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	Project number:
	

	Date:
	


narrative report template 2025
SUBMISSION
	The narrative and the financial report shall be sent by e-mail in Word format 
to your Programme Manager at Palme Center with a cc: reporting@palmecenter.se no later than February 1st.  Please mark the email “Reporting, project number [X]”. No hard copy is required. 
NOTE! Confidential project reports must be submitted in the manner agreed with the Programme Manager at the Palme Center. 


PURPOSE 
This report focuses on outcomes and learning, not long descriptions. Please provide short, concrete examples that illustrate change. The Palme Center’s programme team will use your input to:
· Report results to Sida
· Share learning across partners
· Adapt and improve the programme
· Strengthen support to partners
INFORMATION ABOUT THE COOPERATION
	Name of the organisation you are reporting for (PO)
	

	Swedish organisation (MO) (when there is one)
	

	Programme
	☐ Asia
☐ Eastern Europe
☐ MENA 
	☐ Southern Africa 
☐ Trade Union 
☐ Western Balkans 

	Country/ies of implementation
	

	Political priority/ies which you contribute to
	☐ Countering the threats to democracy and human rights
☐ Advancing equality and worker’s rights – building new alliances and pushing progressive politics
☐ Sustainability through a just transition – countering climate change
☐ Promoting peace and dialogue – mitigating armed conflict and social tensions
☐ Opposing the backlash – increasing gender equality



1. RESULTS AND BEHAVIOURAL CHANGES
Purpose: To capture concrete evidence of change - what rightsholders, decision makers or actors in cooperation started doing differently as a result of your work. Please be concise: short examples are enough. Add rows if necessary. 
	Example or evidence (what changed?)
Example: Community members who previously avoided participation in local decision-making began attending town meetings and raising concerns about workers’ rights.
	How did your project contribute?
Example: These changes followed civic education and awareness activities facilitated by the project.
	How was it verified?
Example: Participants were interviewed after the training and their engagement tracked through meeting records.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



If relevant, briefly note any external/contextual factors that influenced these results (e.g., elections, conflict, new laws).

☐ No major contextual changes affected the project this year.
2. LEARNING AND ADAPTATION

	What worked well and why?
	What challenges did you face?
	What will you do differently next time?

	
	
	


3. INTERNAL DEVELOPMENT AND PARTNERSHIP
3.1 Describe important internal developments in your organisation this year (e.g., newly elected leadership, new staff skills, improved financial management, new strategies, how you make sure you are accountable and transparent to your constituencies).

3.2 What has been the most valuable contribution from:
- Your Swedish member organisation (MO) (if any)?
- The Palme Center?

3.3 Anything you would like to recommend for the future cooperation? For example, capacity development support, trainings, exchanges etc. 
4. DEVIATIONS  
Describe any deviations from the latest approved activity plan. 
5. FINANCIAL OVERVIEW
	Approved budget (SEK)
	Actual costs (SEK)
	Balance (+/–)
	Comments / deviations >10%

	
	
	
	


If any goods, services, or equipment were purchased, please list and explain ownership after project end:
6. INTEGRATED PERSPECTIVES
How did you integrate these perspectives in your work (tick all that apply and give 1–2 examples):
☐ Gender equality and non-discrimination
☐ Environment and climate
☐ Conflict sensitivity
☐ Anti-corruption

Example: “We included women in negotiation training and adopted an internal anti-corruption policy. This had the following effect: ...”
7. RISK MANAGEMENT
	Risk (from your risk matrix or unexpected)
	What happened and how did you manage it?
	Was your response effective?

	
	
	


8. FINAL REFLECTION
Is there anything else you would like to share, looking back at this year or thinking ahead?
9. A GOOD STORY
Do you have a good example or story from this year that illustrates how your work has positively impacted a person or group? We would love to share it with people in Sweden. Please tell us about it!


10. SIGNATURE
	Signature 
	Date

	
	

	Name
	

	
	



CHECKLIST (before sending)
☐ Narrative report filled in
☐ Expenditure specification (signed)
☐ Auditor’s Report (ISA 800/805) and Report on factual findings (ISRS/SNT 4400)
☐ Management Letter and Management Response (signed)
☐ Certificate of auditor’s qualification
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