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Section A: 

GENERAL REQUIREMENTS FOR TECHNICAL AND FINANCIAL REPORTS
1. Introduction

Reports for each period are used as inputs for monitoring the technical and financial execution of pilot and reciprocal projects. 
Technical reports must include compliance of the activities and the attainment of the project objectives in the countries where the project is being executed while financial reports are used as inputs for monitoring the financial statement of reciprocal projects.

This document should be considered as an integral part of the contract signed between each National Mechanism (NM) and the lead organization in charge of the development and administration of projects financed by PSC funds.

2. General requirements 

The lead organization and all of the organizations involved in the project must be legally established. For example in the case of Costa Rica, it must have legal status and a corporate identification card.

Once the Management Board has approved a proposed project, a contract must be signed by the leading organization and the corresponding National Mechanism. This contract contains all the related specifications, rights and duties of the organization that manages the funds. The arrangements among participating organizations (executing agencies) must be indicated in a contract and this contract between the lead organization and the partner organizations must be signed and forwarded to the NM.
The organization which subscribes the contract with the National Mechanism (lead organization) will be the legal responsible for the actions performed for the development of the project.

All documents resulting from the execution of the corresponding project must be accessible for the NM, the PSC Secretariat represented by Fundecooperación and the assigned external auditor, up to one year after the contract has ended or after the final closure of the project.

3. Cover Sheet

The report must be attached to a cover letter from the lead organization, indicating the following: 

Project Name:

Project Code:

Lead Organization:

Partner Organizations: 
Partner Countries:

Execution Period:

It is also important to indicate on each report cover the name of the organization and country for which the report is being written. 
4. Types of reports

a. During the project cycle, three types of reports will be submitted by the lead organization to the corresponding National Mechanism: 

· Six-month technical and financial report that will be submitted after 6 months of project execution
· Preliminary final technical and financial report that will be submitted two months before the end of the project execution. This report will focus on impacts of the project, including indicators and on the sustainability of the project. Also, in the case of pilot projects, the Preliminary final report must include the identification of a partner organization and the plan of activities for the second phase. 

· Final technical and financial report that will be submitted once the project execution ends (date in the contract agreement). This report will present all the results for the entire project execution, including all the financial statements and the complete register of assets.
b. In the case of reciprocal projects, each partner organization will present a technical and financial report to the leading organization. Besides the report of the technical and financial report from its country, the lead organization will prepare a consolidated technical and financial report for each period. For example, in the case of a trilateral project led in Costa Rica, the lead organization will submit to the NM of Costa Rica the following reports: the technical and financial report prepared by the organization from Benin, the one prepared by the organization from Bhutan, the one from Costa Rica plus the consolidated report from the three countries. 
5. Form, format and deadline for report submission
a. Form of submission 

All reports must be submitted in English, official language of the Programme for South-South Cooperation.
One soft copy (digital on CD or by email) and one hard copy (printed format) of each report must be submitted to the National Mechanism (NM) of the lead organization with a copy to the other NM involved joined to the corresponding Financial Report.

a. Format of submission

All reports must comply with the required format presented in section B and C of this document. In the case of the consolidated reports, the same format applies except the inclusion of annexes. 

b. Deadline:
Whole reports (technical and financial) shall be presented to the NM within two weeks after the end of the corresponding period. 

In the case of the final technical and financial report, the lead organization must present the report within one month after the end of the corresponding period. 

If the report is not submitted, all disbursements from PSC Funds will be suspended.

If the report is not submitted within one month, the NM will be forced to close the project without any legal liability. 
Incomplete reports will not be accepted by the NM.
Important: The deadline for the last technical and financial reports to be received by the National Mechanism is July 31st , 2010.
SECTION B: 

GUIDELINES FOR ELABORATING PROJECT TECHNICAL REPORTS
1.-
Introduction

Reports for each 6-month period are used as inputs for monitoring the execution of reciprocal projects.  Six-month reports must include compliance of the activities and the attainment of the project objectives in the countries where the project is being executed.

2.
Advancement in Complying with the Objectives
As a synthesis, the logical framework table must be included along with a description of the planned activities in the approved proposal with a corresponding products and process indicators.  The advancement percentage must be included for each one (See Table 1). It is important for every activity to be backed-up in Annexes.
Also, pictures of the activities must be included to the technical report. 
3.
Obstacles and Corrective Measures

A summary of all of obstacles found during the execution of the plan for the corresponding period, indicating the corrective measures to be applied in order to correct or overcome the resulting situation and the result obtained (See Table 2).  The description of the obstacles must be presented in order to justify the variation between the proposed time table and the actual execution of the project.

