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	REPORTING GUIDELINES
FOR PROJECTS IMPLEMENTED BY 
CIVIL SOCIETY ORGANIZATIONS




	1. INTRODUCTION


These guidelines are intended for civil society organizations. The procedures described in the guidelines represent clarifications of the steps to be undertaken pertinent to regular reporting activities during project implementation. Reporting is an important part of the process by which civil society organizations ensure that municipalities receive accurate and timely information on the progress of implementation of projects that are the civil society organizations’ response to the priorities within the municipality.
During the implementation of project activities, civil society organizations must ensure the following:
· Purposeful utilization of funds, in accordance with the conditions of the project proposal representing a response to the Public call published by the Municipality. The Partner organization is obliged to ensure “best value for money”, without reducing the quality of results.

· Application of measures that will ensure that the funds received through the Grant Agreement are utilized efficiently, correctly and in accordance with principles of sound financial management, including the principle of transparency.
· Provide accurate and timely feedback to the Municipality on project implementation progress as well as potential problems with which the project might be faced during its implementation.

· Advise on potential problems, thus allowing Municipal Coordinators to assign preventive measures that will ensure proper project implementation and/or safeguarding of the funds.

· Establish and, if necessary, apply measures with the aim of preventing fraud or other irregularities to protect the financial interest of the donor.
The purpose of these guidelines is to lead a civil society organization through the process of providing feedback on project implementation that has commenced by signing the Grant Agreement. The reporting has two aspects:
· Narrative reporting – descriptive reporting by the grant beneficiary on the implementation progress of the civil society organization’s project, implemented in accordance with the Grant Agreement signed with the Municipality. This type of reporting relates to the progress in achieving results as defined in the Agreement. Narrative reporting also clearly describes activities implemented in accordance with the Activity Plan.

· Financial reporting – financial expenditures of the grant beneficiary (civil society organization) that are in line with the activity implementation stage and in accordance with the approved budget from the Grant Agreement.
Depending on the phases of activities implementation, four different types of reports are foreseen:
1.1 Regular bi-monthly reports;

1.2 Report submitted with the request for payment of the following tranche – Progress report;

1.3 Final report;

1.4 Exception report (upon special request).

It is mandatory to properly archive these reports. 
Each report is delivered to the email address of the Municipal Coordinator.
	1. 1 Bi-monthly reports on the project implementation progress 



In order to comply with the signed Grant Agreement as it pertains to the periodic reporting rules, it is mandatory to regularly submit narrative and financial reports that will allow monitoring of the project implementation dynamics and financial activities of the civil society organization. 
Reporting represents timely and systematic information sharing on project implementation progress in predefined time intervals (in this instance, bi-monthly intervals). The e-versions of bi-monthly reporting forms are herewith enclosed.
Reports should contain concise information that will allow municipal officers involved in the project implementation to determine the progress achieved during the reporting period.

Organizations are requested to pay attention to the results specified in the Grant Agreement, which have been adopted from the proposed Log-frame matrix. The basis of the report should include following information:
· Progress in achieving expected results?

· Level of results’ compliance with the project purpose? (it is important to emphasise quality of achieved results along with quantity definition)
· Activities implemented during the reporting period that allowed results achievements?
· Linkage between the costs and project implementation?
· Extent and manner in which the implementation hitherto follows dynamics from the project proposal?

· Envisaged and actual level of goals realization as they pertain to the project’s key interest groups?

· Activities planned for the forthcoming period?

· Potential risks prediction?

· Time-frame for the next reporting?

Information received from the bi-monthly reports prepared by the civil society organization (including financial reports) will serve as an indicator on how successful the organization is in implementation of specified results.

Bi-monthly reports contain:

· Narrative report: enclosed herewith is the form of a narrative report on the project implementation to be used for narrative bi-monthly reporting. This form will be used for each bi-monthly report during the project implementation. Each following report will be a cumulative report and will pertain to the activities implemented during the bi-monthly period as well as during the entire duration of the project implementation.
· Financial bi-monthly report: cumulatively covers the costs arisen during the reporting period. Approved version (Excel table) of the budget will be used for financial reporting, by means of adding two additional columns: spent and balance. An up-to-date table has to be sent with each bi-monthly report.
Remark:
Reports submitted due to changes of implementation dynamics have to contain explanations of the reason that have caused the mentioned changes, as well as the corrective measures if required. Corrective measures are proposed by the civil society organization when it becomes apparent that the project cannot be implemented in compliance with the dynamics from the Activity plan.  Apart from providing rationale on the delays in activities or results implementation, the civil society organization will propose measures to be taken in order to have the original Activity plan back on track. If the activities are subject to major delays, the civil society organization has to submit revised Activity plan alongside the narrative report.
Municipal coordinator/officer will consider acceptance of the revised plan and assist with advices so that the partner can undertake all necessary measures to bring the project implementation back on track.
	1.2  Report submitted with the request for payment of the following tranche – Progress report 


As defined in the Grant Agreement, funds are paid in percentages based on the following principle:

· 50 % immediately upon signing the Agreement;

· the following 40% after the progress report shows that the organization has spent more than 80% of the funds received upon signing the Agreement.
The funds (50% of approved budget, paid upon signing the Agreement) paid to the organization’s bank account are foreseen for 3 to 4 month of successful project implementation, based on the project budget and envisaged project activities. When the organization has spent a minimum 80% of the funds received, through the implementation of the project activities, it can submit request for the second tranche. 

