Overview of reporting requirements for recipients of project support from the Section for Western Balkan Affairs – Bilateral Project Cooperation Program with Serbia. 
All documents should be sent to the Coordination Body in Serbia: Ministry of International Economic Relations (MIER), Address: Vlajkoviceva 10, 11000 Belgrade, Serbia and Montenegro, Attn. Ms. Mirjana Nozic, DACU, who will foreard the reports to the Section for Western Balkan Affairs, Ministry of Foreign Affairs, P.O. Box 8114 Dep., NO-0032 Oslo, Norway, or by e-mail to post@mfa.no with a copy to vest-balkan.seksjonen@mfa.no. All documents must be clearly marked with country name, project title and project number.

	Report
	Time frame
	Comment

	Confirmation of receipt of funds
	Within two weeks of receipt of funds
	Receipt of funds must be confirmed.

	Revised budget
	Within four weeks of date of letter of allocation 
	A revised budget must be provided if the allocated amount differs significantly from the amount applied for.

	Changes to the project
	As soon as possible 
	Substantial changes to the project (e.g. time frame, budget or content) may only be made on application.

	Status report
	Six months after start of project
	A short status report of two-three pages must be submitted after the first six months of the project.

	Application for extension of the project period
	As soon as possible after it becomes clear that the time frame cannot be met.
	If the time frame indicated in the project document cannot be met, extension of the project period must be applied for. Enclose a short status report explaining the reason why the time frame cannot be met. Figures on the remaining funds must be provided on the date of application.

	Reallocation of project funds
	As soon as possible after it becomes clear that there will be funds left over.
	If fewer funds than expected are used on a project, it is possible to apply for a reallocation of the funds, provided that the funds will be used for the same type of measures within the same country/area.

	Final report (narrative report and audited project accounts)
	As soon as possible upon completion of the project (i.e. at the end of the time frame that applies to the project support), and at the latest three (3) months after completion.
	Narrative report
See enclosed template. 

The report should be three to five pages long.

	
	
	Audited project accounts 
(Not applicable to UN organisations and the OSCE)
The audit must be carried out by an independent auditor. The audited accounts shall confirm that the keeping of the accounts is in accordance with generally accepted accounting principles and that the grant has been used in accordance with the purposes specified in the application and the budget. 

	Interest accrued and/or unused funds
	As soon as possible upon completion of the project
	UN organisations and the OSCE: Any unused funds, excluding interest accrued, must be paid into the Ministry’s account as specified below.

All other recipients: All interest accrued on the allocated funds and any unused funds must be paid into the Ministry’s account as specified below.

All transfers must be made to account no. 6345.05.02822 in Nordea Bank Norge ASA, Middelthuns gt. 17, P.O.Box 1166 Sentrum, N-0107 Oslo, Norway; SWIFT code NDEANOKK; IBAN NO18 6345 0502 822, as soon as possible after the project is completed. The transfer must be marked “earned interest” and/or “unused funds” and refer to the project number of the allocation, and must be accompanied by a bank statement showing the amount. Interest accrued less than NOK 100 does not need to be paid back.


Final report on the use of project funds

The report must be sent as soon as a project has been completed (i.e. at the end of the time frame that applies to the project support), and at the latest within six months. 

An electronic copy of the report form can be obtained from the executive officer at the Ministry.

1. General project information

	Name of organisation:
	

	Area/country:
	

	Project title:
	

	Project number:
	

	Recipient:
	

	Co-operation partner(s): 
	


2. Project expenses

	Allocated amount
	NOK 

	Other financing

Own contribution

Other contributions
	NOK                                            

NOK

	Total project expenses 
	NOK 


3. Project description

a. Describe the project purpose and objectives, including indicators for measuring performance. If the purpose or objectives were modified, an explanation must be given. 

	


b. Indicate the target group(s) of the project and, if applicable, primary and secondary target groups. 

	


c. Indicate the outputs, activities/processes, and inputs. 

	


4. Project implementation

a. Were the project’s purpose and objectives achieved? If not, explain why. 
	


b. Was the project implemented as planned as regards inputs and activities? If not, explain why.

	


c. How was the project co-ordinated with other actors (e.g. other NGOs and the authorities of the recipient country)?

	


d. What was done to ensure transfer of expertise and sustainability (e.g. financing, operation, etc.)

	


5. Lessons learned from the project

a. What unforeseen challenges were encountered? How were they met?

	


b. Which aspects of the implementation worked well?

	


What could have been done better?

	


6. Other comments

	


Place and date:


Recipient organisation:


Project manager:     _________________________________



(signature)
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