PARMO General Guidance and Checklist for Country and Regional Offices’ 

Review and Clearance of Donor Reports
	Country:
	Project/Programme Name:
	Donor:
	Grant:
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	YES
	NO

	Timeliness
Timely submission of quality donor reports is one of the main accountabilities UNICEF has with respect to maintaining good relations with its donors based on transparency and efficiency. Future funding can be ensured only in as far as donors are content with the reports we provide. UNICEF country representatives have primary accountability for quality and timely reporting to donors. Timetables for donor reporting need to be a part of annual management plan and reviewed frequently. Donor report schedule monitoring tools available in Briefing Book Reports can be used to create early warning systems and performance monitoring on timely donor reporting.

	1. Is this report being submitted within the agreed deadline?
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	2. If not, explain and provide any formal agreement on deadline extension

	3. If this is an input for a consolidated report, is the report submitted early enough to allow other organizational units to consolidate the report and submit it to the donor on time?
	
	

	Format
Format of the donor report is important. It should be in accordance with the UNICEF Brand Tool Kit and its overall look and feel should be that of a professional publication.[image: image4.png]




	4.  Does the report have a cover page?
	
	

	5. Has the cover page been laid out according to the correct format and does it include the following elements:
	
	

	· UNICEF logo and Country Office identification
	
	

	· Picture with photo credits to attract readers interest
	
	

	· Title of project(s)/programme(s)
	
	

	· Report date
	
	

	6. Is the cover page consistent with that of the previous report(s)?
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	7. Is the technical information available anywhere in the report, such as : contribution reference, period covered by the report, assisted country, programme or project title, donor name, date of the report, report type etc. 
	
	

	8. Does the report have a table of contents?
	
	

	9. Does the report have a list of acronyms?
	
	

	10. Does the body of the report have a logical structure and sequence of elements?
	
	

	11. Is donor feedback form attached to the report with UNICEF contact details?
	
	

	12. Does the report include expression of thanks?
	
	

	Content
Depending on the donor or the specific report type, a donor report may be required to have different elements, however there are a number of standard elements that each good donor report must have either as separate sections or mentioned in the narrative. 

	12. Does the  report being reviewed include at minimum the following elements:

	· An executive summary? 
A brief summary of country and related regional situation analysis, update on the situation of children and women, and key results achieved.
	
	

	· Analysis of issues addressed by the programme/project?
Description of the problem being addressed by the programme or project. Who is affected (geographic location, numbers and gender, age consideration)? How are the rights of children and women addressed by the programme? Why is the programme/project strategic for UNICEF?
	
	

	· Results achieved?
Accurate description of the results accomplished thanks to the donor’s contribution during the reporting period. Measurable achievements (number of persons assisted, geographic coverage and other statistical information). Main activities undertaken, implementation constraints, lessons learned and main contributions by UNICEF partners. Achieved results compared to the planned objectives, proposal and/or previous report(s). 
	
	

	· Future Work Plan?
Description of priority actions/activities to be undertaken during the next reporting period, using the balance of funds available. Adjustments to the strategies as a result of the any review/evaluation.
	
	

	· Fund Utilization Report?
Briefing Book reports (pbautil20.imr or pbautil30.imr)
	
	

	Quality of the narrative
Donors are subject to scrutiny by the public, parliamentary committees and auditors. They are accountable to their constituents to ensure that UNICEF uses their funds as agreed. UNICEF is legally bound to submit donor report on the use of donors’ contributions. It is in the best interest of UNICEF to produce donor reports of highest quality which accurately analyse the results achieved with donor’s contribution and in this way, to meet donors’ expectations and its own accountability and quality standards.

	18. Does the report mention how the project/programme results contribute to the achievement of national goals/ MDGs / MTSP organizational priorities?
	
	

	19. Does the report state both the successes and shortcomings encountered in the implementation?
	
	

	20. Does the report identify the constraints and possible solutions/opportunities?
	
	

	21. Were the funds utilized in accordance with the purpose agreed and specified in the proposal or agreement?
	
	

	22. Can described results link back to the original intent of the project? 
	
	

	23. If not, explain any significant variances between original project proposals and actual outcomes and financial performance?

	24. Is the report consistent with the previous report?
	
	

	25. For projects with funds not yet fully utilized, does the report specify the actions and activities planned for the next period?
	
	

	26. Does the report contain a comparison between planned and achieved results?
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	Fund Utilization Report 

Accurate and up-to-date fund utilization report should be attached to every donor report and should be comparable to the breakdown of planned activities and budgets presented in the proposal. Descriptions of the activities should be clear, meaningful and appropriate to the statement of achieved results.

	27. Is the utilization report consistent with the activities planned in the relevant proposal?
	
	

	28. If the report follows a previous report, does it contain a cumulative utilization report?
	
	

	29. Are the descriptions in utilization report clear and jargon-free?
	
	

	30. Do they appropriately reflect the activities that were funded from this donor’s contribution and in accordance with the project proposal?
	
	

	31. Does the utilization report show the balance of funds still available?
	
	

	In addition to this general checklist, for preparation and review of the following specific donor report types please use the guidelines which can be accessed by clicking on the each corresponding link

UNDG Standard Progress Report
Country-Specific Thematic Report
Consolidated Emergency Report
CERF reporting Guidance
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