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Second Round


PROJECT MONITORING AND REPORTING GUIDELINES
This document outlines monitoring and reporting guidelines for UNDEF-funded 2nd round projects.

This document outlines monitoring and reporting guidelines for UNDEF-funded 2nd round projects. Reports submitted to UNDEF are considered to be part of the public domain (unless otherwise agreed) and as such may be shared with UNDEF’s Programme Consultative Group and Advisory Board. UNDEF will also use the reports submitted during the lifespan of the project to determine whether project are making sufficient progress and to recommend adjustments to scope, implementation and funding as needed.  All reports must be drafted in English or French, the two working languages of the UN Secretariat.
TO ACCESS AND DOWNLOAD ALL REPORTS AND FORMS, 
PLEASE REFER TO THE

“UNDEF REPORTING TIMETABLE” 

SECTION BELOW
1. Project Management Arrangement
UNDEF-funded projects fall into two categories:

1) CSO-Implemented projects without Executing Agency (CSOP) 
Projects where the Civil Society Organization (CSO) receiving the grant is responsible for the overall management of the project and does not have an Executing Agency.  The CSO under this arrangement bears all substantive, financial, monitoring and reporting responsibilities to UNDEF.
2) CSO-Implemented projects with Executing Agency (CSOP + EA) 
Projects where the CSO partners with an Executing Agency. The CSO bears the responsibility to implement the project with oversight of the EA. Under this arrangement, the CSO or other applicant will bear substantive responsibility for achieving results in the project. The Executing Agency as responsible for the oversight of the project will bear all financial, monitoring, reporting and evaluation responsibilities to UNDEF.

Note: Please refer to the signed cover page of the project document if you are unsure about which category pertains to your organization.
2.  Project Monitoring

UNDEF projects are monitored in several ways:

A. All Implementing Agencies for all projects must monitor their own activities and are responsible for collecting baseline data. The Implementing Agency (and the Executing Agency as relevant) should use the baseline data collected to monitor the project throughout its duration. Furthermore, this baseline data will be used in the final evaluation of the project.
B. For CSOP projects, UNDEF will appoint monitors to observe project milestones as detailed in the project document.  
C. For CSOP + EA projects, the Executing Agency is responsible for project monitoring and for reporting to UNDEF.
D. In addition to the above, for all projects, UNDEF will monitor progress by way of review of mid-term and progress reports and will conduct ad-hoc monitoring visits of the project as needed. 

3.  Project Reporting
All projects (CSOP and CSOP + EA) are required to submit the following i) Mid-Term/Annual Report, ii) Final Narrative Report and iii) Financial Utilization Reports.
For CSOP projects the Implementing Agency must submit the reports to UNDEF. For CSOP + EA projects the Executing Agency must submit the reports to UNDEF in consultation with the Implementing Agency. See Annex I for reporting timelines. Additionally, UNDEF may request ad hoc updates at any time throughout the duration of the project. 
4.  Monitoring and Reporting Requirements for CSOP Projects
The following monitoring and reporting requirements apply to CSOP projects only. For information about reporting requirements for CSOP + EA projects please refer to section 5 this document. 

4.1
Milestone Reports and Financial Utilization Reports

A. In order to arrange for monitoring of project milestones as detailed in the disbursement schedule in the project document, the Implementing Agency must provide UNDEF with the logistical details of the milestone activity two months prior to its occurrence. Logistical details include dates, location, contact names, agenda and any accompanying materials. The UNDEF monitor will contact the Implementing Agency directly to make final arrangements. The monitor will attend the activity, will take notes and photos and will collect materials. S/he will then compile the details from the monitoring activity and will submit to UNDEF a “Milestone Verification Mission Report”. In some cases, UNDEF may decide to conduct a desk review of milestone activity in lieu of sending monitors. In these cases, the Implementing Agency will be required to submit a MVMR, photos of the activity and any additional accompanying materials.  

B. When the milestone activity has been completed, the Implementing Agency should submit to UNDEF a Milestone Financial Utilization Report (FUR), certified by an independent and external auditor. The purpose of the FUR is to compare between project expenditures against the total project budget as agreed in the signed project document.
Projects are required to attach a short explanation in cases whereby there has been a change in the funding schedule or budget allocation.  UNDEF will review the FUR and will either approve the funding request or will revert to the project for further information or discussion. 

Any significant financial reallocation compared to the approved project budget requires prior UNDEF approval. For more details, refer to UNDEF revision and extension guidelines.

*** The milestone activities chosen for the project as per the signed project document should correspond to when a new tranche of funds is needed. Therefore, the Implementing Agency is responsible for informing UNDEF of any changes in the milestone schedule, which in turn affects the disbursement of funds. ***
4.2
Mid-term Progress Report
The Mid-term Progress Report must be submitted to UNDEF no later than 13 months from the project start date (as listed on the cover page of the signed project document).  The report should include detailed information on the status of project implementation including: the activities that have been completed and those in progress,  an update on funds utilized, and the achievement of project outputs, outcomes and any unforeseen changes in the project as compared with the signed project document. The report should also justify any changes made to the implementation of the project as compared with the signed project document. UNDEF will use this report to determine whether the project is making sufficient progress and to gauge whether any adjustments in scope, activities or funding are warranted. The Mid-term Progress Report template is available on the UNDEF website.   

