Guidance Note for the Monitoring Report Template


Guidance Note for the Monitoring Report Template

	This guidance note is to be read in conjunction with the new template for the Monitoring Report, which has been adopted in the Joint Monitoring Committee meeting on 15.12.2005.  


· For each project covered by this monitoring report, you should provide the information requested below. 

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

· The information should be provided in the order given here. 

· The information provided for the items 4, 5, 6 and 7 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. 

Monitoring Report No: M/CC/SSS/ PRO/YY-N

	M
	Monitoring Report

	CC
	Country Code 

	SSS
	Sector Code (code for the Sectoral Monitoring Sub-Committee)

	PRO
	Project Number in the project fiche (last 6 digits) 

	YY
	Year

	N
	Progressive report number for current monitoring year


Example: An environment project, which was programmed in 2001 with a project number 0101.01 has an monitoring report number as:

M/TR/INF/0101.03/06-1 
This is the first monitoring report number of the environment project (project number of TR0101.03) for the year 2006. For the second report of this project in 2006 last number will be 2.

M/TR/INF/0101.03/07-1              For the first report of 2007, the report number

Country:

Country name

Sector: 

Sector name

Programmes covered: 

Name of the project or programmes 

Author: 

Beneficiary Institutions and name of the specific department that presents the monitoring report

Date: 

Starting date and Cut-off date of the Monitoring Report. Starting date is the last date of the previous report and if that is the first monitoring report concerning that project then the signature of the Financing Memorandum is the start date of the monitoring report. Obviously, final date of the report is the cut-off date of the monitoring report. 

Example: If the cut-off date of the previous report of the project was 23 November 2005 and the cut-off date of the current report is 17 April 2006, then;

“23.11.2005 – 17.04.2006” 

 should be written on the cover page.

REPORT’S HEADER

Sector Name

REPORT’S FOOTER

Monitoring Report No: M/CC/SSS/PRO/YY-N                                                   Page number

GLOSSARY OF ACRONYMS

Acronyms should be listed in alphabetical order. It is important that all acronyms are included in this list. In the report itself an acronym should follow in brackets its term. This should be repeated in each chapter. 

TABLE OF CONTENTS 

List of all chapter and section headings

PREFACE

The preface identifies the period covered by the report and provides the cut-off date for the contractual and financial data. The cut-off date is the date at which the status of implementation is analyzed in the report itself. For the contractual and financial data, information can be provided from the Central Finance and Contract Unit. 

CHAPTER 1 – BASIC PROJECT DATA

1.1. FM date and Project Number: 

Signature date of the Financing Memorandum and project number, which takes place in the project fiche

1.2. Project Title

The clear title of the project as it takes place in the project fiche

1.3.  Main Beneficiary

The main beneficiary of the project, which is responsible for the coordination between the beneficiaries. This beneficiary is also responsible for the compilation of the information coming from the other beneficiaries. If the lead beneficiary of the project was not identified in the project fiche, the beneficiaries should urgently contact with each other and Secretariat General for EU Affairs.  

1.4. Other Participant Institutions

Other beneficiaries, sub-beneficiaries and participant institutions that involve in project activities

1.5. EU Allocation, TR Cash Co-financing & Budget of the Project

EU allocation as investment and institution building and the national cash co-financing of the project should be clearly given. Project budget should be provided in the given format. In the budget the contribution of the international finance institutions should be given if any. 

1.6. Target Start Date (date as indicated in the project Fiche)

Target date of first contract (or other contracts) of the project (usually given in the project fiche) Target date of each separate contract (supply, service, works, twinning) should be written this part of the report.

1.7.  Actual or likely start date (signing of the first contract)

Actual signature date of the first contract or planned date for the signature during the monitoring report period Actual or likely date of each separate contract (supply, service, works, twinning) should be written this part of the report. Last situation about contracts have to be given including an explanation for delay or extension. 

Exp: “Tender dossier of the supply contract was send to CFCU on 12 January 2006”. 

1.8.  Target completion date for implementation of activities (date as indicated in the project Fiche)

Target date for the completion of the implementation of activities (usually given in the project fiche)

1.9.  Actual or likely completion date for implementation of activities
Completion date of the implementation of the activities or the possible date that estimated during monitoring report period.  

CHAPTER 2 – PROJECT CONTACTS

 2.1. Name

Names of the main project staff that directly responsible from the project and has comprehensive information about the project. 

2.2. Institution, Department, Position

Names of the Institution and department of the personnel written above and his/her position in the institution

2.3. Role in the Project

Role of the person, who mentioned in Section 2.1 in the project

2.4. Telephone Number and Fax

To provide contact details of these personnel is very important for the share of information, reports and communication

2.5. E-mail address 

To provide contact details of these personnel is very important for the share of information, reports and communication

CHAPTER 3 – PROJECT BACKGROUND

3.1. What issue or problem does this project address?

Briefly explain the issue or the problem that the project is aiming to contribute or solve.  

