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Project No.: ____________

Reporting period: _________________________
Please complete this Completion Report and submit it to Environmental Campaign Committee (ECC) Secretariat within two months of the completion of the project.  Please note that this completion report will be reviewed by the Environmental Education and Community Action Projects Vetting Sub-committee and, where necessary, be made available for public inspection.

In addition, basic information of the project and the following (I) Summary of Completion Report will be uploaded to websites of the Environment and Conservation Fund and the ECC for public inspection and sharing of project achievements.
[Note: For projects involving installation of environmental demonstration facilities, please complete Appendix I of this report.]
(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. Five environmental ambassadors training workshops, launch of a website on biodiversity

	
	
	1.

	
	
	2.

	
	
	3.

	
	
	4.

	
	
	5.

	Assessment of Project Effectiveness
	
	(I) Number of Participants

	
	
	e.g. 100 students joined the training workshops.

	
	
	

	
	
	

	
	
	

	
	
	(II) Survey Results

	
	
	e.g. 90% of the respondents strongly agreed or agreed that the “Talks on Use Less, Waste Less” had enhanced their environmental awareness.

	
	
	

	
	
	


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

	Commencement Date
	Completion Date

	Original
	Actual
	Original
	Actual

	
	
	
	


2. Change of project objective and/or scope (if yes, please specify change and reasons)
	

	

	


3.
Project slippage (as compared with original schedule proposed and explanation)

	

	

	


4.
Problems (if any) encountered during project period

	

	

	


5.
Remedial measures taken to overcome problems and their effectiveness (if any)
	

	

	


6.
Actual number of participants as compared with estimated number 
	Date
	Activities
	Anticipated No. of Participants
	Actual No. of Participants

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7. Financial Report
Overall Position

Opening Balance as at  ___________________: $____________________


Income during the period from __________to ___________: $____________.

Less Expenditure during the abovementioned period: $____________________.

Closing Balance as at ____________________: $_____________________.

(Note: Please provide detailed breakdown of income and expenditure by filling in the statement of accounts at Appendix B/C (Annex II) of the Approval Letter.  The organisation’s person-in-charge must sign and affix the organisation’s chop on the statement to confirm that details provided are true and accurate.)
8.
Claim for remaining balance (Please “” as appropriate.)

	
	 Yes
	
	 No


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


10.
List of project outputs (Reports, CD-ROM, etc), publicity materials or publications produced (if any)

(Please supply 2 copies of each)
	

	


Appendix I

This Appendix applies to projects with demonstration facilities.

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 Demonstration 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 difference/ electricity consumption comparison/ maintenance record of plants/ qualitative assessment/ estimated payback period/ electricity generation/ 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

	
	
	
	


2.
Demonstration 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.
Details of education activities being organised for the installed facilities during the project period with actual number of participants as compared with estimated number and the effectiveness of the activities. Education activities should include all those proposed the in application form and those additional activities in the Report on Completion of Installation. Number of activities and the rate of participation should be the same as those in the post-test questionnaire. (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

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4.
Performance assessment of installed demonstration 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. Insert rows if necessary.)
	     
	Electricity bill ($)

Monthly record of the year after installation during monitoring period
	Electricity bill ($)

Monthly record of the year before installation
	Electricity consumption (kWh)

Monthly record of the year after installation during monitoring period
	Electricity consumption (kWh)

The year before installation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	

	Difference
	
	

	% difference
	%
	%


# Please fill in the months according to the actual monitoring period.












Year





Month #








8       

(Mar 2019)

