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UK Futures Programme:  
Competition Name
  
STAGE COMPLETION REPORT & CLAIM  

INSTRUCTIONS 
 
This stage report covers delivery of outputs expected in this stage and requires your reflection on topics covered in your application form. A series of prompts are provided to aid completion. You do not need to provide an answer against every prompt but need to cover the relevant prompt areas within your responses. We also ask for your reflections on your experiences and learning (4f) and in particular aspects of interest for broader learning.
This stage completion report and financial statement should be completed in accordance with schedule 1 of the grant funding agreement. Your final stage completion report and financial statement should be available on the UKFP Extranet no later than 10 working days after each of the end stage dates specified within schedule 1 of the grant funding agreement. 
  
If during the process of completing or uploading your stage completion report or financial statement you encounter any issues or have any queries please ensure you contact your UKCES relationship manager. 

Once saved onto the UKCES extranet please notify your Relationship Manager by email that the Stage Completion Report and Financial Statement are available to review. Within 10 working days of receipt of this email your relationship manager will review the submission, and once approved, payment will be processed. 

1. Project Manager Details
	Project Manager
	

	e-mail
	

	Telephone
	



2. Project Details
	Project Title
	

	Lead Organisation
	

	Project Start Date
	

	Project End Date
	

	Project Delivery Stage
	

	Delivery Stage Start Date
	

	Delivery Stage End Date
	

	Delivery Stage Grant Value £
	This is the grant value (£) of this delivery stage.




3. Delivery Stage Activities 
3a Planned Activities
	What are the planned Activities
These are the activities as specified within schedule 1 of the grant funding agreement.

	This section will be pre populated from the contract



3b Planned Output(s)
	What are the planned Outputs
These are the outputs as specified within schedule 1 of the grant funding agreement.

	This section will be pre populated from the contract



3c Actual Output(s)
	What are the actual Outputs delivered in this stage

	Please provide your response here



3d Comments:
	Use this section to explain any variations between the planned outputs and the actual outputs including delayed start/ completion of activities/ outputs and any deviation from the project plan.

	Please provide your response here




4. Project Update

4a Overall Project Update 
	Use this section to provide an overall summary of the progress of the project. Please refer back to your application form (Section 2) to remind yourself of your ‘Project Summary & Objectives’ and how are you progressing against these or refer back to the progress report provided in your previous Stage completion report.

Please consider the following:
•     What activities have been undertaken? How is the project progressing against its agreed objectives? 
•     What problems have been encountered? How have these been resolved?
•     Have you made any fundamental changes to the approach or delivery as a result?  If so, provide the reasons. 
•     Given the progress during this stage, do you foresee any difficulty achieving the activities in future stages?
•     What risk management processes have you implemented to minimise these difficulties?
•     Are there any new risks to the project or any risks that need to be escalated to UKCES?
•     Looking forward, what are the key activities/expected achievements in the next stage of the project/or beyond project funding If final stage?

	Please provide your response here



4b Potential for Impact
	[bookmark: POTENTIAL_FOR_IMPACT_0XsVC3rgsbDZNla42fk]Use this section to provide an update on how the project is demonstrating that the solution is addressing the problem. Please refer back to your application form (Section 4) to remind yourself of your proposed  ‘Potential for Impact’ and how your solution is addressing the problem or refer back to the progress report provided in your previous Stage completion report.

Please consider the following:
•     Is your solution addressing / impacting upon the identified problem?
•     Has anything happened in this stage that raises questions about the connections identified in the logic chain?
•     Reference should be made back to the logic chain submitted with the original application. 
•     We are looking for an ongoing assessment of whether the project will produce the desired long term impacts. 

	Please provide your response here



4c Innovation
	Use this section to provide an update on the progress of the innovative elements of the project. Please refer back to your application form (Section 5)to remind yourself of  how you proposed to deliver and build innovation into your project or refer back to the progress report provided in your previous Stage completion report.

Please consider the following:
•     How successful have you been at implementing the innovative activities outlined in your proposal? 
•     What barriers to innovation have you identified?
•     Has the innovation remained of the same type (context specific, adaptive, transformative) as was identified in the application? 
•     Have opportunities for further innovation been identified during this stage? Could changes be made to create these opportunities for future stages?

	Please provide your response here



4d Employer Leadership & Engagement
	[bookmark: EMPLOYER_LEADERSHIP___ENGAGEME_SbwIABGbh]Use this section to provide an update on the leadership and engagement activity of employers within this stage. Please refer back to your application form (Section 6) to remind yourself how you proposed to engage employers with your project or refer back to the progress report provided in your previous Stage completion report.

