	
Report ON COMPLETION OF INSTALLATION 

(FOR MINOR WORKS PROJECTS ONLY)
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	Dear Sir/Madam,

	GREEN
	I certify that the attached report on completion of installation and invoices 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.

Reporting Organisation  



	FUND

Environmental Education and Community Action Projects
	

	(Minor Works Projects)
	Reporting Person 

	
	Position in Organisation  

	
	Signature 

	
	Telephone No.              Fax No.

	
	Official Chop of Organisation

Date of Report


Please print the report on BOTH sides of a paper.
                                           



 Project No:  MW         

Please complete this report and submit it to EE&CA Secretariat within 2 weeks upon completion of installation of the minor works.                         
1. Date of commencement and completion of minor works
	Work Commencement Date
	Work Completion Date

	
	


2. Minor Works Items Installed (Please attach photos and original payment receipts for reference) 

□  Greening / Organic Farming

□  Energy Saving Devices

□
Renewable Energy Devices
□  Others, please specify: 










         

	Types, number & dimension of devices being installed

(Please attach delivery note / testing & commissioning report issued by the contractor.

For greening projects, please specify plant species and ensure plant labels being installed.)


	

	Location of installation

(For classroom, pls state the room no.)

	

	Ways of disposal of removed devices

(Please submit waste-trip- ticket / receipt of recyclers for record purpose.)


	

	Income generated

(Please provide receipt(s) for record purpose.)


	


3. □  I have made acknowledgment to ECF and ECC in A4 size at eye-catching place in the installation premises. (Please attach a photo for reference.)

4. Schedule of education activities to be organised in the monitoring period.  Please state below all the activities listed in the application form and some other innovative activities making use of the installed facilities is recommended.

(*Details of these education activities and students’ responses shall be detailed in the progress report (if appropriate) / and the completion report.)

	Details of the educational activities
	Proposed Date
	Target Group(s)

	
	
	


5. Performance assessment on the installations during the monitoring period.  Besides those mentioned in the application form, some other methods of assessment could be considered.
(*You may make reference to Table 1 for some basic requirements.  Performance of the installations shall be detailed in the completion report)

	Assessment Element(s) & Methodology
	Participant(s)
	Assessment Frequency

	
	
	


6. Problems encountered during the installation period, if any and remedial measures:

	

	

	

	


7. 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) Estimated project expenditures and payment schedule agreed with the works contractor:

	Items
	Amount

($)
	Paid Date / Estimated Payment Date

	
	
	

	
	
	

	
	
	

	
	
	

	Total: 
	
	


8. Payment to be released

□
I now request for the * second / third  (please cross out the inappropriate) 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.
Table 1. Basic Monitoring Requirements for Minor Works Projects
	Minor Works Items
	Monitoring Requirements

	Greening Projects


	· Monthly condition of plants (with photos)
· Monthly maintenance activities (e.g. watering, trimming, weed removing etc.) being held
· Monthly temperature comparison of area(s) with / without green roof


	Energy saving items


	· Monthly comparison of electricity bill with that a year before
· Qualitative assessment on the installed devices by the users
· Estimate the pay back period for the device


	Renewable energy items connecting to grid


	· Monthly comparison of electricity bill with that a year before

· Estimate the pay back period for the device 



	Renewable energy items connecting to certain devices


	· Qualitative assessment on the performance of the device(s) run by renewable energy 

· Estimate the cut in electricity cost 



	Composting facilities


	· Weekly production mass and usage of compost 

· Monthly condition of plants (with photos) and qualitative assessment on the difference after applying the compost as fertilizer
 


# Requirements listed above are some basic elements to be reported on the performance of the installed minor works.  Applicants are encouraged to suggest some other factors for performance assessment.
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