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Evaluation Report


	Notes:
	

	· 
	The following information must be submitted together with this Evaluation Report:
i a summary of the whole project and/or a brief summary of each activity held;
ii the number of participants and photographs taken for the respective activities and details of souvenirs distributed;
iii the response or feedback received from participants via a survey or an alternative measure of equal effectiveness, including but not limited to whether the objectives and anticipated targets of the activities have been achieved;
iv an evaluation on the benefits or achievements of the project (including the percentage of youngster participation in the activities, the ratio of new and returning participants, participants’ referral rate, annual growth in participation compared to previous years (for recurrent activity/activities), outreach efforts (e.g. number of outreach emails to schools or organisations, number of school visits, etc.); and 
v the composition of the delegations, in particular the age, the positions as well as the profile of individual members of the delegation for projects (Category C only)

	
	



	
(1) Name of Organisation:
	

	
(2) Project Name:
	

	

	(3) Number of Programmes/Activities Conducted

	
	

	Programmes/Activities conducted
	Number of Participants [footnoteRef:1] [1:  If the actual number of participants differs from the estimated number of participants by more than 10%, the applicant must set out the reason in item 4(iii) below] 


	Date
	Venue
	Target
(number of participants provided in Funding Application Form)
	Actual
(with breakdown by types of participants)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	(4) Evaluation of the Project

	(i)   General response of participants

	
	

	
	

	
	

	
	

	
	

	(ii)   Benefits/achievement of the Project

	













		Description
	Target
	Actual[footnoteRef:2] [2:  If the actual benefit / achievement is less than the target by more than 10%, the applicant has to provide justifications and remedial action in item 4(iii) below.
] 


	(a) percentage of new participants to the overall participation of the activities (for recurrent activity/activities)
	
	

	(b) percentage of newly participating individuals, schools, or organisations as compared to the last application (for recurrent activity/activities)
	
	

	(c) percentage of demographic target
	
	

	(d) number of brand-new activities introduced 
	
	

	(e) past record of actual numbers of participants compared to projections 
(for recurrent activity/activities)
	
	

	(f) extent of outreach to other organisations, associations, or societies to enhance participation, compared to projections, such as number of outreach emails, school visits
	
	

	(g) use of social media platforms for promoting the project both before and after the events etc
	
	

	(h) other item(s) to be included
	
	




	
	

	
	

	
	

	
	

	(iii) Other comments

	
	

	
	

	
	

	
	

	
	

	
(5) Report completed by:
	

	

	


	
	
	
	

	Signature
	
	Post
	

	Name of Authorised Person/ Designated Officer-in-charge of  the Project
	
	Date
	

	
	
	
	

	
	
	Organisation Chop
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