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Advancing Canadian Agriculture and Agri-Food Fund (ACAAF)
Project Reporting and Implementation Guidelines
The following information is to assist you with ACAAF reporting requirements. If you have any questions regarding any of the sections or bullets below contact your ACAAF Project Officer.

Guideline Objectives:
· To provide record-keeping and financials reporting sample formats. 

· To identify/suggest processes to assist applicants with reporting.

1. Reviewing the Agreement

· Note the following reporting and communications sections of the Agreement:

· Schedule “B”—Payment Schedule 

· Section 14 – “Monitoring, Books, Records” (Final Performance Report and books of account)

· Sections 23 and 24—“Acknowledgements and Communications”

2.   Reporting Preparations 

· Set up a chart of accounts and subsidiary records within your accounting system for this project.

· Discuss book-keeping set-ups with your accountant in advance. S/he must sign off this project’s financials for the “Final Performance Reports.” 

· Non-Cash and In-Kind costs recording processes (where applicable) should include date, name of contributor, and basis of valuation (refer to the attached in-kind tracking sheet).

· Identify the project results/outcomes/milestones specified in your ACAAF application that will be tracked and submitted as part of your activity reports and as detailed in Section 3 below. 
· Report Sign-off:  Interim reports require sign-off by the project manager.  Final financial reports must be signed off by either the financial officer or external accountant and by two executive officers/directors of the applicant, for the full report.

· Changes to estimated project costs, movement between cost elements, project timelines, and partner revenues often occur. ACAAF pre-approval is required for material changes that affect initial project objectives and/or extension of the project’s term. Please contact your Project Officer as soon as you become aware of changes.

3.   Submitting Claims and Reporting Requirements:
(a) Project Description: Describe the project, including activities, design and/or procedures.  In short, how was this project conducted?  With whom did the project partner with in order to undertake its activities, design and/or procedures?

(b) Resources used in the project:  Please complete the following table, to indicate the actual financial resources that were utilized in the completion of your project.
	Year
	Applicant Cash Contribution (also include industry  partner’s cash contribution
	Applicant

 In-Kind Contribution (also include industry partner’s in-kind contribution)
	Provincial Government Cash Contribution
	Provincial Government In-Kind Contribution
	Other Federal Government Cash Contribution
	Other Federal

Government In-Kind

Contribution

	2005-06
	
	
	
	
	
	

	2006-07
	
	
	
	
	
	

	2007-08
	
	
	
	
	
	

	2008-09
	
	
	
	
	
	

	2009-10
	
	
	
	
	
	


(c) Project Reach (who benefited from the project and how?):

· Identify the target audience(s) or beneficiary(ies) of the project.
· Identify which industry members are involved and how they benefited from the project.
· How many individuals or groups were reached by this project in relation to your original estimate?  

· Were any indicators in place to monitor if the target audience and beneficiaries are being reached and, if so, what were the results?

· Will your project results be disseminated to a broadly-based target audience?  If so, how and when?

· Attach criteria used and any documents to support these claims.
(d) Results (Project Results/Milestones achieved):  Reported project outcomes should coincide with objectives identified in your application, and should include

· What were the actual short-term results or outcomes of this project in relation to the anticipated short-term results or outcomes as outlined in your original application?
· How was success of the project or the outputs measured, and against what standards?

· Were initial project objectives and timelines met, and to what extent?  

· Was project modification or alteration required, and if so, for what reasons?
· Are there recommendations for further development of this project, and if so, please indicate what those recommendations are.
(e) Project Impact (What are the short-term outcomes and long-term impacts?):
· How has this project assisted to position Alberta and Canada’s agriculture and food industry at the leading edge to seize new opportunities?

· How will this project be monitored and evaluated in both the short and long-term, and when will this project’s long-term results or outcomes become evident?  What indicators will be used to measure its effectiveness?
(f) Performance Story: Please provide a one-paragraph “performance story” for this project, utilizing the following suggested format.  This “story” may be used to publicize your project.

· Why is this project significant? – 1 line on context

· What is the purpose of this project? – 1 line on purpose

· What were the main activities/deliverables? – 1-4 line summary

· What are your achievements? – 1 line on short-term outcomes, including beneficiaries.

· In your opinion, why was this project successful? – 2-3 lines on intended and unintended benefits of the project.

· Are there aspects of this project that you did not complete? – 1 line on work that was not completed.

· What are your next steps, if any? – 1-2 lines on what is upcoming with regard to this project, if applicable.

(g) Communications:  ACAAF funding must be acknowledged on all press releases, public announcements and promotional materials related to the project/activity, and with consent of Council.  Logos and media scripts are available from our office at (780) 469-3714 or by email at acaaf@agfoodcouncil.com. Copies of all such materials must be provided to ACAAF to ensure that proper acknowledgement has been expressed.  
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