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SCHEMA FOR THE FINAL REPORT OF A CO-FINANCING PROJECT

The final report must contain the Luxembourg NGO’s assessment and it is not sufficient to transmit the local partner’s report to the Ministry.  However, the local partner’s report may be added as an appendix to the report as supplementary information. 

The narrative portion of the request must be written in one of the country’s three official languages (Luxemburgish, French or German), whilst the logic framework or financial package may also be submitted to the Ministry in English (c.f. Conditions Générales Régissant les Relations Contractuelles entre le Ministère des Affaires Etrangères et les ONGD - General terms and conditions governing contractual relations between the Ministry for Foreign Affairs and Development NGOs)

The difference between the final and interim report is that in the final report the narrative portion, the logic framework and the budget must refer to the entire lifetime of the project.  In this sense, there must be two parts to the final report: one part should refer to the final year of the project, whilst the other should summarise the project in its entirety. 

The Technical Assistance Bureau (Tel: 26 02 09 22 - email: bat@cercle.lu) is available to provide DNGOs with any assistance they may require regarding the final report.

I. ADMINISTRATIVE SECTION

I.1. NGO

I.1.1. Name of the NGO

I.1.2. Name of the person in charge of the project

I.1.3. Postal address for communications related to the Project

I.1.4. Phone number

I.1.5. Fax number

I.1.6. E-mail address

I.2. Project

I.2.1. Title of the Project

I.2.2. Detailed address

I.2.3. Country

I.2.4. Reference number assigned by MFA

II. ACHIEVEMENTS AND CHANGES

II.1. Description of the final year for of the project

· How has the project unfolded over the course of the last year?

· Description of the activities undertaken

· Has the implementation of the project required adaptation of the project’s logic framework (feedback effect)? 

· Impact of these changes on the implementation of the project.

· Problems of a general nature and recommended solutions.  

· Have the hypotheses, in one way or another, affected the implementation of the project? 

· Dynamics: have there been any synergy effects (cross-fertilisation) between or among the different activities?

· Lessons learned regarding the implementation of the project.  

· etc.

II.2. Updated logic framework taking into account the results achieved and the activities undertaken.
Schema:

	Intervention logic

	
	OVI
	Sources
	Hypotheses

	Global Objective(s)


	
	
	

	………………………….
	OVI
	Observations
	Comments

	Specific Objective


	
	
	

	Result 1


	
	
	

	Result 2


	
	
	

	………………………….
	
	
	

	Activity 1


	
	
	

	Activity 2


	
	
	



Comments:

· The prior agreement of the Ministry is required for any changes that the NGO intends to carry out in the framework of the initially envisaged activities which will have an impact in terms of the results.
· With regards to the intervention logic, IOV, sources and hypotheses, usage must be made of the elements set out in the initial logic framework, as approved by the Ministry.

· The global objective(s) remain in the conventional schema (logic, OVI, sources, hypotheses). It is enough to indicate, at these levels, the changes made in bold.

· For the specific objective, the results and main activities of the project, it is important to articulate observations in relation to the initial OVI, by giving comments, if these changes have taken place (example: to explain a significant discrepancy).

· The IOV column should also remain unchanged in relation to the initial logic framework

· The achievements for each IOV should be briefly recorded in the Observations column, as should the availability and accessibility of the sources of verification for the IOV.  

· Any discrepancies between, on the one hand, the IOV and their envisaged sources of verification and, on the other hand, their achievements, must be explained in the Comments column. Recommendations regarding the rectification of these discrepancies may also be made in this column.

· Observations about the activities must be based on the initial operational plan – start and completion date.  

II.3. General Conclusion(s) regarding the project as a whole

The general conclusions set out in the final report must refer to project in its entirety and must provide an overall assessment of the whole of the project 

· An overall assessment providing a summary of the essential elements, as referred to in the logic frameworks of the previous annual reports 

· How sustainable is the project and to what extent have the risks/hypotheses described in the request had an impact on the project?  

· What are the observations to be made regarding the strategy, the transversal themes and the consideration given to the principles of aid effectiveness (Paris) and/or development (Istanbul) and/or the guidelines adopted by the NGO members of the Cercle de Coopération (for further explanation, see the co-financing request schema). In the event that the self-evaluation method has been used, it would be appropriate to ask the following questions, amongst others :

·  Should the project continue in the future?
· Would it be appropriate to launch similar projects in other areas?  If yes, where, how and with whom?
· In the event that an independent external or internal evaluation of the project  has taken place, then the evaluation report should also be submitted together with the final report. 

III. FINANCIAL SECTION

III.1. Financial report

The final report of a multi-annual project must include a summary financial table which shows the estimated budget and the expenditure of the whole of the project, as well as the balance. 

The following table can be accompanied by comments (if necessary, but this is indispensable for items IV.2.5.and IV.3.). The table is made up of columns containing information regarding: planned expenditure, actual expenditure in the field and outside the DC, as well as the balance at the end of the year covered by the report (difference between the planned and real expenditure).  In order to facilitate the analysis of the supporting documents, these must be numbered and their numbers must be recorded in the column “supporting document number” against the items to which they refer.