4.
Unscheduled Activities

In the event that it is considered necessary to execute activities that are not foreseen in the original logical framework, a description indicating the corresponding objective must be included.  For cases in which these activities do not correspond to any of the foreseen objectives, the specific objective must be drafted.  For all of the cases the need to execute the unforeseen activity and the construction of an additional objective must be justified (See Table 3). The new proposed objectives as well as their corresponding activities must respond to the general objective.

6. Time Table and Execution Plan

The report must include the approved time table with the actual execution of the activities for the given period.  (See Table 4). In some cases, it may be relevant to report in the time table, the schedule of activities from the previous and/or coming months. 
7. Sustainability

Make reference to the actions that are being implemented to ensure sustainability of the project (financially and institutionally) once the PSC funding ends. 
8. Reciprocity

It is very important to indicate in the technical report what is the information or know-how that has been shared between the executing organizations. 

· What have you learned from the partner organization?

· What have you taught to the partner organization?

· How will it benefit you organization and/or the beneficiaries of the project?

9. Impacts and indicators
Describe the positive changes that the project has been generating in the different areas, using impact indicators.
· Social

· Economic

· Environmental

· Gender 

Indicators will be used to quantify impact. Please refer to the list of indicators proposed by the National Mechanisms.
8.
Observations and Recommendations

9.
Annexes to be included in the technical report
Attach the following as annexes in order to support the activities and products obtained:

Training: Present a summary (no more than 2 pages) of the training activity executed making reference to the topic covered, location of the event, date or name of the facilitator. During the activity, the participants should evaluate the event.  A summary should be included regarding the result of the evaluation as well as a list of participants (hand written) indicating the person’s full name, identification number, institution, organization and/or community represented.  Exchanges, field work, courses, workshops, seminars, fairs, and internships are included in this category.  Include a list of the educational or training material handed out to the participants.  Attach graphic material whenever possible. 

Designs: Attach product designs (containers and/or packaging, crafts), labels, technical guides, stickers, graphic art, scripts, publications, construction projects, hygiene and electrical installations as corresponds.

Analysis: Present a copy of the laboratory analysis results during the execution period, including analysis of the materials, soil, vegetable material, waters, lixiviates, extracts, personal hygiene products, cosmetics used in the procedure.

Scientific Research: Attach a report regarding the investigation, such as a scientific article (no more than 5 pages) including a brief introduction, materials and methods (describe experimental design if applicable) and preliminary results. The name of the scientist and the organizations involved must be indicated. Include here the technological transfer (methods, manuals and others).

Field Work: As the preceding case, a report of the experiment must be presented and the location of the field work.

Field Trip: For every trip realized within or outside the country, the following information must be specified:

· Agenda

· List of participants

· Objectives of the visit

· Results of the visit

Meetings: Whenever meetings are being held, the Minutes of the meeting must be included in the technical report.

Consulting Services: In the event that consultants are hired, a report must be presenting describing the results of the services.  The consulting report must be elaborated by the person hired as the consultant and must follow the established terms of reference. Quotations, terms of reference and copy of the contract must also be attached to the financial report. 
Information Gathering: In the event that consulting activities are included, a copy of the instrument designed for gathering information must be included (questionnaires, check lists, interviews, scripts, samplings, etc.) along with the results.

Table 1.

Advancement of activities and compliance with the proposed parameters
	General Objective:




	Specific objectives
	Activities
	% Implementation
	Outcomes
	% Achievement
	Process indicator
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Observations: 
1) All of the executed activities must be backed by the Annexes and pictures whenever possible to demonstrate results or execution of activities. 
2) The % of implementation or execution is related to the progress made on the activities planned while the % of achievement is related to the results obtained
Table 2.

Obstacles faced and corrective measures applied during the execution
	Obstacles Faced
	Corrective Measures
	Results

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Table 3

Unscheduled Executed Activities

	Objective
	Activities
	Products
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Observation: It must be indicated if it is part of the original proposed objectives (transcribe it) or if it corresponds to a new objective (make a new draft).  In this case, the corresponding indicator must be drafted.

Table 4.

