Guidance Note for the Progress and Monitoring Report Template


Guidance Note for the Progress and Monitoring Report Template

	This guidance note was drafted in accordance with one of the conclusions reached at the JMC&TAIB Monitoring Committee meeting which was held on 28th January 2009. 


· For each project, the following information should be provided in this progress and monitoring report. 

· The information provided for each project should not exceed 8 pages (12 font). 

· The information should be provided in the order given here without omission of any title even if there is nothing to be declared.  

· The information provided for the items 3 and 4 should relate directly to the period covered by this report (as specified on the front cover) – information relating to the other monitoring periods should not be included in this monitoring report. 

REPORT’S HEADER

Sector 







Project  number

Ex: Environment                 



            TR 0702.03

The project number should be coded as defined in the final version of the project fiche approved by the Commission.
Progress and Monitoring Report No: 

The progress and Monitoring Report number should specify the quarter and the year it belongs to.
Ex: For the 1st quarter of the year 2010: Progress and Monitoring Report  no is: Q1-2010
      For the 2nd quarter of the year 2010: Progress and Monitoring Report no is: Q2-2010
Reporting Period

The Progress and Monitoring Report should be submitted in a quarterly basis starting from 2010 as shown below.
               1-January, February, March

               2-April, May, June
               3-July, August, September
               4-October, November, December

1.BASIC PROJECT DATA
Sector: 

Sector name 
Project Number and Title
The title of the project as it takes place in the project fiche.

Ex: TR 0503.07 Establishing New Border Inspection Posts (BIPs) in the Republic of Turkey.
       TR 0802.16 Surveillance and Control of Communicable Diseases.
       TR 0702.27Reform of the Turkish Railways.

Expiry Dates: This part can be copied from the project fiche.
Commitments           Execution of Contracts          Disbursements

 30.11.2007

30.11.2011


  30.11.2012                                                                        

Budget (Million €)

All the components with all the contracts under them (if any) and the related budgets allocated in the project fiche should be written. If there is not any component, then the contracts and the related budgets should be written.
Beneficiary Institution(s)
Main and co-beneficiary institution(s) and name of the Senior Programme Oficer (If there is any amendment in this part, up-to-date information should be given).
2. PROJECT FICHE AMENDMENTS

A short explanation indicating the date and content of the amendment should be given.
Ex:

20 March 2009 - Extension of the project duration from April 2009 to August 2009. 

15 June 2009 - Budget tranfers between the items of the action. 

SPO replacement, etc.

3. MONITORING DATA
Name: Installation of Remaining 324 Distance Learning Labs
Contract Type: Supply/Service/Works…
Contract Status:On preparation/tender process ongoing/contracted
Budget: Should be copied from the project fiche
Contracted: This part should be copied from the contract, a copy of which was sent to the beneficiaries by the CFCU. 
Disbursed: To be filled by the CFCU.
1.1.Indicators:

List the indicators for the project results as stated in the log-frame matrix and summarize the results achieved.
This part can be written as follows (if applicable)
	Results
	Indicators in the log-frame


	Achievements

	1.Networking and Raising Awareness
	Four national conferences on chemical and ionizing radiations metrology organized.
	Two national conferences on chemical and ionizing radiations metrology were organized. 

	2.Smoothly structured diaolgue and partnership among women NGOs, NGOs, Governmental Organizations and Local Administrations are developed.
	Twenty-five projects are developed and implemented by the partnerships of women 
	Thirteen projects were developed and implemented.


1.2. Activities
Major activities undertaken during the period of the report.

A precise and concise description of activities that have been carried out during the monitoring period should be given. Where there are large number of similar activities, a generic paragraph should be used.

Information should be provided on the stage of implementation reached; any significant delays encountered, scheduled completion, etc. 

Ex: 

1) Draft statistical reports and feedback reports to farmers were produced.

2) Administrative order for technical assistance to selected 40 National Food Reference Laboratory staff was given to other contractor company.
1.3. Current Problems & Risks:

What problems and risks occurred during this monitoring period? Is there any remedial action taken? Do you have any proposals to remedy them? 

Any kind of bottleneck or obstacle (financial, contractual, administrative, legal, practical and any other problems) preventing the activities to be realized and progress towards achieving the project goal should be explained.
Ex:
1) The evaluation stage consists of 4 stages. For each stage there is a need of approval by the ECD. The time of approval of the reports especially for the first 2 stages by the ECD was around 2-3 months. As Technical evaluation stage has not been approved yet by the ECD, verification stage could not have been started.  

The evaluation process continued in close coordination between 4 grant schemes.

EUSG, EC Delegation and CFCU shall be working in cooperation in time. 

2) TA evaluation process finished on 7 April 2008 but the contract is still not signed. 

The delay on TA was discussed in the Steering Committee, all parties are well aware of the risk.

Technical assistance team should start working immediately.
1.4. Anticipated Problems & Risks:

Is there any anticipated problem or risk that may hinder project progress? Do you have any proposals to remedy them?
Anticipated problems in terms of contract finance or any other issues which have possibility to endanger the project progress during the project implementation period should be stated.
The measures taken, or to be taken should be listed. These measures are likely to be involving alterations or actions to be taken by any part. The parties responsible for the actions should be identified including the date for the completion of these actions. 
Ex:
Late commencement of the Technical Assistance may negatively affect the project implementation.

1.5. Planned Activities:

What are the planned activities of this component in the next period? 

The project activities that are going to be carried out under each component in the next period.
Ex:
1) An information meeting will be organized in Ankara, in order to introduce the project and the related activities in provinces.
2)Two international symposiums on corporate governance will be organized.

4. PAST RECOMMENDATIONS & FOLLOW UP FROM SECTORAL MONITORING SUB-COMMITTEE MEETINGS (SMSCs)
If any, the recommendations which have been identified in the sectoral monitoring sub-committee meetings, and the actions taken in accordance with these recommendations should be added on the given table.
Ex:

	Recommendation
	Addressee
	Deadline
	Status

	The monthly monitoring reports to CFCU and the bi-annual monitoring reports to EUSG will be merged into a single monitoring report, which will contain both technical and financial aspects to be delivered to both EUSG and CFCU, with copy to the NAO Office and the EC Delegation, on quarterly basis.
	EUSG

CFCU

ECD
	April 2009
	The draft template has been prepared. 
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