	
COMPLETION Report
	Office Use
Serial Number: 

	
	Project Title

(MW         )

	
	

	
	

	
	Date of Approval

	
	

	ENVIRONMENT
	Amount of Approved Grant

	AND
	

	CONSERVATION
	Other Source of Fund and Amount

	FUND

	

	
	

	
	

	
	Dear Sir/Madam,

I certify that the attached completion report and statement of account are correct and *that the goods and services purchased and acquired are necessary for the activities of the project and that the prices are fair and reasonable.
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                                          Project No.:  MW          
Please complete this Completion Report and submit it to ECC Secretariat within two months of the completion of the project. Please note that this Completion Report will be submitted to the Environmental Education & Community Action Projects Vetting Subcommittee for vetting and made available for public inspection if needed.

Also, the basic information of the project and the information in the (1) Summary of the Completion Report below will be uploaded to the websites of Environment and Conservation Fund and Environmental Campaign Committee for inspection and reference by the public.

(1) Summary of the Completion Report

	Works Period
	From       (dd/mm/yy)to         (dd/mm/yy)

	Monitoring Period
	From       (dd/mm/yy)to         (dd/mm/yy)

	Types of Minor Works Items Installed
	i) 
ii) 
iii) 
iv) 

	Details and Outputs of Education Activities
	Education activities conducted by the school/ organization in the monitoring period and the outputs:



	Results of Performance Assessment
	Assessment elements: [temperature comparison/ electricity bill comparison/ maintenance record of plants/ qualitative assessment/ estimated payback period/ electricity production/ reduction of foodwaste & production mass of compost/ trend of food waste to be disposed of/ others (please specify:                         )]*
Assessment Results: 




* Delete whichever is inappropriate 

(2) Contents of the Completion Report

1.
Project schedule

	Works Period

	Commencement Date
	Completion Date

	Original
	Actual
	Original
	Actual

	
	
	
	


	Monitoring Period

	Commencement Date
	Completion Date

	Original
	Actual
	Original
	Actual

	
	
	
	



Any project slippage as compared with original schedule?  (if yes, please provide explanation)
	

	

	


2.
Minor works item(s) being installed, quantity and current condition (please attach current photos). 
	Item
	Quantity
	Current condition

	
	
	Good / Fair / Poor *

	
	
	Good / Fair / Poor *

	
	
	Good / Fair / Poor *

	
	
	Good / Fair / Poor *


*Please delete as appropriate

3. Any change of project objective and/or scope? (if yes, please specify change and reasons)  

	

	

	

	


4.
Details of education activities being organized for the installed facilities during the project period with actual number of participants as compared with estimated number and the effectiveness of the activities (Please upload the relative information of the activities onto your website or provide photos with the activities details in separate sheets.)
	Date
	Activities
	Anticipated No. of Participants
	Actual No. of Participants
	Assessment of the Effectiveness of the Education Activities

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5.
Performance assessment of installed minor works items 
(For comparison of electricity consumption, please fill in the prescribed table below.  Please use separate sheet if necessary.)

	Elements to be assessed according to the Report on Completion of Installation
	Findings during the monitoring period

	
	

	
	

	
	

	
	

	
	

	
	


Comparison Table for Electricity Consumption

(For projects with green roof / podium, grid connected renewable energy facilities and energy saving items, please fill in the comparison table below.)
	     
	Electricity bill ($)

This year
	Electricity bill ($)

An year earlier
	Electricity consumption (kWh)

This year
	Electricity consumption (kWh)
An year earlier

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	

	Difference
	
	

	% difference
	%
	%


# Please fill in the months according to the actual monitoring period.
6.
Problems (if any) encountered during project period

	

	

	


7.
Remedial measures taken to overcome problems and their effectiveness (if any)
	

	

	


8.
Financial Report 
(a) Approved Budget for the Project:                                      

(b) Payment received as at the date of report:                                
(c ) Income generated from the project (Including project interest):

	Item
	Amount
	Reference no. of receipts

	
	
	

	
	
	

	Total:
	
	


(d) Actual expenditures of the project (Please attach original receipts and / or invoices):

	Approved Items
	Approved Budget
	Actual Expenditure
	Ref. No. of Receipts / Invoice

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total:
	
	
	


(e) Final payment to be released / Unspent balance to be returned to ECF:

□
I now request for the final payment for this project.  After deducting the income of $            , please arrange the release of $             according to the Agreed Schedule for Disbursement and Reimbursement of Funds.
□
I now return the unspent balance of $             to the ECF.  


[To return the money, please prepare a cheque payable to “Environment and Conservation Fund” and send with this Completion Report to EE&CAPVSC Secretariat, 5/F, Southorn Centre, 130 Hennessy Road, Wan Chai, HK]













Year





Month #








Please print the report on BOTH sides of a paper.  (Jan 2016)
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