Approved Time Table and Execution of the Actual Project

	Objectives
	Activities
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5
	Month 6
	Month 7
	…
	Month F
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Month F:     Final Month 

	
	Proposed Time Table

	
	Actual Execution


SECTION C: 

GUIDELINES FOR ELABORATING PROJECT FINANCIAL REPORTS 
10. Introduction
Financial reports are used as inputs for monitoring the financial statement of pilot and reciprocal projects.
When presenting financial reports, the lead organization must comply with the instructions herein established. In case it is not possible to comply with some of the instructions, the lead organization must present the justification to the NM they signed a contract with. 
11. Requirements and Accounting records 

a. Each period, the lead organization must present financial reports from the partner organizations as indicated and described in detail in this section, including a consolidated report of all the executing agencies.

b. The lead organization and the partner organizations must open and maintain a checking bank account exclusively dedicated to the PSC funds for the project.

c. Throughout the duration of the project, the lead organization must keep accountant registers separated from the institutional accountable registers. International standards of financial information shall be applied.
d. Registration must be cumulative from the beginning until the end of the project; there should not be any break at the end of the fiscal year.
e. The items of income and expenses must be established in exact correspondence with the approved budget and any interests generated must be properly registered. 
f. Any expenses shall be justified by the activities and their schedule, included in the financial reports for the biannual report

g. For every contract or purchase, the lead organization must keep the corresponding invoices according with the treasury requirements of each country.
h. The lead organization is responsible for keeping their records up to date and to give proper follow-up to the executing agencies.  

i. If due to any highly relevant reason, the financial reports cannot be sent to the NM by the end of the corresponding period, a written communication explaining the reasons should be sent to the project officer.
12. Assigned budget
a. All information related to budget and financial reports must be prepared and presented in US Dollars ($), clearly indicating exchange rates applied at different dates.
b. The PSC funds allocated to a project must be used only and exclusively for the items of the approved budget as stated in the terms of the signed contract.
c. If due to any special circumstance, it is necessary to change some of the estimated items, the authorization of the NM and the PSC Secretariat must be previously required and without exception. The request must be submitted in writing indicating and justifying which budget item will be increased and which one will be diminished. Moreover, the assigned budget code must be mentioned and the format presented in Table 6 must be used to request a budget modification. The lead organization will be notified of the decision by a letter. The items corresponding to personal services and payment of consultancies cannot be increased under any circumstances.
d. Information for the budget of PSC funds and the budget defined as other funds (counterpart) must be kept separately. The expenses registered under the counterpart contribution must be duly justified according to the herein requirements.

e. The budget must be elaborated by period but the information is cumulative until the end of the project.
f. The submitted budget should consider the increase of prices, which is product of a normal inflation process. Therefore, no changes to the original approved prices will be accepted, unless a special devaluation or inflation occurs in the country.

g. The budget item assigned as contingencies can only and exclusively be used with prior and written authorization of the NM.

h. The budget item “costs for external audit” corresponds to payments for external audits hired by the NM with which the lead organizations signed a contract. If two or more reviews must be carried out regarding the financial report of a specific period and due to the administrating entity or to events attributable to it, the additional audit expenses must be covered by the administrator of the project.
13. Account description and particular conditions to report expenses
To manage the funds of the PSC project, the lead organization will adopt the following accounting standards. This will facilitate the analysis, monitoring and presentation of financial information. 

The classification of general accounts is mandatory. The lead organization will define the sub-accounts that it considers necessary in accordance to the relative importance of each item and project particularities.
Mandatory list of accounts

	Code
	Name of the account

	01
	Personal Services

	02
	Non- Personal Services

	03
	Materials & Supplies

	04
	Machinery and Equipment

	05
	Infrastructure

	06
	Contingencies

	07
	Administrative Costs

	08
	External auditing


Code 01. Personal services 

The payments of salaries should be registered under this item; welfare benefits are necessarily included according to each country specifications. The corresponding costs for this expenditure may be included for funding by PSC and should be duly justified. Also, it is important to indicate the percentage (%) of the salary that is being charged to the project in the case that the staff is not fully dedicated to the projects. In the case of Costa Rica, a copy of the report from the C.C.S.S. should be included in the report.
Code 02. Non-personal services.

