	Insert organisation letterhead/logo and organisation number (VAT code/registration number)


	



To: post@norwaygrants.org
Attn: (insert Task Manager’s name)
Cc: copy by e-mail to Task manager and to ALL project partners
Grant letter reference number: 2008/xxxxxx
Norwegian Cooperation Programme with Bulgaria/Romania (delete as applicable)
INTERIM REPORT N°…../COMPLETION REPORT (delete as applicable)
Reporting period: as per latest agreed disbursement plan
Project Title: pls write in the title of the project as it appears in the grant offer letter 

Project Promoter: pls insert full name as per grant offer letter
Partner (s): pls insert as per partnership agreement
Project region: pls mention the relevant project region in Bulgaria/Romania
Grant award date: pls write in date as mentioned in the top right-hand corner of page 1 of the grant offer letter 
Project commencement date: pls write in the date of the very first project activity 
Total project duration: … months – from … to …
Total project budget: EUR …
Norwegian Co-operation Programme grant: EUR … (... %)

Co-financing: EUR … (... %) of which … (… %) cash and … (… %) in-kind
Advance paid: EUR … (… %)

Total amount disbursed from IN to date - advance included: EUR … (… %)
Amount requested for disbursement with the current report: EUR …
Signatures and stamp: (two signatures are required: the project manager’s and the accountant’s; as far as the first is concerned, the person signing the report should be the same as the one who signed the grant offer letter; where letters to public institutions were signed by high officials – e.g. Ministers/Secretaries of State – then the report signatory can be the relevant project co-ordinator)
Date: pls write in the date of submission
Section 1: Overview of Physical Progress 
(from commencement date … until report cut-off-date….)

The general principle is that the report should be short, clear and to the point. Waffling and wordy explanations or accounts of activities shall be avoided. This section of the report is meant to give a clear, history-tracking overview of what was effectively achieved (‘touchable’ results on the ground) both during the reporting period and overall since the beginning of the project. Documents (e.g. strategy papers, training curricula, training evaluation reports, meeting/study visit minutes, research papers etc) whereby the promoter can prove that results have been achieved shall NOT be sent with the report. Instead, all such documentary evidence shall be kept on separate project files ready for inspection in case of monitoring visits. Innovation Norway may nevertheless ask that some evidence be sent by e-mail before a payment is released. The documentary evidence project file(s) shall be based on any organising principle the promoters may deem suitable as long as the choice allows quick document retrieval and reconciliation thereof with the relevant results and expenditure items. This section of the report will grow longer with each interim report (e.g. report 2 will build on report 1 – keep all the info in report 1 and just add rows with each report as per example below).
	Result 

(as per result list in grant offer letter/Project Plan)
	Indicators of achievement 


	Conciliation with expenditure
	Planned achievement as per Project Implementation Plan/Disbursement Schedule
	Actual achieved since project inception to the report cut-off date

	Result 1 – 30 staff trained in production standards
	Report 1 – 15 training evaluation reports filled in by the relevant trainees, 1 training curriculum and 2 trainers’ reports – all available on project file number … 
	All the activities under this result can be checked against invoices number x, y, z and time sheets number x, y, z, available on project file number …
	50% completion (15 out of 30 trainees in session 1) before the cut-off date
	50%

	
	Report 2 – 15 t reports
	same as above
	100%
	100%

	Result 2 – 500 sqm plant constructed
	2 supervisor engineer’s reports available on project file number …
	same as above
	50% completion before the cut-off date
	30% 

	Result 3 – one strategy paper on …
	1 consultant report, 3 meeting minutes, 1 draft strategy paper available on file …
	same as above
	First draft submitted to Government before cut-off date
	First draft still under consultation process


