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                                                                ANNEX B
Narrative and Financial Reporting

Reporting Instructions

· Please fill out the entire report where applicable. If a section is inapplicable mark “NA”;

· The progress reports are to be submitted upon request. The annual and final reports are to be submitted within 3 months of the end of each payment year;

· No section of the narrative report should exceed half a page;

· Relevant receipts and invoices for individual expenses should be submitted only if specifically requested;

· If this is the final report: it should include an auditor's statement of approval from a registered accountant or a similar document; 

· A separate form has been filled in for each different currency;

· The Organization is responsible for keeping copies of receipts for all currency transactions;

· The report is to be filled in English and submitted including material stemming from the project implementation (see the Products developed section of the Narrative Report Form) to ejfund@gmail.com. In case the auditor’s statement of approval or the above mentioned material can not be scanned and sent electronically, the report including all attachments is to be sent also by fax to 972-2-6443429 (Attention: Adv. Arie Zuckerman) or by mail to Adv. Arie Zuckerman (c/o Norman Platt), Kaplan St. 2, Tel Aviv, Israel.

Narrative and Financial Reporting Form

NARRATIVE REPORT FORM
Date:________________

Project Title:
      


The Organization:

Representative:

Contact information: 

Grant Awarded:  

Period for which the grant was awarded:  

Goal and objectives of the project 


This part is indicating the goals and objectives as stated in the proposal. We prefer you to write them in bullet points.
Methodology and strategy:



Please describe the methods of your work during the project implementation. 

Achievements/Outcomes (please give specific examples when possible):


Describe the results and outcomes reached and compare them to the indicators you mentioned in the proposal. Progress Report (in multi-year projects) should describe how the project has been implemented so far. Report what activities have been accomplished, any problems that have been encountered, how the money has been spent to date, and any changes in implementation from the approved proposal. In the Final Report please describe the project’s successes in achieving its objectives. It should explain what was accomplished, what problems were encountered during implementation, any information that is available for public dissemination and any model value of the project. 
Products Developed:

Please list the products developed within the time frame of the Project. Attached all possible material stemming from the project implementation to the Final Report, for example pictures of actions, evaluation reports, participant lists, posters, leaflets, newspaper articles, tapes with radio-shows etc…

Important: In all printed materials you are obliged to note the following sentence “This project is implemented with the financial support of the European Jewish Fund”. 

Follow Up

Please give some explanations about the up coming activities, which will follow up. You should explain the up coming activities in the second phase of the project and their implementation timing if this is a Progress Report. We expect you to write about the future plans, which will follow up the current project if this is the Final Report.
PROGRESS AND FINAL FINANCIAL REPORTING FORM
	Title of Project:


	Name of Organization & Mailing Address:
	Representative:

	Phone:
	Fax:
	E-mail:

	Please check the appropriate box:

Progress Report               Final Report

Reporting period from __________ to __________


a. Please list and briefly describe the actual expenses in local currency made during the current reporting period. Relevant receipts and invoices for individual expenses should be submitted only if specifically requested. Each invoice should have a reference number. This reference number should also be written on the copy of the receipt or invoice.

b. Please leave the last column blank. The Financial Officer will use that column for calculations. 
c. If you spent money in more than one currency you must fill out more than one form. This form should be filled in one currency only.
CURRENCY OF THIS FORM ____________

	Salaries/ Stipends (for staff working on project)
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Equipment 
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Travel (Travel costs paid to awardee, experts/consultants involved in the project, or workshop participants)
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Per Diem (or hotel and food costs)
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Supplies
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Consultants/Contracted Personnel (Fees paid to consultants or other personnel whose temporary employment relates to the project)
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Publication costs (printing, reproduction, layout and design of materials related to the project)
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Translation services (oral translation or translation of documents)
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Communications costs (telephone, fax, email, postage, web, related to the project)
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Other direct costs (please specify)
	Actual Expenditure
	Financial Officer’s comments (leave empty)

	
	
	

	
	
	

	
	
	

	
sub-total
	
	

	
	
	

	Total
	
	


CURRENCY EXCHANGED 

Please list all currency exchanges conducted with the funds you received during the current reporting period of this project. Copies of receipts from a bank or other authorized agency for the currency exchanged from granted funds should to be submitted only if specifically requested. If you are reporting different currencies clearly show the currency received.

	DATE
	CURRENCY EXCHANGED AND AMOUNT
	CURRENCY RECEIVED AND AMOUNT
	RATE OF EXCHANGE

	
	
	
	  

	
	
	
	

	
	
	
	

	
	
	
	


SOURCES OF FUNDING
Please list all sources of funding for the project including amounts granted.

IMPORTANT NOTE:

With the submission of final financial report, you are obliged to approve the whole amount of the awarded project (100%), and the EJF will retroactively pay the last installment.

	___________________________________________________  ______________________

                                    Representative’s name and title                                                  Signature

Date:________________