This is a line item to cover payment of services such as:

· Information and publicity

· Printing and binding

· International and domestic travel expenses 

· Mileage

· Consultancies and auditing (external auditing not included) 

· Facilitators

A contract must be elaborated for every professional service, consultancy or similar. The contract must contain the necessary clauses to protect the rights of the lead organization and the obligations and rights of both parties. Terms of references shall also be included.  
For the report of international and domestic expenses, the lead organization must use the forms for travel allowance, mileage and fuel (table 7, 8 & 9) and keep the invoices that justify the expenses.
For contracts or purchases exceeding US$ 1000, the lead organization must previously obtain, at least, three quotations and elaborate and present an analysis of these offers justifying the decision made.
Code 03. Materials & Supplies
It corresponds to the purchase of articles, supplies, and materials that will be used in the implementation of the project’s activities. 

For any purchase (bill or invoice) exceeding US$ 500, the lead organization must previously obtain, at least, three quotations and elaborate and present an analysis of these offers justifying the decision made.

If for a specific item there are not 3 suppliers available, a thorough justification must be provided and dully informed to the National Mechanism.

Code 04. Machinery and Equipment 

It corresponds to movable items such as furniture, office equipment, audiovisual material and similar. 

An auxiliary book record will be kept for assets, and the following information will be recorded: 

Date of purchase

Description, serial number, make and model

Quantity

Provider

Cost

Location
This information must be included in Table 7 of the financial report.
The documents justifying the purchase, in this case invoices must be requested on behalf of the corresponding NM, in accordance with the contract signed between the lead organization and the NM. Indeed, the goods acquired during the project execution are property of the NM until the project´s execution is concluded and had proven good results. 
For every purchase exceeding US$ 1000, the lead organization must previously obtain, at least, three quotations and elaborate and present an analysis of these offers justifying the decision made.
Code 05. Infrastructure
In this category, expenses which correspond to construction, remodeling, extensions and specific infrastructure for the project are included.
In addition to the purchase of materials for construction, labor costs may be considered. It is important to keep in mind, that in this case the payment of salaries is not considered in the topic "Professional services". 
For purchases exceeding US$ 3000, the lead organization must previously obtain, at least, three quotations and elaborate and present an analysis of these offers justifying the decision made.
Code 06. Unforeseen Expenses
It relates to unforeseen expenses made in case of force majeure. It is necessary to justify that these expenses were essential for the implementation of the project.
Unforeseen expenses shall not exceed 5% of real project costs.  
Prior to the approval of these expenses, a written request is required and it must be addressed to the lead organization, for it to approve it in writing 
Any expense realized in this account and that does not comply with the indicated requirements will not be accepted.
Code 07. Administrative costs

Administrative costs are costs allocated to cover expenses related to the financial management/ supervision of the project’s development. To be recognized, they should be supported by documentation that justifies each expense. Some of the items that may be considered as administrative costs applicable to the project are: 

1. Payment of professional consulting services of the administrative staff.
2. Office expenses such as stationery, office supplies, photocopies and other 

3. Use of telephone, Internet, fax 

4. Books, documents and texts that are of interest to the project 
5. Office rent

6. Partial allocation for expenses related to support staff, without including those which correspond to management staff

7. Payment of bank services and purchase of checks which can be charged to the project’s account 

8. Office supplies, cleaning products and cleaning 

9. Transportation services, allowances and fuel, in case the project does not include these line items in the budget

10. Other items that, according to the NM, should be previously authorized 

The expenses incurred by the administrative entity must be covered by this budget item and they cannot exceed 7.5% of the total of operational costs.  

Code 08 Costs for external audit and final evaluation

Costs for the external audit and evaluation should be budgeted separately from administrative costs. 

The external audit is hired by the National Mechanism and its cost shall be included into the project cost.  A copy of each invoice will be sent to the lead organization to be included as an expense of the project.
14. Documents to be included in the financial reports
A) Tables
The reports must contain all information required in the table formats which are included as exhibits, and they must be signed by the person in charge of the project and by the accountant.
· Account Statement (Table 1)

· Budget Statement PSC funds (Table 2)

· Budget Statement Other funds (Table 3)

· Income Statement (Table 4)

· General Journal (Table 5)

· Budgetary Modification (Table 6)

· Register of fixed assets (Table 7)

· Fuel expenses (Table 8)

· Mileage expenses (Table 9)

· Travel allowances report (Table 10)

a. Account statement (Table 1)
The following information shall be included in this table: opening balance, incomes, interests, expenses, and available balance.
It is important to observe the following conditions:
· The opening balance of the current period must be exactly the same of the closing balance of the previous period.