4.3 
Final Narrative Report 

The Implementing Agency is required to submit a Final Narrative Report one month after the completion of the project. The report must include detailed information on project implementation, describing the achievement of outputs and outcomes as agreed in the signed project document. The report should also justify any changes made to the implementation of the project as compared with the signed project document and should outline lessons learned and best practices.  The Final Narrative Report template is available on the UNDEF website.
4.4
Final Financial Utilization Report 

A Final Financial Utilization Report, certified by an independent and external auditor, must be submitted no later than three months after the project end-date.  This report must include all relevant financial details including expenditures and any income or interest earned. The Final Financial Utilization Report (FFUR) template is available on the UNDEF website. 
4.5
End of Project Evaluation 
UNDEF is finalizing its evaluation strategy and will inform projects about the conduct of the project evaluations at a later date. However, in brief, for CSOP projects, UNDEF will either directly commission a project evaluation or will request the Implementing Agency to organize an independent evaluation using the funds retained by UNDEF for this purpose.

5.  Monitoring and Reporting Requirements for CSOP +EA Projects
For UN-Executed projects, please also refer to relevant agreements between UNDEF and the respective UN Agencies as applicable. 
5.1 Annual Substantive Progress Report 

In order to receive the second disbursement of funds, the EA must submit to UNDEF an Annual Progress Report (due by the end January of each project year), which includes detailed information on the status of project implementation including: the activities that have been completed and those in progress, an update on funds utilized, and the achievement of project outputs, outcomes and any unforeseen changes in the project as compared with the signed project document. The report should also justify any changes made to the implementation of the project as compared with the signed project document. UNDEF will use this report to determine whether the project is making sufficient progress and to gauge whether any adjustments in scope, activities or funding are warranted.  The Mid-term/Annual Substantive Progress Report template is available on the UNDEF website. This report should be accompanied by an Interim Financial Statement (see section 5.4).
.

5.2 Project Status Reports

In the event that the second disbursement of funds is needed before or after the Annual Substantive Progress Report as described in the previous section, the EA must submit a brief project status report together with a financial report (see section 5.4). This report will update the status of implementation as well as the current level of funding left in the first disbursement.  No specific template is required for the status report and a short paragraph sent by email to democracyfund@un.org will suffice. However, UNDEF may request additional information when needed. 
5.3 Final Narrative Report 

The Final Narrative Report should be submitted three months after the completion of the project.  The report must include detailed information on project implementation, describing the achievement of outputs and outcomes as agreed in the signed project document. The report should also justify any changes made to the implementation of the project as compared with the signed project document and should outline lessons learned and best practices. The report should also justify any changes and should outline the lessons learned and best practices.  The Final Narrative Report template is available on the UNDEF website.
5.4 Financial Reports
In accordance with the requirements of UN Secretariat Accounts Division, all UN-Executed projects must submit the following:

· Interim Financial Statement (for the period from the project start date through 31st December of the same year) to be submitted by 31st of January of each project year. The statement must be signed by the designated authorized representative at the UN Agency or Country Office (CO). It the same statement that needs to submitted to UNDEF should the second tranche of funds be requested before of after the Annual Substantive Progress report.
· Mid-term Certified Financial Statements (as of 31st December) by 31st May of each project year of implementation. To be signed by the authorized UN Agency’s financial person at HQ. 

· Final Interim Financial Statement: to be submitted three months after project end date or 27 months after the approved project start date. The statement should be signed by the designated authorized representative at the UN Agency or Country Office (CO)..
· Final Certified Financial Statement: to be submitted no later than 30th June of the year following the financial closing of project (i.e. 3 months after project officially ends). The Statement must be signed by the authorized UN Agency’s financial person (e.g. Controller) at HQ.  
To the exception of the Final Certified Financial statement, all above mentioned reports must specify the unliquidated obligations (ULOs) (i.e. funds committed but yet not expended). 

All reports must report interest earned on the project funds. 

Any significant financial reallocation compared to the approved project budget requires prior UNDEF approval. 
For more details, refer to UNDEF revision and extension guidelines.

5.5 Evaluation Reports 

The Executing Agency is responsible for conducting an evaluation at the end of the project. The cost of the evaluation is covered by the Executing Agency fee.  This evaluation should be carried out by an independent and external entity. Specific evaluation arrangements may have been documented in the respective project documents and in this case those arrangements should apply. UNDEF will also liaise with the EA, as necessary, to determine the best course for conducting evaluations.