	Delays in the project implementation plan – and remedial action

	This section is meant to include explanations/reasons for, and plan for the way ahead in case of, differences between planned and actual achievement. Examples are included below:
· 20% behind with construction works due to poor worker and material mobilisation on the contractor’s side. Penalties inflicted as per works contract and situation discussed with the contractor at steering committee meeting. Situation to be remedied before the next payment request (as per meeting minutes and supervisor’s report available on file number …)
· First strategy draft not yet with Government due to protracted debates on moot points such as x, y, z. It is expected that differences will be sorted out and points of views accommodated to the satisfaction of all stakeholders by the end of month x as per agreement at the latest working group meeting (signed minutes available on project file number …)



For completion reports only: insert comments in separate headings on: a) objective and purpose indicators; b) sustainability measures; c) lessons learnt; d) recommendations
Section 2: Physical progress – horizontal issues
2.1 Special conditions and other legal issues:
Pls comment (and provide documentary evidence if applicable) on any special condition mentioned under item 4.2 of the grant offer letter with a due date during the reporting period. 
 Examples:

- Legal issues: Permits/certificates (explain and comment on progress, challenges and achievements) – document obtained from authorities bearing number … and available on project file number …
- Financial issues: Confirmation of co-financing, leasing, etc.

- Technical issues: Technical specifications, reports, drawings etc. 

Where projects involve public procurement, then this section must also comment on the relevant procedures and their results (choice of procedure as per the relevant threshold, award criteria, successful bidders – with details about their name, address, registration/VAT number - complaints, supervision by observer authorities). Promoters shall keep separate procurement files for ease of reference in case of controls.
Pls keep comments and explanations to the relevant minimum. 

2.2 Cross-cutting Issues 

Comment on aspects relating to work with specific relevance to cross-cutting issues as against commitments in item 8 of the Application. Pls make the content as measurable as possible by giving baseline and target data at all times as in the following examples:
· Social impact: job creation in poor region – baseline: 150 staff before production plant upgrade of which x women and y men; target – 220 staff after production plant upgrade of which p women and q men. Effective result to cut off date: 200 staff following first upgrade of which m women and n men

· Good governance: public procurement transparency measures; NGOs represented in public policy meetings; x number of replies as per access to public information law

2.3 Implementation of Publicity Plan 

Comment on activities as described in Item 6 of the Application. All publicity materials produced during the implementation of the project shall be kept on a separate project file. Example of comment:
One press conference was held and two brochures were produced during the reporting period. Conference attendance was in the region of 100 guests with follow-up articles in 3 national dailies and 2 local papers. Brochures were printed in x copies with technical content focusing on … and distribution to y farmers. Conference report and sample brochure are available on project file number …
2.4 Risk management

Comment on risk management/new risks etc as against plans in item 7 of the Application. Example of comment:
Potential difficulties with recruiting qualified staff for new hospital facility – risk under control until the cut-off date. Mitigation measures to date included: early advertising, contact with universities for young recruits and internship in existing facilities, joint development of relevant curriculum for sustainability purposes. Representative of the financing institution (e.g. local council/central ministry) present in all meetings for first-hand access to info on potential recruitment difficulties and joint preparation of further mitigation measures should difficulties persist.
2.5 Personnel/project organisation
This section shall include the list of persons involved in project management (names, roles and responsibilities in the project organisation). The list shall be updated whenever changes come up during the reporting period.
2.6 Other issues
Comments on any other issues the promoter may deem relevant should be included here (e.g. project modifications that do not request Innovation Norway’s approval as per Art 11 in the Standard Terms and Conditions and list of modifications submitted for approval as per the same Article). 
Section 3: Financial Progress
This section shall give a detailed account of all expenditure during the reporting period. It shall consist of:
A) Either an Excel sheet to be attached to the report as a separate document - in line with the template hereto attached  
[image: image1.emf]\\innovation\data\ DU-BBU-users$\miava\Financial_Report_Final.xls