  
· The closing balance of the period must be according to the balance of the current bank account 
· In case there is a difference between the total of row “f” and the total of row “g”, a clear explanation of the difference must be presented.

b. Budget Statement PSC Funds (Table 2)
This financial report corresponds to budget and real expenses from PSC funds.
This report is divided into two sections: the first one for the data of the semester and the second one for the accumulated data.

The real expenses must never exceed the total budget approved.
 
c. Budget Statement Other Funds or counterpart (Table 3)
This financial report relates budget and real expenses from the counterpart.
The contribution of the counterpart may be in cash or in kind and may be increased in the course of the project. The NM should be notified of any new counterpart willing to bring funds. The NM will then make the decision to approve/reject this new contribution.
The expenses registered under the counterpart contribution must be duly justified according to the herein requirements. 

d. Income Statement (Table 4) 
This table relates income and expenses for the corresponding semester as well as accumulations since the beginning of the project.





The following instructions shall be considered: 

· In the columns named PSC Funds, only contributions and expenses from these funds will be reported.
· The same applies for counterpart funds.


· The column named “other funds” refers to and shall include incomes as interests on investments, interests on bank account balances or others. Any expenses added in this column must be authorized by the NM.
e. General Journal (Table 5)
In this document all income and all expenses are registered in chronological order. 
The lead organization must confirm the concordance between this statement and the other reports presented.










f. Budgetary Modification (Table 6)
This report is designed to monitor all budgetary modifications authorized by the National Mechanism.
The modifications must be reported according to the budget in Table 2 “Budget Statement PSC Funds”.
g. Register of fixed assets (Table 7)

This document must be used to keep control of the goods purchased with the funds of the project. In general, it must contain all the information presented in Table 7.

h. Register of expenses (Tables 8,9 and 10)
These tables are used to report the expenses of fuel, mileage and travel allowances. The information must be presented as required in the respective tables. 

B) Annexes to the Financial Reports
Besides the reports aforementioned, the following documents must be included:
· Monthly account reconciliation
· Photocopy of bank statements 
· Details of the funds request for next period

· Photocopy of checks, invoices, receipts and others that support all the expenses of the period. These documents must be classified by account (budget item) and presented in chronological order. Therefore, on each bill should be indicated the exchange rate applied (with the date and source of the rate: Central Bank for example) and the budget item code. The NM may ask for the original documents for verification.
· Photocopy of the quotations (for professional services, consultancies materials and infrastructure) including their analysis and the justification for the decision made. 
· Photocopy of contracts and terms of reference for professional services and consultancies.

If necessary, notes explaining particular circumstances must be included. 

· [image: image2.emf]TABLE 1: ACCOUNT STATEMENT

Name of the organization reporting:_________________

Project Code: ___________________________

Period of the report :      from ________ to _____________ 

US $ DOLLARS

a. Opening balance  for the period $0,00

b. Incomes for the period $0,00

b.1  PSC Contribution $0,00

b.2 Interest of the exclusive bank account $0,00

b.3 Other sources of income

c.  Available funds (a + b} $0,00

d. Expenses for the period $0,00

01 Personal services

$0,00

02 Non-personal services

$0,00

03 Materials and supplies

$0,00

04 Machinery and equipment

$0,00

05 Infrastructure (construction buildings) 

$0,00

Subtotal operational costs

$0,00

06 Contingencies

$0,00

07 Administrative costs

$0,00

08 Cost auditing

$0,00

e. Funds transferred to partner organizations $0,00

Date of transfer: ---/---/---

Amount transferred $0,00

Money transferred to: -------(name of the organization)

f. Ending balance (c-d-e) $0,00

g. Account balance   $0,00

h. Difference (f-g)   (in case of difference justify) $0,00

Estimated expenses for next period (include details as per the format 

indicated in Section D  of the guidelines)