Please also refer to our separate Evaluation Guidelines available on UNDEF website. 
6.  Project Extensions and Revisions
In exceptional circumstances, projects may seek approval from UNDEF to extend the duration of the project. Project extensions should be sought by using the Project Extension Request form. 
For projects that are extended 4 months or longer, an extension status report should be provided to UNDEF mid-way through the extension period i.e. at month six (6) of a twelve (12) month extension. No specific template is required; however the report should provide an update on the status of project implementation and disbursement of funds during the extension period.    
While changes that affect the scope (outputs, outcomes and objectives) of projects require a formal project revision request, changes in activities to ensure the achievement of an approved output do not require a project revision. However, these should be mentioned in the Mid-Term progress reports. For more information, refer to UNDEF Revision and Extension Guidelines.
Final reports will be due after the extension period has been completed in accordance with the revised project deadline. 

UNDEF REPORTING TIMETABLE 
These reporting requirements apply for projects under the following management arrangements:

- CSO-Implemented projects without Executing Agency (CSOP) (TABLE 1)

- CSO-Implemented projects with UN Executing Agency (CSOP + EA) (TABLE 2)

Where applicable, templates for the reports mentioned below are available under the 2nd Round Reporting Template section of the UNDEF website or simply by clicking on the name of the report below.

All reports should be sent to UNDEF project officer, with a copy to democracyfund@un.org. In addition, all UN financial reports (CSOP+EA) should also be copied to trustfund@un.org indicating the type of report and the project number in the heading.

	TABLE 1 – CSOP Projects 

	Report Title
	Prepared By
	Submitted By/To
	Deadline

	Financial Utilization Report (FUR)
	CSO and certified by an external Accountant/Auditor
	By CSO to UNDEF
	Completion of each Milestone (#2 and #3) 

	Mid-term Progress Report
	CSO
	By CSO to UNDEF 
	13 months after PSD (1)

	Final Narrative Report
	CSO
	By CSO to UNDEF 
	1 month after project end or 25 months after PSD (1)

	Final Financial Utilization Report (FFUR) template
	CSO and certified by an external Accountant/Auditor
	By CSO to UNDEF 
	3 months after project end or 27 months after PSD (1)

	Evaluation Report
	UNDEF in consultation with CSO
	By Evaluator to UNDEF
	After submission of Final Narrative Report

	
	
	
	

	Extension Status Report 

(if applicable)
	CSO
	By CSO to UNDEF 
	For extensions of 4 months or longer 1/2 way through extension period.


(1)The Project Start Date (PSD) is set by UNDEF according to the date of disbursement of 1st tranche of funds to the CSO or the UN Agency and is indicated on the cover page of the finalized Project Document.

	TABLE 2 – CSOP + EA Projects (2)

	Report Title
	Prepared By
	Submitted By/To
	Deadline

	Annual Substantive Progress Report
	UN Agency/CO in consultation with CSO
	By UN Agency/CO to UNDEF 
	By 31st January of each project year

	Project Status Report and Status of funds utilized to date
	UN Agency/CO in consultation with CSO
	By UN Agency/CO to UNDEF
	At time of request for second tranche of the grant (if Annual Substantive Progress Report timing does not correspond to the disbursement timing) 

	Interim Financial Statements                          (as of 31st December)
	UN Agency/CO and certified by authorized person
	By UN Agency/CO to UNDEF
	By 31st January of each project year and when requesting the second tranche of the grant

	Certified Financial Statements                           (as of 31st December)
	UN Agency/HQ and certified by authorized person
	By UN Agency/HQ to UNDEF
	By 31st May for the previous calendar year 

	Final Narrative Report
	UN Agency/CO in consultation with CSO
	By UN Agency/CO to UNDEF 
	3 month after project end or 27 months after PSD (1)

	Interim Financial Statements                         
	UN Agency/CO and certified by authorized person
	By UN Agency/CO to UNDEF 
	3 months after project end or 27 months after PSD (1)

	Evaluation Report
	Independent Entity (recommended)
	By UN Agency/CO to UNDEF
	3 months after project end or 27 months after PSD (1)

	Final Certified Financial Statement
	UN Agency/HQ and certified by authorized person
	By UN Agency/HQ to UNDEF 
	No later than 30th June of the year following the financial closing of the project

	
	
	
	

	UNDEF Evaluation Report

(if applicable)
	UNDEF in consultation with UN Agency/CO and CSO
	By Evaluator to UNDEF
	After submission of Evaluation Report



	Extension Status Report

(if applicable)
	UN Agency/CO in consultation with CSO
	By UN Agency/CO to UNDEF 
	For extensions of 4 months or longer 1/2 way through extension period.


(1) The Project Start Date (PSD) is set by UNDEF according to the date of disbursement of 1st tranche of funds to the CSO or the Executing Agency and is indicated on the cover page of the finalized Project Document.
(2) Additional requirements may apply for some UN executed projects and should be contained in an agreement signed between UNDEF and the UN agency/CO. For instance, UNDP executed projects will also refer to the agreement signed between UNDP and UNDEF[image: image1.png]
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