Comments must be made in relation to any item that shows a 10% difference between the planned budget and the actual budget spent.  

Reminder:  the Ministry’s prior agreement is required in the following cases:

· If the activities which had not initially been planned are added to the project and have an impact on the budget

· If the NGO introduces any changes in the framework of the initially planned activities which have an impact on the results and on the budget.
Financial table for the final year of the project

	Items
	A

Planned expenditure
	B

Actual expenditure 
	C

Final global balance (A-B)
	Supporting document number 
	Comments

	IV.1. Outside DC
	
	
	
	
	

	IV.1.1. Procurement of services
	
	
	
	
	

	IV.1.2. Staff costs
	
	
	
	
	

	IV.1.3. Costs of  fixtures and equipment
	
	
	
	
	

	IV.2. In the beneficiary country
	
	
	
	
	

	IV.2.1. Procurement of services
	
	
	
	
	

	IV.2.2. Staff costs
	
	
	
	
	

	IV.2.3. Costs of fixtures and equipment
	
	
	
	
	

	IV.2.4. Procurement of real estate
	
	
	
	
	

	IV.2.5. Local contribution
	
	
	
	
	

	IV.3. Variable costs in and outside the DC
	
	
	
	
	

	IV.3.1. Unforeseen provisions 5%
	
	
	
	
	

	IV.3.2. Provision for inflation and  exchange rate fluctuation 5%
	
	
	
	
	

	IV.4. Administrative Costs in and outside the DC
	
	
	
	
	

	IV.4.1. Project preparation costs
	
	
	
	
	

	IV.4.2. Follow-up costs 
	
	
	
	
	

	IV.4.3. Audit costs 
	
	
	
	
	

	IV.4.4. Evaluation costs 
	
	
	
	
	

	TOTAL
	
	
	
	
	


Summary financial report:

	Items
	A

Planned expenditure (entire project)
	B

Actual expenditure (entire project) 
	C

Final global balance (A-B)
	Comments

	IV.1. Outside the DC
	
	
	
	

	IV.1.1. Procurement of services 
	
	
	
	

	IV.1.2. Staff costs
	
	
	
	

	IV.1.3. Procurement of real estate
	
	
	
	

	IV.2. In the beneficiary country
	
	
	
	

	IV.2.1. Procurement of services
	
	
	
	

	IV.2.2. Staff costs
	
	
	
	

	IV.2.3. Procurement of furnitures and fixtures
	
	
	
	

	IV.2.4. Procurement of real estate 
	
	
	
	

	IV.2.5. Local contribution in the form of real estate 
	
	
	
	

	IV.3. Variable costs in and outside the DC 
	
	
	
	

	IV.3.1. Unforeseen provision 5%
	
	
	
	

	IV.3.2. Provision for inflation and  exchange rate fluctuation 5%
	
	
	
	

	IV.4. Administrative Costs in and outside the DC 
	
	
	
	

	IV.4.1. Project preparation costs 
	
	
	
	

	IV.4.2. Follow-up costs
	
	
	
	

	IV.4.3. Audit costs
	
	
	
	

	IV.4.4. Evaluation costs
	
	
	
	

	TOTAL
	
	
	
	


IV. APPENDICES 

In this section, the NGO should supply: 

· A copy of all of the transfers made from Luxembourg to the project locations in the developing countries or from Luxembourg to the office of the implementer of the programme activities (please note that the banking charges related to these transfers should be included under the item referring to administrative costs).  In order to facilitate understanding of the appendices, a summary table, based on the model set out below, should be included along with the appendices:
	Number
	Date of the transfer
	Amount (in Euro)
	Date of receipt
	Amount (in local currency) 

	1°
	
	
	
	

	2°…
	
	
	
	

	SUB-TOTAL
	
	
	
	

	Local cash contribution
	
	
	
	

	Real estate value
	
	
	
	

	TOTAL 
	
	
	
	


· The supporting documents for all expenditure incurred outside the DC and for all of the administrative costs (invoices and tickets for economy air travel, taxis, hotels, etc.)  Expense items submitted without supporting documentation will not be taken into account.  
· The extract from the local partner’s accounts setting out the details, per item, of the expenditure related to the project on the ground (cf. column B.IV.2. and IV.3. of the table in the final section above).  These invoices should be included for any expenditure item in the DC of more than 25,000 euro.
· The usage of item IV.3.1 Unforeseen provision must be justified and documented by supporting documents 

· In the event that item IV.3.2. Provision for inflation and exchange rate fluctuation is used, supporting documents must be produced. This item must not be used to finance unforeseen expenditure without the prior agreement of the Ministry.  

· The financial audit and evaluation report(s) if such reports exist.
· TAB costs: please note that these costs may only be taken into account if the final report has a certificate of technical conformity and the TAB’s invoice is included with the final report. 

· Supporting document(s) (extract from the partner’s revenue Ledger) showing the source of the local cash contribution.  In the absence of any documentation attesting to the origin of the local contribution, this is not eligible.  In fact, the local cash contribution may not be provided by a donor/institution in the North.
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