3.2. What specific changes is the project expected to bring about (what is the "goal")? Do all parts of the goal remain valid?

Briefly explain the goal of the project.  It should be borne in mind that this goal is most probably a solution to the issues or problems mentioned in the section 3.1 or closely to them. Do not describe the project activities here. Do describe the main changes that the project activities are expected to bring about. Project fiches often give objectives that are “to support…” or “to contribute…” or “to provide assistance to…”. This type of description is not helpful; as it does not indicate what specific changes the project is expected to bring about. If your project objective is formulated like this, do not repeat here, but rephrase it in a way that clearly identifies the main goal(s) as explained above.  
3.3. How was the need for this project identified?

What is the physical evidence for the need of this project. E.g. analysis of institutional system performance, survey, study, third party report, SIS statistics, etc (the relevant documents should be specified). 

3.4. What is/was the baseline situation?

The baseline is the situation existing when the issue/problem was identified. The baseline should be identified in the study, report, survey, statistics, etc. that are used to justify the need for the project. If the issue/problem has changed significantly by the time the project commences, a new baseline should be established at that time. 

3.5. How is progress towards the achievement of the project's goal tracked? Please specify which indicators are being utilised to measure progress.

What data is used? Who collects the data? How often is it collected? Where is it obtained from? How, and to whom, is this data then disseminated?

CHAPTER 4 – WHAT ACTIVITIES WERE IMPLEMENTED DURING THIS MONITORING PERIOD?

A precise and concise description of activities that have been carried out during the monitoring period should be given. Where there is a 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. 

CHAPTER 5 – WHAT HAS CHANGED IN THE WAY THAT YOUR INSTITUTION AND OTHER PROJECT BENEFICIARIES OPERATE AS A RESULT OF THESE ACTIVITIES?

Describe here the impact that project activities carried out during the monitoring period have had your institution and other project beneficiaries. Be as specific as possible. Some examples are:

i.e.: “As a result of the installation of new software, Department X has reduced the time taken to process applications from 4 weeks to 1 week.”

i.e.: “As a result of training on the acquis, new procedures have been implemented in the Department X to improve application of the acquis.”

i.e.: “As a result of a 5-day study visit by 3 senior staff to Institution Y in Country Z, a new position has been created in Department X and new procedures have been adopted to improve the performance of Department X.”

Describe the direct effects stemming from each activity implemented under the project. The outputs should be structured in the same order as the main activities are described above. All statements should be factual and be supported by evidence in the text. Activities should not be re-described. 

i.e.: It should not state that a strategy/law was prepared but rather whether it has been adopted and whether it is being implemented; that a data management system has been established but whether it is being used and what effect it has had upon working practices, efficiency etc. 

In some cases it is too early to report any effects of the activities, i.e. because activities are still being implemented. This should be stated. 

CHAPTER 6 – RECOMMENDATIONS

6.1. What Recommendations were made at least at the last SMSC meeting regarding this project? Have they been implemented?

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 in the given table.

6.2. What recommendations were made in the most recent interim evaluation report regarding this project? Were they accepted, and if so, what progress has been made towards implementing them?

If any, the recommendations, which have been identified in the Interim Evaluation Report and adopted by the sectoral monitoring sub-committee, should be added in the given table. The actions taken in accordance with these recommendations should also be explained.

CHAPTER 7 – PROBLEMS

7.1. What problems have occurred during this monitoring period?

Any kind of bottleneck or obstacle (financial, contractual, administrative, legal and practical problems) preventing the activities to be realized and progress towards achieving the project goal should be explained. 

7.2. What impact have they had on the project? What impact are they likely to have on the project future?

Present and possible impact and consequences of these problems should be explained.

7.3. How have they been addressed / rectified?

Which persons or institution have been informed about the problems? What action has taken to solve the problem? What is the latest position? Recommendations identifying solutions to these problems can be added if any.

7.4. What, if any problems, are expected to hinder project progress in the next twelve months?

Problems have a possibility to endanger the project progress in terms of contract, finance, implementation or any other issue within one year. 

7.5. What measures are you considering to mitigate the consequences of these potential problems?

List of the measures taken, or to be taken. These measures are likely to be of a structural nature, 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. 

CHAPTER 8 – WHAT HAS GONE PARTICULARLY WELL DURING THIS MONITORING PERIOD?
Significant progress towards achieving specific goals, unexpected positive impacts and developments, other improvements and developments in the project, the positive events, solved bottlenecks etc

CHAPTER 9 – WHAT PROJECT ACTIVITIES ARE PLANNED FOR THE NEXT SIX MONTHS?

The project activities that are going to be carried out during the six months time after the cut-off date of monitoring report 
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