$0,00

TOTAL  $0,00

Subtract ending balance  ( f ) $0,00

Request of advance payment $0,00



Name of the organization: ___________-

Author: _____________________

Approved by: __________________



[image: image3.emf]TABLE 2: BUDGET STATEMENT PSC FUNDS

Name of the organization reporting:_________________

Project Code: ___________________________

Period of the report        from  __________ to  _______________ 

US $ DOLLARS

Code Item Budget  Expenses of Difference Total Accumulated Available Executed 

of the period the period

budget

expenses Budget percentage

01.1

Fixed charges

01.2

Special Charges

01.3

Fees

02.1

Report and dissemination 

02.1.1

Photocopy

02.1.2

Printing

02.1.3

Binding

02.1.4

Producing Video

02.1.5

Brochure/Pamphlet Elaboration

02.2



Airline Tickets, Mileage and transportation 

02.2.1 Mileage

02.2.2 Gasoline

02.2.3 Transportation

02.2.4 Airline Tickets

02.3 Per Diems

02.3.1 Lodging

02.3.2 Dining

02.3.3 Daily per diem (DSA)

02.4 Consulting and/or Advisories

02.4.1 Trainers/Facilitators 

02.4.2



General Consulting 

02.4.3 Consulting (**indicate)

02.4.4 Consulting (**indicate)

02.4.5 Consulting (**indicate)

02.4.6 Consulting (**indicate)

02.4.7 Coordination Consulting

Period n

Accumulated

01 Personal Services

02 Non-Personal Services


[image: image4.emf]03.1

Workshop ("subject" No ---; No ------- 

participants) 

03.1.1

Dining

03.1.2

Transportation

03.1.3

Materials (equipment rental)

03.1.4

Documents 

03.1.5

Rental Workshop Area

03.2

Workshop ("subject" No ---; No ------- 

participants) 

03.2.1

Food

03.2.2

Transportation

03.2.3

Materials (equipment rental)

03.2.4

Documents 

03.2.5

Rental Workshop Area

03.3

Workshops ("subject"  No ---; No ------- 

participants) 

03.3.1

 Food

03.3.2

Transportation 

03.3.3

 Materials (equipment rental) 

03.3.4

Documents 

03.3.5

Rent meeting room 

03.4

Workshops ("subject"  No ---; No ------- 

participants) 

03.4.1

Food

03.4.2

Transportation

03.4.3

 Materials (equipment rental) 

03.5

Group Activities - Field Days (Activity to be 

performed; No. of participants ___ )

03.5.1

Dining

03.5.2

Transportation

03.5.3

 Materials (Equipment Rental) 

03.6

Agricultural Inputs 

03.7

Tools and Instruments 

03.8

Others

04.1

Production Equipment and Machinery

04.2 Office Equipment and Furniture

04.3 Lab equipment

04.4 Computer Equipment

04.5

Security Equipment

04.6

Audio and/or Visual Equipment

03 Materials and Supplies

04  Machinery and Equipment


[image: image5.emf]05.1 Materials 

05.2 Labor

indicate with details the expenses that correspond 

administrative expenses (this is not a fee) 

Author: ____________________

Approved by: ____________________

date

06  Contingencies

07  Administrative Costs



Name of the organization: _________________________

05  Infrastructure (Construction and/or remodeling)

08  External Auditing

TOTAL


[image: image6.emf]TABLE 3: BUDGET STATEMENT OTHER FUNDS (counterpart)

Name of the organization reporting:_________________

Project Code: ___________________________

Period of the report        from  _________  to ___________ 

US $ DOLLARS

Code Item Budget  Expenses of Difference Total Accumulated Available Executed 

of the period the period

budget

expenses Budget percentage

01.1

Fixed charges

01.2

Special Charges

01.3

Fees

02.1

Report and dissemination 

02.1.1

Photocopy

02.1.2

Printing

02.1.3

Binding

02.1.4

Producing Video

02.1.5

Brochure/Pamphlet Elaboration

02.2



Airline Tickets, Mileage and transportation 

02.2.1 Mileage

02.2.2 Gasoline

02.2.3 Transportation

02.2.4 Airline Tickets

02.3 Per Diems

02.3.1 Lodging

02.3.2 Dining

02.4 Consulting and/or Advisories

02.4.1 Trainers/Facilitators 

02.4.2



General Consulting 

02.4.3 Marketing Consulting

02.4.4



Consulting

02.4.5



Consulting

02.4.6



Consulting

Period n

Accumulated

01 Personal Services

02 Non-Personal Services
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Workshops ("subject"  No ---; No ------- 

participants) 

03.1.1

Dining

03.1.2

Transportation

03.1.3

Materials (equipment rental)

03.1.4

Documents 

03.1.5

Rental Workshop Area

03.2

Workshops ("subject"  No ---; No ------- 

participants) 

03.2.1

Food

03.2.2

Transportation

03.2.3

Materials (equipment rental)

03.2.4

Documents 

03.2.5

Rental Workshop Area

03.3

Workshops ("subject"  No ---; No ------- 

participants) 