Organizations are obliged to ensure uninterrupted project implementation through correct planning of available funds and to timely submit request for payment of the second tranche. The following 40% of funds is paid after the report shows that the organization has spent a minimum 80% of the amount received upon signing the Agreement. 

The Request for payment of the second tranche contains:
· Narrative report, covering cumulatively the period of project implementation from the beginning to the date when the organization qualifies for submitting the Request for payment of the second tranche. This applies only if the Request coincides with a regular (bi-monthly) report. In this case, the organization does not have to submit regular bi-monthly report – it is replaced by the Progress report.

· Financial report – an up-to-date Excel table with information on spending a minimum 80% of the first tranche.
· Request for payment – only the first payment is done without the request, i.e. immediately upon signing the Agreement. The second tranche has to be requested in writing, in the form of short letter (for example: “Considering the fact that we have spent ...% of the funds received, we herewith submit the request for payment of the following tranche...”), signed by the authorized officer, stamped and dated. Request for payment is an integral part of the report confirming the expenditures and justifying the subsequent payment. 
The Receipt of the Request for payment will always result in the visit to the organization, so as to confirm the information received in the Request for payment. The Monitoring team will conduct field visits, and verify conformity of the activities implementation and expenditures with the received report. After the completion of the field visit, the Monitoring team will prepare the monitoring report and either give a recommendation for payment of the second tranche or provide advice on how to overcome concrete problem, if any.

The Monitoring team will appraise the project implementation progress, confirm implementation of envisaged results and the level of their accomplishment, confirm content of received reports, identify potential problems or departure from basic goals, and if necessary assist the implementing partner in correcting possible issues.
During the Monitoring visit, the following will be confirmed:
Technical monitoring:
· Project location, objects (buildings, equipment) available as described in the project proposal;

· Staff available as described in the project proposal;

· Qualitative and quantitative implementation of activities described in the Agreement (calendar, delays, goals, indicators achievements, verification sources);

· Up-to date statistical, gender desegregated data;

· Appropriately completed project documents;

· Issues, difficulties.

Financial monitoring:
· System for financial and administrative monitoring of the project in place;

· System that allows verification of expenditures for women/men and girls/boys;

· Criteria for costs relevance (have to be a part of the Agreement’s budget) and evidence of expenditures (invoices, receipts, etc. The audit will be done in the organization).
· Correct procedures for procurement of goods and services; is the utilization of the purchased equipment in compliance with the original intent, etc.

Upon the field visit, a copy of the Monitoring Report will be submitted to the partner. The implementing partner can submit its comments or agree with the Report. Differences of the opinion have to be resolved as soon as possible and the Report can be subject to change, if necessary. An additional visit is also a possibility, should the circumstances dictate. A positive Report signed by the Monitoring team and the grant beneficiary is a precondition for second tranche payment.
Upon completion of monitoring, the Municipal Coordinator is obliged to submit the Financial Report Form to the civil society organization. The Form or Annex B is integral part of the Grant Agreement. The Municipal Coordinator will update the Form and harmonise it with data from the Financial Report submitted by the organization. The Form will thereafter be stamped, dated and signed by the organization’s authorizing officer. This Form serves as an additional Financial Report alongside the Request for second tranche payment.
The field visits have to be performed in a constructive manner, without disturbing activities of the grant beneficiary. Implementation partners should perceive the visit not only as an audit but as assistance in strengthening the quality and effectiveness of project implementation.
	1.3 Final Report


In accordance with the Grant Agreement, the last 10% of the grant will be transferred to the beneficiary’s bank account upon receiving the Final Report. The maximum amount of funds that can be transferred is up to 10% of the total grant amount, and it applies only for those expenses that have proper evidence (invoices, etc) and are foreseen in the budget. The amount from the approved budget represents a maximum that can be paid to the beneficiary, and the beneficiary will receive only the remainder of the funds which are properly documented. The forms for the Final Report have to be submitted in a timely manner.
To further the Grant Agreement, the organization is obliged to submit the Final Report within fifteen (15) days of the project completion. This report has to sum-up the results achieved during the implementation and confirm that the targets have been met. 

Through a detailed report on the results achieved and their influence on direct beneficiaries and the local community, the organization will confirm the issues resolved by the project implementation. The results achieved and the overall impact of the project need to be assessed by the impact of the project on the target group and minority groups, analysing every time the special impact on men/women and boys/girls and emphasising the manner in which the less represented sex was involved in the project implementation. This report also has to include any specific influences of the project implementation that have not been foreseen in the project proposal and that have been directly connected with the activities.

It is necessary to compare and analyse all achieved results with those from the project proposal, as well as to record progress in each achieved target or goal. 

Together with the Final Financial Report, the organization is obliged to submit folders with the original invoices incurred during the project implementation, based on which the Report had been prepared. 
Upon review of all reports and documentation audits, and not later than fifteen (15) days until receipt of the report, the Monitoring team will organize the final project implementation monitoring.

If the monitoring report is positive, The Municipal Coordinator is obliged to submit the Financial Report Form (Annex B) to the civil society organization. Prior to that, the Municipal Coordinator will update the Form and harmonise it with data from the Final Financial Report submitted by the organization. The Form will thereafter be stamped, dated and signed by the organization’s authorizing officer. 

This Form serves as the Financial Report based on which the final tranche payment will be performed. 
The responsible person from the organization should contact the Municipal Coordinator if any further information is required and/or if you have any questions that have not been covered by this document. 
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These guidelines have been prepared in accordance with the LOD Methodology for Allocation of Funds to Civil Society Organizations in BiH
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