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	Please complete this completion report and submit it to the Waste Reduction Projects Vetting Sub-committee Secretariat within two months of the completion of the project. Please note that this report will be reviewed by the Waste Reduction Projects Vetting Sub-committee and, where necessary, be made available for public inspection.


	
	Dear Sir/Madam,

I certify that the attached completion report and statement of account are correct, including:
(a) the goods and services purchased, acquired and charged to this project are for the sole use of the project and that the prices are fair and reasonable;

(b) the expenditure charged to the project has been settled and that it has not been/ will not be claimed under other projects funded by the Environment and Conservation Fund (ECF) or subsidised by other source(s) of funding; and

(c) *the balance of grant to be claimed / the amount of unspent grant to be returned to the ECF is correct.

*Delete whichever is inappropriate

	Resource Smart
	

	
	

	
	Recipient Organisation:

	
	

	
	Reporting Person #:

	
	

	
	# This report shall be signed by the Head or Deputy Head of the organisation (i.e. the person-in-charge stated in the application form) unless otherwise agreed by the Waste Reduction Projects Vetting Sub-committee Secretariat
Position in Organisation:

	
	

	
	Signature: 


	
	Date of Report:



	
	

	
	Official Chop of Organisation:


Basic information of the project and the following (I) Summary of Completion Report will be uploaded to website of the Environment and Conservation Fund for public inspection and sharing of project achievements.

(I)
Summary of Completion Report

	Project period
	
	From ____________ (dd/mm/yyyy) to ____________ (dd/mm/yyyy)
	

	Summary of Project Objectives
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Target Participants
	
	
	

	
	
	
	

	Major Project Activities
	
	e.g. Collect tea leaves and coffee grounds 20 times a month from Cadogan Street, nearby restaurants and shops, and deliver them to Wan Chai ABC social enterprise for upcycling into recycled paper and coasters for restaurant use.
	

	
	
	1.
	

	
	
	2.
	

	
	
	3.
	

	
	
	
	

	Assessment of Project Effectiveness
	
	Number of participants in recyclables collection activities, and the quantities of recyclables recovered
	

	
	
	e.g. 50 restaurants joined the recyclables collection activities and a total of [a certain] tonnes of tea leaves / coffee grounds were collected.

	

	
	
	
	

	
	
	
	

	
	
	
	


(II)
Detailed Content of Completion Report
1. Project schedule
	Commencement Date
	Completion Date

	Original
	Actual
	Original
	Actual

	
	
	
	


2. Summary of performance
	Date
	Collection Point / Region Served
	Recyclables 
	Quantity (tonnes)
	Outlet(s)
	Man-hour1
	Service-
hour2

	
	
	
	
	
	Helper
	Volun-

teer
	

	e.g.

05. 01.2017 

– 28.12.2017
	Cadogan Street and nearby restaurants
	Tea leaves and coffee grounds
	60
	Wan Chai ABC social enterprise
	300
	0
	150

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total recyclables collected:
	
	Total man-/service-
hour:
	


Note:
1. 

For “Proactive Collection” only.
　　　2.

For “Collection Vehicles” only.
3. Project slippage (as compared with original schedule proposed and explanation)

____________________________________________________________________________________________________________________________________________________________________________
4. Problems encountered (if any) during project implementation

____________________________________________________________________________________________________________________________________________________________________________
5. Remedial measures taken (if any) and their effectiveness
____________________________________________________________________________________________________________________________________________________________________________
6. Financial report
a) Overall position

	Opening balance on project commencement date:
	$_______________________

	Income during the project period (I):
	$_______________________

	Less Expenditure during the project period (E):
	$_______________________

	Closing balance on project completion date:
	$_______________________

	Average amount of grant for each tonne of recyclables (E / T):
	$__________________/tonne


b) Detailed breakdown of income (including project interest)
	Item
	Amount

	
	

	
	

	
	

	Total
	(I)


Please note that income derived from the project (including the sale of recyclables) should be ploughed back into the project account, for offsetting the funded amount.
c) Detailed breakdown of actual expenditure (receipts have to be submitted)
	Item
	Approved Budget
	Previous Balance
	Date of Payment
	No. of Hours
	Actual Expense
	Ref. No. of Receipt

	e.g.Truck rental
	$100,000
	$61,600
	1/10/17
	4
	$1,600
	xxxxx

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	Total
	(E)
	


Please expand the table if necessary.
7. Balance to be claimed (if any)
	


8.
Amount of unspent balance to be returned to the ECF

	


9. Summary of the findings/outcome of the project (200 words)
	

	

	

	

	


10.
Overall evaluation of the completed project
	

	

	

	

	


11. Objectives achieved

	

	

	

	


12. Objectives that could not be fully achieved and reasons

	

	

	

	


13. Other remarks (e.g. area for improvement in pursuing similar projects in future)

	

	


Please note that a written explanation should be submitted should the organisation fail to complete or cancel any activity which has received funding support.
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