03.3.1

 Food

03.3.2

Transportation 

03.3.3

 Materials (equipment rental) 

03.3.4

Documents 

03.3.5

Rent salon 

03.4

Workshops ("subject"  No ---; No ------- 

participants) 

03.4.1

Food

03.4.2

Transportation

03.4.3

 Materials (equipment rental) 

03.5

Group Activities - Field Days (Activity to be 

performed; No. of participants ___ )

03.5.1

Dining

03.5.2

Transportation

03.5.3

 Materials (Equipment Rental) 

03.6

Agricultural Inputs 

03.7

Tools and Instruments 

03.8

Others

04.1

Production Equipment and Machinery

04.2 Office Equipment and Furniture

04.3 Lab equipment

04.4 Computer Equipment

04.5

Security Equipment

04.6

Audio and/or Visual Equipment

03 Materials and Supplies

04  Machinery and Equipment


[image: image8.emf]05.1 Materials 

05.2 Labor

indicate with details the expenses that correspond 

administrative expenses (this is not a fee) 

Author: ____________________

Approved by: ____________________

date

Name of the organization: _________________________



05  Infrastructure (Construction and/or remodeling)

06  Miscellaneous

07  Administrative Costs

08  External Auditing

TOTAL


[image: image9.emf]TABLE 4: INCOME STATEMENT

Name of the organization reporting:_________________

Project Code: ___________________________

Period of the report        from _________ to _______________

US $ DOLLARS

Period Accumulated Period Accumulated Period Accumulated Period Accumulated

Incomes

Funds

Interest

Other sources of incomes (incomes 

of the project,…)

Total

Expenses

01 Personal services

02 Non-personal services

03 Materials and supplies

04 Machinery and equipment

05 Infrastructure (construction buildings) 

06 Contingencies

07 Administrative costs

08 Cost auditing

Total

Balance of the period

Author: ____________________

Approved by: ____________________

date



Name of the organization: _________________________

PSC Funds COUNTERPART OTHER SOURCES TOTAL


[image: image10.emf]TABLE 5: GENERAL JOURNAL

Name of the organization reporting:_________________

Project Code: ___________________________

Period of the report        from _________   to ________________

US $ DOLLARS

Page:

Amount Accumulated Invoice Number Amount Accumulated



GENERAL JOURNAL

Balance Budgetary code DATE Beneficiary Deposit / Check 

number

INCOME EXPENSES


[image: image11.emf]TABLE 6: BUDGETARY MODIFICATION

Name of the organization reporting:_________________

Project Code: ___________________________

Period of the report        from___________ to _________________

US $ DOLLARS

Code Item Approved Budget Approved 

Modification 1

Approved 

Modification 2

Approved 

Modification 3

Approved 

Modification n

Definitive Budget

01.1

Fixed charges

01.2

Special Charges

01.3

Fees

02.1

Report and dissemination 

02.1.1

Photocopy

02.1.2

Printing

02.1.3

Binding

02.1.4

Producing Video

02.1.5

Brochure/Pamphlet Elaboration

02.2



Airline Tickets, Mileage and transportation 

02.2.1 Mileage

02.2.2 Gasoline

02.2.3 Transportation

02.2.4 Airline Tickets

02.3 Per Diems

02.3.1 Lodging

02.3.2 Dining

02.4 Consulting and/or Advisories

02.4.1 Trainers/Facilitators 

02.4.2



General Consulting 

02.4.3



Consulting

02.4.4



Consulting

02.4.5



Consulting

02.4.6



Consulting

01 Personal Services

02 Non-Personal Services


[image: image12.emf]03.1

Workshops ("subject"  No ---; No ------- 

participants) 

03.1.1

Dining

03.1.2

Transportation

03.1.3

Materials (equipment rental)

03.1.4

Documents 

03.1.5

Rental Workshop Area

03.2

Workshops ("subject"  No ---; No ------- 

participants) 

03.2.1

Food

03.2.2

Transportation

03.2.3

Materials (equipment rental)

03.2.4

Documents 

03.2.5

Rental Workshop Area

03.3

Workshops ("subject"  No ---; No ------- 

participants) 

03.3.1

 Food

03.3.2

Transportation 

03.3.3

 Materials (equipment rental) 

03.3.4

Documents 

03.3.5

Rent salon 

03.4

Workshops ("subject"  No ---; No ------- 

participants) 