or a table-view account to be inserted below (as per the sample on next page). Promoters are free to choose between the two as long as the comments in red below are duly taken into account. For reasons relating to variable exchange rates, promoters with projects in Romania are advised to go for the table-view option on next page).
B) A copy of the relevant audit certificate - as applicable and in line with the audit arrangements agreed upon in the relevant section of the Disbursement Schedule, or as otherwised agreed with Innovation Norway.
C) A copy of the latest bank statement corresponding to the separate project account(s) – with separate illustration of generated interest 
Ideally, all expenditure items during the reporting period shall be grouped around results as listed in section 1 (with each report to add info to the previous one). All expenditure shall be cross-referenced against an invoice or timesheet, the number of which will be clearly indicated, together with reference as to the file number where the respective invoice/timesheet/other legally acceptable documentary evidence is kept. Timesheets in particular (where labour and management costs are concerned) shall include at least the information in the template available here. Timesheets shall be signed by the employee/consultant and by the relevant project manager. 
[image: image2.emf]\\innovation\data\ DU-BBU-users$\miava\Time sheet_template.xls


As with documentary evidence attesting to physical progress, evidence relating to financial progress (invoices, timesheets etc) shall NOT be sent with the report. Instead, they shall be kept on dedicated files to be organised such that quick retrieval and cross-referencing are possible.
Where VAT and foreign exchange are relevant to project expenditure, these shall be accounted for in separate columns. The rules governing VAT and foreign exchange rate variations are the ones mentioned in the relevant sections of the Applicant’s Guide available at www.norwaygrants.org. In particular, we draw the promoters’ attention to item 5.5.1 (Use of EURO) therein in order to make sure that all conversions are in line with the relevant rules. As far as co-financing is concerned, the relevant expenditure shall be clearly accounted for (separately for cash and in-kind co-financing) in this section of the report. A short example of financial reporting is given below by way of illustrative summary of the requirements above (columns can be deleted/added as applicable):
	Result
	Activity
	Expenditure paid without VAT
	Expenditure paid with VAT
	Total actually paid after foreign exchange conversion
	Documentary evidence
	Grant letter/detailed budget category

	30 staff trained in production standards
	Report 1 - Planning by management
	RON/BGN/NOR ….
	RON/BGN/NOR …
	EUR … 
	Timesheets number x, y, z, available on file number …
	Labour

	
	Report 1 - Hired consultants/trainers
	RON/BGN/NOR ….
	RON/BGN/NOR …
	EUR … 
	Paid Invoice number … issued as per contract number … with company/consultant x (registration numner y) available on file number …
	Services

	
	Report 2 …
	
	
	
	
	

	500 sqm building constructed
	Tender evaluation – hired assistance
	RON/BGN/NOR ….
	RON/BGN/NOR …
	EUR … 
	Paid Invoice … same as immediately above
	Services

	
	Advance payment on works contract
	
	
	
	Paid Invoice … same as above
	Contractors

	TOTAL expenditure report number …
	
	
	
	X – of which a cash and b in-kind (split by grant and co-financing)
	
	

	TOTAL expenditure all reports to date
	
	
	
	same as above
	
	Include breakdown per the a/m categories 
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		NORWEGIAN COOPERATION PROGRAMME WITH BULGARIA/ROMANIA

		Project name:

		Case no:

		Project promoter:

						FINANCIAL REPORT

						Reported period :																						in EUR

		POSITION								BUDGET						EXPENSES		EXPENSES for the reported period						BALANCE

		Objective 1. YYYYYYY														previous

		Activity 1.1. ZZZZZZZ		2009												period

				Q		unit		unit 
cost		Total costs		Covered by the applicant		Requested grant		Total		Total costs		Covered by the promoter		Requested grant		Total budget		Promoter's contribution		Grant

				15		w.d.		150		2250		0		2250				0		0		0		2250		0		2250

				15		w.d.		80		1200		0		1200				0		0		0		1200		0		1200

				10		w.d.		80		800		0		800				0		0		0		800		0		800

				40						4250		0		4250				0		0		0		4250		0		4250

				1,000		pcs		2		2,000		0		2000				0		0		0		2000		0		2000

								2		2000		0		2000				0		0		0		2000		0		2000

		Total Costs Estimates Activity 1.1.						2		6,250		0		6,250				0		0		0		6,250		0		6,250

