BSF Project Completion Report  ……….(name Lead Agency)                               Version …(date)


Template for Project Completion Reports – INSTRUCTIONS

(Delete this front instructions page when complete)

1. The soft copy of the draft Completion Report, including relevant annexes, should be sent to the BSF Secretariat in Juba at the latest 1 month after the contract end date – i.e. 31st July 2010
2. The main text of the Completion Report must be a maximum of 10 pages – i.e. excluding the Title Page, Table of Contents page and annexes 

3. Format: 

a. Font: Arial, size: 11

b. Line spacing: 1.15

c. 2.54cm margins (MS Word standard)

d. Left justified
4. Header/Footer:
a. Provide and fill in a Header with: 

BSF Project Completion Report of ……….(Lead Agency name)                        Version (number) Date 

b. Provide and fill in a Footer with

Lead Agency name plus page number

for all pages, except the front page and the annexes

5. Annexes: 
Include any supportive data that is not necessary in the main body. 
For example, include population data, water quality and other information.

Title Page

Basic Services Fund of the Government of Southern Sudan

Project Completion Report

BSF intervention of …….(lead agency)
Date
	Name of Lead Organization
· Partner 1
· Partner 2
· Etc.
	

	
	

	
	

	Address of Lead Organization
	

	Grant Contract Number
	

	Contract Amount
	

	Contract Start Date
	

	Project Location(s)
	

	Main outputs/activities
	

	Responsible Person (for report) including contact data (mobile and email address)
	


	Executive Summary Recommendations (2 pages) 

Concise summary of main issues and recommendations for attention of decision makers, by sector and by location (State, County, Payam)

· Primary Education

· Primary Health

· Water and Sanitation 

· Training (separate the training achievements against the targets, if any, as per project document). 

Recommendations should be based on lessons learned of the lead agency and consortium members during implementation. 

We challenge agencies to identify at least one weakness of their own project in this section and to detail how they carried out corrective action.




	Table of Contents (include list of annexes) and Abbreviations  (1 page)

 Please limit abbreviations to those that are frequently used in the report and leave out all those that are repeated only once




	Background (0.5 - 1 page) 

Summarize the background to the project, in particular previous interventions in Sudan and how this project builds upon previous work. 




	The BSF intervention (6 pages)

List project activities and achievements per sector and by location (State, County, Payam) against targets. 

Pay particular attention to training and make clear what capacity building activities were carried out and what has been achieved. 

Provide listing of the main observations and recommendations of the BSF Secretariat
 and specify what actions were taken (incl. lessons learned).

Provide in annexes information on type of training and number of trainees, disaggregated by gender, length of a training (number of days), etc.




	Finance (1 page) 

Provide a summary table of budget
 against expenditure.  

Provide the final invoice / expenditure template in an annex. 

Briefly explain if overall project expenditure, or expenditure in any area, exceeded or fell short of the funding awarded. 

Provide details on funds from other sources, and how were these funds used.




Annexes (include as relevant):

a. Logframe 
b. Completed target and achievements table – follow logframe 
c. Project staff and positions as appear in the budget lines (not for staff of health facilities)

	Budget line
	Position
	Name
	From (dd.mm.yy)
	To (dd.mm.yy)

	
	
	
	
	


d. Final invoice, showing original budget and the revised budget(s) columns 

e. Listing and handing over of all assets as circulated by BSF secretariat

If already handed in to BSF secretariat, please confirm with your monitor that certificates have already been handed in.
f. Listing and handing-over certificates of constructed schools, health facilities and / or boreholes:
a. Schools handed over to government / local organization
b. Health facilities handed over to government / local organization
c. Boreholes handed over to community

If already handed in to BSF secretariat, please confirm with your monitor that reports have already been handed in, see also comments column in the water points table.
g. Print out of Primary Education information – BSF database – to check whether your records are complete. The tables will be sent around. The soft copy should also be sent to the BSF Secretariat

h. Print out of Primary Health information – BSF database – to check whether your records are complete. The tables will be sent around. The soft copy should also be sent to the BSF Secretariat

i. Print out of Water Points information – BSF database – to check whether your records are complete. The tables will be sent around. The soft copy should also be sent to the BSF Secretariat and should include:
· Copy of water quality testing reports of new water points

· Copy of borehole completion reports

· Copy of geophysical survey report

j. Print out of Latrine information – BSF database – to check whether your records are complete. The tables will be sent around. The soft copy should also be sent to the BSF Secretariat
k. Print out of Training Tables – BSF database.  This is the table submitted for QPR2-2010. The soft copy should also be sent to the BSF Secretariat 
l. Include human interest stories (max 1 A4 per story, including one or two pictures) of your organization (of the BSF funded project), if available.

PLEASE SEND TWO HARD COPIES AND 1 SOFT COPY (the soft copy may exclude the handing over certificates, water quality and completion reports, but should include the database tables).
� Refer to relevant monitoring reports or main communications


� Original contract budget plus (if applicable) revised budget (only when total budget amount was changed during implementation)
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