03.4.1

Food

03.4.2

Transportation

03.4.3

 Materials (equipment rental) 

03.5

Group Activities - Field Days (Activity 

to be performed; No. of participants ___ 

)

03.5.1

Dining

03.5.2

Transportation

03.5.3

 Materials (Equipment Rental) 

03.6

Agricultural Inputs 

03.7

Tools and Instruments 

03.8

Others

04.1

Production Equipment and Machinery

04.2 Office Equipment and Furniture

04.3 Lab equipment

04.4 Computer Equipment

04.5

Security Equipment

04.6

Audio and/or Visual Equipment

03 Materials and Supplies

04  Machinery and Equipment


[image: image13.emf]05.1 Materials 

05.2 Labor

indicate with details the expenses that 

correspond administrative expenses (this is 

not a fee) 

INCLUDE ACCEPTANCE LETTERS from the National Mechanism in the financial report

05  Infrastructure (Construction and/or remodeling)

06  Miscellaneous

07  Administrative Costs

08  External Auditing

TOTAL


[image: image14.emf]Name of the organization reporting:_________________

Project Code: ___________________________

Period of the report        from  __________ to  _______________ 

Serie Model Date  Provider Cost  Location

of purchase

Author: ____________________

Approved by: ____________________

date

TABLE 7:REGISTER of FIXED ASSETS 



Description of the assets (identification 

features and quantity when applicable)

Name of the organization: _________________________


[image: image15.emf]TABLE 8: FUEL EXPENSES 

(to be used if there is no special procedure established by the organization)

Name of employee: _________________

Function: __________________

Project: _________________

Date: _________________

Date

Invoice No

Total US$ Miles /Km

TOTAL

Total km / Total US $

Vehicle

Brand

Model

Plate number

Fuel tipe


[image: image16.emf]TABLE 9: MILEAGE EXPENSES

(to be used if there is no special procedure established by the organization)

Name of employee:___________________

Function: __________________

Project: ______________

Date: ________________-

Date Reason of visit

Place of visit Km

Vehicle

Signature of the employee

Total Km

Price (US$ per Km)

Total US $

Plate number

Fuel type

Model

Brand


[image: image17.emf]TABLE 10:  TRAVEL ALLOWANCES REPORT

(to be used if there is no special procedure established by the organization)

Name of employee: __________________

Function: __________________

Project: ____________________

Reason of visit: _________________

Place of visit: ______________

Date: _______________

Date  Invoice No Type of expense Amount US$

  

TOTAL

Approved by:______________

Signature 

Signature of the employee


Section D: 

INFORMATION  FOR NEXT DISBURSMENT 
Along with the technical and financial reports, the leading organizations are required to provide the information presented in this section in order to solicit the next disbursement.

The next disbursement will be made once the technical and financial reports have been approved by all the National Mechanisms involved in the project.
15. Work plan 
A detailed monthly work plan of activities for the following period must be submitted. The detailed work plan can be presented per country.   

	Specific objective
	Expected outcome
	Activity
	Country

/ies involved
	Month 1
	Month 2
	Month n.
	Responsible

	Objective 1
	1.1. outcome

1.2. outcome


	1.1.1. activity

1.1.2. activity

2.1.1. activity 
	
	
	
	
	

	Objective 2 
	2.1. outcome

2.2. outcome 
	2.1. 1. activity

2.1..2. activity

2.2.1. activity

2.2.2. activity
	
	
	
	
	


16. Detailed budget

A detailed budget for the following period must be provided. The budget mus comply with the format of Table 2 “Budget by title and items” that is used in the project document..
17. Disbursement request
The lead organizations will request the funds for the next period to the National Mechanism using the following format: 
[image: image18.emf]Project Name:

Project Code:

Account holder:

Account number:

Account specifications:

Funds requested to : Fundecooperacion  or   SDS  or  CePED (please circle one)

Amount of funds approved for the project:  $0,00

Initial balance in project exclusive bank account ( ../../….) $0,00

Disbursements received

(specify amount and date)

1)

2)

3)  

total disbursements

$0,00

 

Expenditures period ../../.. To ../../....

(attach specification of funds use)

total expenditures period….----- $0,00

balance period ….-…. $0,00

overall balance $0,00

Expected expenditures period ../../.. To ../../....

 

total expected expenditures $0,00

Requested funds $0,00

Name: 

Signature: 

Date: 

Disbursement request

Programme for South-South Cooperation


1
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