Please consider the following:
•     Expand upon the nature of the engagement of the employers outlined in the Engagement Register above
•     Have new employers become engaged? If so, how did this come about? 
•     Could more be done to engage more employers in future stages? 
•     Have any previously engaged employers disengaged? If so, why? What could be done to prevent this occurring in future?
•     What processes have you put in place to ensure that a wide range of employers are driving the project and are as engaged as possible?

In addition, please outline the nature of the engagement of other stakeholders beyond employers. For example, Trade Unions, SSCs, LEPs, local government, intermediary bodies etc.

	Please provide your response here



Please also refer to the: 'Employer Engagement Register' tab within the Financial Statement/ Claim spreadsheet. 
  
Use this section of the spreadsheet to provide evidence of employers that you have engaged with and the nature of this engagement as part of your project activity. 
  
An engaged employer is defined as an employer who has been involved in the steer, design, shaping, testing, and delivery and/or championing of products and services including cash or in-kind contributions with broad or indirect benefits for their business. 
  
NOTE: When submitting this data for stage 2 and beyond please ensure that you only list employers who have additionally been engaged with since stage 1. The same employers should only be listed in subsequent stages where the nature of the engagement has changed. 

4e Testing & Shared Learning
	[bookmark: TESTING___SHARED_LEARNING_Yo3j1ETGhTWsHq]Use this section to provide an update on what has been tested in this project stage and the approach used. Please refer back to your Testing Plan.

Please consider the following:
•     Have you progressed as described in your Testing Plan or have you needed to change your approach? 
•     What did you test and with who? 
•     What lessons have been learned? What has worked particularly well, and what were the largest difficulties you have encountered? 
•     Has the project been adapted in response to these lessons? If so, what were the changes and what was the rationale? 
•     Has your intended testing method and approach been as effective as hoped?
•     Have you adapted your testing method and approach in any way? 

Please detail any involvement the project has had with the UKCES Innovation Labs, as well as any other lessons learned during this stage.

	Please provide your response here
We may ask specific questions in this section to hone in our interest in your testing and learning



4f Reflections:
	Use this section to reflect on any wider learning on this stage of the project. [This can be anything not just specific to the contracted activities and outcomes] 

Please consider the following:
· Is there anything that has struck you as particularly interesting about this stage of the project?
· Is there anything that you would have done differently? How?
· Have you learned anything that you think other people working on similar projects/in a similar field should know?

	Please provide your response here
We may ask specific questions in this section to hone in our interest in your reflections of the project



4g Financial Statement / Claim and Employer Engagement:
  
Please refer to the 'Financial Statement Claim' tab within the Financial Statement Claim spreadsheet. This document is available within the extranet document store. 
  
Once both tabs of the spreadsheet have been completed (see also section 4d above: Employer Engagement) the Financial Statement Claim spreadsheet should be saved to the UKCES extranet.

5. Declaration
I can confirm that the activities and outputs reported in the Stage Completion Report submitted with this statement have been delivered and I certify that the amounts reported have been expended wholly and necessarily on the activities in accordance with the Grant Funding Agreement.  We have paid due regard to the economy, efficiency and effectiveness in which the costs have been incurred and can confirm that this claim does not include any costs being claimed from any other body or individual.  

	Signed

	

	Name Position
	

	Date
	







FOR UKCES USE ONLY 
 
7. RELATIONSHIP MANAGER SUMMARY
Relationship Manager Email
	



Project Status
	Red
Red/ Amber
Green/ Amber
Green
Purple
Red:
Major concerns, delivery significantly behind, unlikely to achieve outputs as set out in schedule 1 of the grant funding agreement
Red/Amber:
Concerns over delivery. Action plan in place, project outputs in balance
Green/ Amber:
Delivery slightly behind plan, however recovery is expected. Project is still expected to deliver contracted outputs.
Green:
Project on target to deliver in accordance with schedule 1 of the grant funding agreement. No known issues.
Purple:
Project is delivering beyond expectations and is deemed to be demonstrating best practice in one or more areas - links to learning labs.



Summary
	The relationship management section should be used by the relationship manager to summarise progress against each of the criteria and also provide an opinion based working with the projects.  Please include the following:-
•     Comment on accuracy of projects own reporting, take into account what has been reported in considering own comments
•     Comments about delivering what was expected and explanation for any variation including greater achievement
•     An opinion of overall project progress/will they deliver within contracted timescales
•     Any indication of potential for impact
•     Levels of employer engagement/leadership/ownership/buy in
•     What has the innovation achieved, that is new, examples of real success stories
•     A key element of the summary should be focused on what the learning is from the projects
•     Summarise the financials, did the expected investment come in, have the outputs we were expecting been delivered, are we happy to pay the full amount being claimed
•     Any areas of concern should be noted about anticipated delivery challenges
•     Comment on the working relationship between the organisation and UKCES







Signed Off & Authorised For Payment By:
	Name
	

	Role
	

	Date
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Form to be submitted by UKCES Relationship Manager ONLY
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