		Activity 1.2.		2009

				Q		unit		unit 
cost		Total costs		Covered by the applicant		Requested grant		Total		Total costs		Covered by the promoter		Requested grant		Total budget		Promoter's contribution		Grant

				5		w.d.		150		750		0		750						0		0		750		0		750

				15		w.d.		80		1200		0		1200						0		0		1200		0		1200

				35						3150		0		3150				0		0		0		3150		0		3150

																								0		0

				10		travels		70		700				700								0		700		0		700

				12		months		70		840		400		440								0		840		400		440

								140		1540		400		1140				0		0		0		1540		400		1140

		Total Costs Estimates Activity 1.2.						140		4,690		400		4,290				0		0		0		4,690		400		4,290

		RECAPITULATION		2009				2010				2011

		TOTAL EXPENDITURES		0				0				0

		TOTAL COFINANCE of which		0				0				0

		cash		0				0				0

		in-kind		0				0				0

		REQUESTED GRANT		0				0				0





2010

		NORWEGIAN COOPERATION PROGRAMME WITH BULGARIA/ROMANIA

		Project name:

		Case no:

		Project promoter:

						FINANCIAL REPORT

						Reported period :																						in EUR

		POSITION								BUDGET						EXPENSES		EXPENSES for the reported period						BALANCE

		Objective 1. YYYYYYY														previous

		Activity 1.1. ZZZZZZZ		2010												period

				Q		unit		unit 
cost		Total costs		Covered by the applicant		Requested grant		Total		Total costs		Covered by the promoter		Requested grant		Total budget		Promoter's contribution		Grant

				15		w.d.		150		2250		0		2250				0		0		0		2250		0		2250

				15		w.d.		80		1200		0		1200				0		0		0		1200		0		1200

				10		w.d.		80		800		0		800				0		0		0		800		0		800

				40						4250		0		4250				0		0		0		4250		0		4250

				1,000		pcs		2		2,000		0		2000				0		0		0		2000		0		2000

								2		2000		0		2000				0		0		0		2000		0		2000

		Total Costs Estimates Activity 1.1.						2		6,250		0		6,250				0		0		0		6,250		0		6,250

		Activity 1.2.		2010

				Q		unit		unit 
cost		Total costs		Covered by the applicant		Requested grant		Total		Total costs		Covered by the promoter		Requested grant		Total budget		Promoter's contribution		Grant

				5		w.d.		150		750		0		750						0		0		750		0		750

				15		w.d.		80		1200		0		1200						0		0		1200		0		1200

				35						3150		0		3150				0		0		0		3150		0		3150

																								0		0

				10		travels		70		700				700								0		700		0		700

				12		months		70		840		400		440								0		840		400		440

								140		1540		400		1140				0		0		0		1540		400		1140

		Total Costs Estimates Activity 1.2.						140		4,690		400		4,290				0		0		0		4,690		400		4,290

		RECAPITULATION		2009				2010				2011

		TOTAL EXPENDITURES		0				0				0

		TOTAL COFINANCE of which		0				0				0

		cash		0				0				0

		in-kind		0				0				0

		REQUESTED GRANT		0				0				0





2011
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Sheet1

		NORWEGIAN COOPERATION PROGRAMME WITH BULGARIA

		Project name:

		Case no:

								TIME SHEET

						Consultant/Employee: (name)

						Organisation: (own staf or hired assistance, plase specify)

						Month : June 2009

		Date &       Working Hours		Activity 1: YYYY		Activity 2: YYYY		Activity 3: YYYY		Activity 4: YYYY		Activity 5: YYYY		Activity 6: YYYY		Administration		Total hours

		01.06.		0.5														0.5

		02.06.		1.0														1.0

		03.06.						2.0								0.5		2.5

		04.06.																0.0

		05.06.										1.0		1.0				2.0

		TOTAL		1.5		0		2		0		1		1		0.5		6.0

														Hourly rate in EUR				25.0

														TOTAL amount in EUR				150.0

		Consultant/Employee												Project manager

		Date:												Date:
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