POSSIBLE SAMPLE FOR CICA PROJECT REPORTING TEMPLATE
(for final project report)

I.	Basic Data

	Project Title:

	Project № 

	Proposed Member State:

	Implementing Agency (Project Operator):

	Receiving Member State (Beneficiary):

	Project Manager and his/her contact data:

	Project Timeframe (starting and ending date):

	Total Financial Requirements (in USD):



II.	Project Summary

	Executive Summary
	•	Recall briefly the project objective, the desired results and activities.
· Describe briefly the operational context in which the project took place from the start date until completion date. 
· Summarize the project performance, focusing on    the main achievement and main conclusion.




III.	Results and Performance

In the sections below, use the self-evaluation findings and conclusions to substantiate your assessment of achievements.

	Achievement of the Objective and project impact
	Describe to what extent the project Objective was achieved and the impact from the project by answering the following questions:

· To what extent was the project objective achieved? 
· How did the results influence the beneficiaries?
· What are the long-term benefits resulting from the project?
· What were the major factors influencing the achievement or non-achievement of the project objective?
· What was the influence of external factors (negative, positive, little/no influence), such as changes in policy legislation, general economic and financial conditions?
· Did the project produce unintended effects? Why did these unintended results (positive or negative) happen?


	Effectiveness of the project results
	Describe to what extent the project Outcomes (Results) were achieved? Provide an overview of all results delivered by the project including by using Key Performance Indicators (KPIs) set at the start of the project: 
· Have all results been delivered? If not, to what extent?
· How the direct and indirect benefits of these results be observed?
· Is it recommended to try to identify other ways to achieve the results?
· Did unforeseen issues impact the project activities and results? How were these unforeseen risks managed?

	Efficiency of operations
	Describe to what extent the project results were obtained at reasonable cost with minimum waste of effort, time, money and skills, by answering the following questions.

· Were human, financial, material resources adequate in terms of quality and quantity to achieve project results and made available on time? (e.g. timely recruitment, procurement, smooth logistics and delivery)? 
· Did the concerned states contribute to efficiency of the project (e.g. tax exemptions, VAT exemption, in-kind contribution such as facilities, office, venue and staff)?
· Was the budget adequate? Was the spending commensurate with the delivery of activities and achieving results?
· Is it possible to deliver the same or similar results with different activities at a lower cost?


	Sustainability
	Describe to what extent the benefits of the project are likely to continue by answering the following questions:

· Are the results likely to be sustained in the future? 
· Did national/regional/local authorities, civil society take ownership of the results of the project? Did they assume economic, financial responsibilities to ensure results are sustained?
· Is it possible to objectively confirm that the project contributed to lasting institutional capacity (adequate and trained staff, sufficient budget and equipment, technical, financial, managerial capacity to sustain the benefits)?



IV. Overall Project Performance

Draw your main conclusions regarding overall project performance and its implementation. Try to briefly answer if the right project strategy was implemented, if it was implemented in the right way, and whether or not there are better ways to solve the same problems.

V.	Horizontal issues

If applicable, specify and describe here the project’s contribution to cross-cutting issues which had an impact on the project or would be of relevance to any follow-up such as:

· Participation and ownership; 
· Government support;
· Environmental sustainability;
· Socio-cultural suitability;
· Effects on vulnerable groups (e.g. youth, the elderly, minorities), and 
· Donor visibility.

VI. Recommendations and Lessons Learned

· Outline your concrete recommendations for follow-up projects or needs. 
· Outline the positive and negative lessons learned. 
· Are substantive revisions of similar projects or replication of this project elsewhere recommended? State the justification.


VII. Financial and Administrative Report

· Attach the final financial report in the form of a table with as detailed breakdown of all incurred expenditures and savings, including staff costs (e.g. salaries, consultancy/expert fees, etc.), operational costs (e.g. travel/accommodation costs, conference services costs, transportation costs, vehicle rent, hospitality, etc.), asset/equipment costs (e.g. IT hardware/software, printed material, office furniture/supplies, etc.), as well as received in-kind contribution of any type.
· Summarize resources used, including staff, assets/equipment etc. (attach resource schedule, if available). 
· Provide information on the current or future status of assets (handed over/saved/sold etc. (attach schedule on status of the assets, if available).

VIII. Attachments

Enclose all additional relevant information. Documentation validating the assessments made above should be linked or attached.
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