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	REPORTING & FUNDRAISING TEMPLATES
[image: ]  Zimbabwe
A Complete Guide for Emerging NGOs



	Currency
USD / ZiG (Zimbabwe Gold)
	Regulatory Body
Registrar of Private Voluntary Organisations – Ministry of Public Service, Labour & Social Welfare
	Tax Authority
Zimbabwe Revenue Authority



TEMPLATE 1: QUARTERLY NARRATIVE REPORT TO FUNDER

	Field
	Details

	Organisation Name:
	

	Registration Number:
	

	Project Title:
	

	Grant Reference Number:
	

	Reporting Period:
	Q__ : [Month] to [Month] [Year]

	Report Prepared By:
	

	Date Submitted:
	

	Funder Contact Person:
	



1. Executive Summary
[Provide a 3–5 sentence overview: what was achieved, key challenges, and overall progress toward targets.]

2. Progress Against Targets
	Activity / Indicator
	Annual Target
	Q Target
	Q Achieved
	Cumulative
	% of Annual Target

	[Activity name]
	
	
	
	
	

	[Activity name]
	
	
	
	
	

	[Activity name]
	
	
	
	
	

	[Activity name]
	
	
	
	
	

	[Activity name]
	
	
	
	
	

	[Activity name]
	
	
	
	
	



3. Key Achievements This Quarter
[Describe 3–5 main achievements. Include stories, quotes, or case studies (with consent) to bring data to life.]

4. Challenges and How You Addressed Them
	Challenge Faced
	Action Taken / Planned

	[Describe challenge]
	[How you responded]

	[Describe challenge]
	[How you responded]

	[Describe challenge]
	[How you responded]

	[Describe challenge]
	[How you responded]



5. Lessons Learned
[What worked well? What would you do differently? How will this inform the next quarter?]

6. Financial Summary (attach full financial report)
	Budget Line
	Approved Budget
	Spent to Date
	Remaining

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



7. Planned Activities Next Quarter
1. [Activity 1]
1. [Activity 2]
1. [Activity 3]

Executive Director / Programme Manager: _______________________________    Date: ________________
Board Chairperson (for annual reports): _______________________________    Date: ________________




TEMPLATE 2: GRANT PROPOSAL

	Proposal Field
	Your Information

	Organisation Name:
	

	Registration Number:
	

	BP Number (ZIMRA):
	

	Website:
	

	Contact Person:
	

	Email / Phone:
	+263 XX XXX XXXX

	Project Title:
	

	Project Location:
	Zimbabwe

	Project Duration:
	

	Total Funding Requested (USD):
	



1. Executive Summary
[In 200 words: Who are you? What problem are you solving? What will you do? How much do you need? What will change?]

2. Organisation Background
[Describe your organisation: year founded, legal status, mission, key achievements, relevant experience, geographic focus, beneficiary numbers reached to date.]

3. Problem Statement / Needs Analysis
[Use local data and evidence to describe the problem. Cite reliable sources: government statistics, UN reports, surveys. Make the case compelling and specific.]

4. Project Description
4.1 Goal and Objectives
Goal: [The overall change you want to see]
Objective 1: [Specific, Measurable outcome]
Objective 2: [Specific, Measurable outcome]

4.2 Activities and Timeline
	Activity
	Month 1-3
	Month 4-6
	Month 7-9
	Month 10-12

	[Activity]
	✓
	
	
	

	[Activity]
	✓
	
	
	

	[Activity]
	✓
	
	
	

	[Activity]
	✓
	
	
	

	[Activity]
	✓
	
	
	



5. Monitoring and Evaluation
	Indicator
	Baseline
	Target
	Data Source
	Frequency

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



6. Project Budget
	Budget Line
	Amount (USD)
	Justification

	Staff / Personnel
	
	

	Travel / Transport
	
	

	Programme Activities
	
	

	Equipment / Materials
	
	

	Training
	
	

	Communication
	
	

	Monitoring & Evaluation
	
	

	Administration (max 10%)
	
	

	Contingency (max 5%)
	
	

	TOTAL
	
	



7. Sustainability
[How will this project continue after the grant period? What local capacities are being built? What other funding sources are being pursued?]

Executive Director: _______________________________    Date: ________________
Board Chairperson: _______________________________    Date: ________________




TEMPLATE 3: OFFICIAL DONATION RECEIPT

	Note on Tax-Deductibility

	Issue this receipt to donors. In Zimbabwe, receipts may enable donors to claim tax deductions if your organisation has the relevant Section 14 Income Tax Act – Exempt Organisation (apply at ZIMRA, Causeway, Harare, with BP number) status. Confirm with Zimbabwe Revenue Authority (ZIMRA) before issuing tax-deductible receipts.



	
	

	ORGANISATION NAME:
	[INSERT FULL LEGAL NAME]

	Registration Number:
	[INSERT REG NUMBER]

	BP Number (ZIMRA) (if applicable):
	[INSERT]

	Address:
	[INSERT ADDRESS]

	Contact:
	+263 XX XXX XXXX



OFFICIAL DONATION RECEIPT

Receipt Number: ________________
Date of Receipt: ________________

Received from: _________________________________________________
Tax Number / ID of Donor (if required): _________________________
Address of Donor: _____________________________________________

Amount Received: USD _____________________
Amount in words: _____________________________________________
Payment method:  □ Cash    □ EFT / Bank Transfer    □ Cheque    □ Mobile Money    □ Other: ____________

Purpose / Designation of Donation: _________________________________________________
(State if Restricted to a specific project or Unrestricted)

This donation will be used for the charitable purposes of [Organisation Name] as registered under [registration reference].

This receipt serves as the official documentation for the above donation.

Authorised Representative: _______________________________    Date: ________________
Stamp / Organisation Seal:
Zimbabwe  NGO Toolkit © forgood 2026 | Page 1
image1.png




image2.png




