bubble icon on the left) to contact Foundation staff directly when completing sections of this report form.

· Click on the speech bubble and enter your question in the comments field.
· Click the green Comment button to send it. 
· You will receive an email notification from noreply@givingdata.com telling you when a reply has been posted.  

Comments allow communication between you and The Ian Potter Foundation staff (not between you and your collaborators). 

Technical issues - please call us for assistance on 03 9650 3188 or email applications@ianpotter.org.au.  

Note: we can access your Grantee Portal account at any point in the application and reporting process, if required.


*Required before final submission

Let’s get started

*Is your organisation a University or Research Institute? Yes/No

*Please let us know who from your organisation is completing this report


Project Overview
Please provide an overview of the project’s progress over the past year. Consider its successes, challenges, changes and surprises. 

Word limits are indicated for each section of the report. Please aim to stay within the limit.

*Project Overview
Provide an update, including any highlights to date.
Word limit 300

*Have there been any challenges delivering the project?
Word limit 300

*Future plans / actions for your project
Please outline any future plans/actions for your project, including any challenges (e.g. reduced funding, difficulty recruiting) that your project or organisation currently faces. Please also let us know how we can help you thrive.
Word limit 300

*What has been surprising? Please comment.
Word limit 300

Attachments
Please upload any relevant attachments that you would like to share with us. Please ensure your attached file name is reflective of the document content.


Goals Update
For each goal select the rating most appropriate to its current progress.

In the text field provide a high-level overview of progress towards the goal, identifying any highlights to share with the Foundation, including:

· any challenges or revisions that you would like to discuss with your Program Manager
· any key upcoming next steps

Please note: You will only be able to submit the report once you have provided an update in the text field for each goal.

At the bottom of this page, you can download a document with the goals, activities and measures you agreed with your Program Manager, OR if you provided your strategic or project plan as part of your application, this will be attached for your reference.

Activities for Goal 1
Measures for Goal 1

Activities for Goal 2
Measures for Goal 2

Activities for Goal 3
Measures for Goal 3

Activities for Goal 4
Measures for Goal 4

Activities for Goal 5
Measures for Goal 5

Strategic/Project plan OR Goals, activities and measures
(upload)


Budget Update
To understand how your project is going, we require you to update your Ian Potter Foundation multi-year budget spreadsheet (https://www.ianpotter.org.au/for-grantees/reporting/) outlining income and expenditure to date, including comment(s) on any significant changes from the original budget proposed.

You should be able to view your latest multi-year budget spreadsheet within your grantee portal account. 

If this is your first progress report, please refer to your application attachments under the Project Budget section. 

If you have submitted previous progress reports for this project, please refer to your latest budget spreadsheet. It is important that you consistently use the multi-year budget from the application stage through to final acquittal. 

If you have not spent the forecast amount, please contact your Program Manager before completing this report.

· Provide a complete and itemised financial report and update the following as required:
           - Amount received from The Ian Potter Foundation
           - Financial (cash) contribution received from your organisation
           - Other funding sources and amounts received
           - Amounts expended to date
           - Balance (if any) remaining at the date of this report
           - A forecast of upcoming costs.

· Arrange for your budget report to be signed and dated by the relevant authorised person e.g. CEO, CFO, Director of Research and upload it in the Signed Financial Budget section.
 
If you are unable to access your Ian Potter Foundation multi-year budget spreadsheet from your grantee portal please contact us at applications@ianpotter.org.au.

Budget update
If applicable, please include a brief overview of any significant delays in expenditure or changes to the budget allocation. This section is optional and can be completed in the text field provided below.
(upload)

*Multi-year Budget - signed
This file is attached to your grant record and is required for audit purposes.
(upload)


Primary Contacts

Listed below are the grant primary contacts we have on file. Please review and update as required.

*Authorised Signatory
Once your progress report has been reviewed and the Foundation has approved the release of a grant payment to your organisation, the Authorised Signatory will be requested to complete and confirm your organisation's bank account details so that the payment can proceed.

Please confirm or add the contact details of your organisation's Authorised Signatory e.g. CFO, Finance Manager, Director of Research.

NOTE: The authorised person CANNOT also be one of the Primary Contacts for the grant - these are listed below.

If the Authorised Signatory person is not listed below, please click Select Contact and Add New Contact to add their details.

*Request Primary Contact
The Request Primary Contact may also be the Organisation's Primary Contact. This person will be our main point of contact for any administrative matters, i.e. reporting, financials.

Please note that for Universities and Research Institutes that the Request Primary Contact and the Organisation's Primary Contact should be the same individual.

*Project Primary Contact
This is the person we will contact if we have questions or require more details about the work being undertaken in your project/program. i.e. Research or Program Lead.


Attachments

Upload the following requirement, but please note that file names with symbols, e.g. backslash, ampersand, etc., will not be accepted by the system.
NOTE: If further information is needed in the review of your Progress Report, you may be contacted by the Foundation. 
*Organisation financials
As part of the Foundation’s ongoing monitoring and reporting requirements, grant recipients are required to provide the latest available management accounts at the time of submitting progress reports.

These should include, at a minimum:
•    a Profit and Loss statement;
•    a Balance Sheet; and
•    where available, a cash flow forecast.
 
This documentation should reflect the company's current financial position using data from the previous month.
The Foundation acknowledges that management accounts are not audited and may be subject to adjustment. Accordingly, these documents are requested to provide a general and timely indication of the organisation’s current financial position.
(upload)
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