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Guidelines for Periodic Report Format by Monitor 

Introduction:

The Periodic Monitor’s report seeks to provide information on technical support services rendered by the Monitor to the Busac Fund concerning Grantee’s actions. It specifically provides documentation on the continuous assessment of the activity performance of the Grantee by the monitor on behalf of the BUSAC Fund Management.  The monitor’s report is an independent source of information for verifying the information provided by the Grantee and it is very crucial in assessing activity progress as well as validating the impact of BUSAC-funded activities. 
The focus of the report is on:
· assessment of the performance of the Grantee in terms of progress made in activity implementation and results achieved;
· technical and financial appraisal of the Grantee;

· documenting implementation challenges and recommendations for addressing those challenges;

· types of technical support services provided by the Monitor to the Grantee; and
· planned activities of the Monitor for the next reporting period.
This guideline explains how the periodic report should be filled out.
A.  Appraisal of the Grantee’s Progress Made Towards Achieving their Objectives
Monitors are required to conduct personal interviews with the Grantees and the selected targeted institutions and individuals under the grant to assess performance of the Grantee and intermediary results of the activities in the course of their implementation. The information gathered is supplemented by a review of relevant documentation on the funded advocacy action. For each of the planned activities, provide a brief summary of your findings by stating whether the activities were carried out as planned or not, the intermediary results of the activities carried out, reasons for failure to carry out the activities as planned and how well the activities were carried out. 
A1.1 State the planned activity #1 for the current reporting period as contained in the Grant application. For example, it could be research, dissemination workshops, or dialogue.
A1.2 State Yes if the activity was carried out as planned and No if the activity was not carried out as planned. 
(a)  State the intermediary result arising from the implementation of each planned activity during the reporting period.
(b)  State why the Grantee was not able to carry out the planned activity.
A1.3 State whether the activity was properly planned, organized and implemented. This may likely be reflected in the level of involvement of different people in the activity implementation, timing of the event, etc,
A2.1 Planned Activity #2: (For activity #2 and all other planned activities, repeat the same questions as listed above in A.1.) 
B.
Activity Implementation Challenges and Recommendations
B1
State in your opinion, what were the key challenges faced by the Grantee in the implementation of the planned actions and why?

B2
State how these challenges may affect the success of the planned advocacy action.
B3
Provide specific recommendations to address the challenges stated in B.2.
B4
Verify the indicator tables created by the Grantee and state whether the information provided is accurate and realistic or not. If you detected that the information provided is not accurate and realistic, provide details of your observation
C. State the specific technical support services you provided to the grantee. For example: assisting or providing advice on proper financial documentation; suggesting appropriate planning of activities; assessing progress, etc. Indicate the dates the different tasks were performed and the specific recommendations you provided to the Grantee and the subsequent agreement reached with the Grantee on each occasion that you recommended changes or advice.
D. Verify the financial expenditures and documentation of the Grantee and provide your comments in D1 and D2.
D1
State if the expenditures during the reporting period were made in accordance with the approved budget and state specific reasons for any deviation from the approved budget. Additionally, state if the deviations were justified or not.
D2 Indicate if the Grantee’s financial management systems permit proper accounting of the funds received from the BUSAC Fund management. If they are not using proper accounting procedures, it is your responsibility to assist the grantee to put in place those procedures and report back to the Busac Fund management as to changes that need to be made.
E.  Monitor’s Action Plan for the next reporting Period
Outline the specific tasks or services you will be rendering to the Grantee during the next reporting period and the expected results of those services. The activities or services to be provided should be consistent with the activities outlined in your contract with the BUSAC Fund Management.
F. Endorsement and signature by the Monitor
The authorized representative of the Monitor’s organization and the person who visited the grantee should sign and date this portion of the report and also state their names.
G.  Approval by BUSAC Fund Management (For official use only. Should be left blank)
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Don't forget to report the cumul of Admin costs and the 2 variances from previous period, if any











Don't forget to report the cumul of Admin costs and the 2 variances from previous period, if any
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