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Guiding Note

This is the new monitoring report format for the Basic Services Fund-Interim Arrangement (BSF-IA). 
It is based on the format for Round 3 BSF Grants (BSF - Phase 2), but is now closer to standardized GoSS Ministry reporting formats and is formatted mainly in MS Excel for ease of completion.  
The format is as follows:
· Give basic information, narrative details of activities conducted against logframe headings and any further narrative you might like to add in the MS Word format below.

· Fill in ANNEX 1 and all other annexes relevant to your sector in the MS Excel formats attached. 

· Return both the MS Word report and attached MS Excel annexes in soft copy by email to your BSF Secretariat monitoring officers.
Some notes for guidance when filling in the forms:

· All requested figures are for the last quarter, which means the quarter you are reporting on in this report. 

· In the MS Excel annexes, fill in one row for each school, health facility, water point, latrine or training session.  

· Where drop-down menus are provided, please select one of the categories given. 
· Where formulae are provided, do not alter these – the columns will automatically complete themselves.

· Unlike in previous reporting formats, please report on both long term and short term trainings in the training sheets of your sector-specific annexes.  The drop-down menus include all categories of training.   
Additional documents to submit

· Attendance lists for trainings, signed by the participants.

· Copies of all submitted geophysical survey (to be submitted to Secretariat before drilling starts), borehole completion reports (including test pump readings) and water quality reports.

· Copies of relevant baseline studies (e.g. KAP-surveys, area assessments, etc) if conducted.
· Copies of any capacity building plans/strategies for the transition of the health facility/school/water point to the government or other institution, if produced.
1 Narrative reporting of activities
	Basic Information 

	Name of Lead Agent
	

	Name(s) of Consortium Member(s)
	

	Project title
	

	Contract amount (GBP)
	

	Contract start date
	

	Project locations (State, County, Payam)
	

	
	

	
	

	Submission date of this report
	


	Narrative reporting by planned activity for the last quarter: 


	Activities 
(please list all as per Logframe, even if no action in this quarter)
	QPR (Year)-(Quarter)

(Please shade those months where activity took place)
	Description of results 
(Please describe actions taken, especially with reasons why planned results were deviated from)

	
	(Month)
	(Month)
	(Month)
	

	Activity 1.1:
	
	
	
	

	Activity 1.2:
	
	
	
	

	Etc.
	
	
	
	

	EXAMPLE- 
PLEASE DELETE:
Construction of 24 classrooms at 3 new school sites
	July
	August
	September
	Site planning with SMoE, CED and communities in August; contracts tendered on 17th August; contracts awarded on 10th September; contractors moved to sites in mid-September; communities began site clearance in mid-September.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Add rows as needed
	
	
	
	


	State level meetings (fill in one table per state worked in)

	State: (Name of State)

	No. of meetings with State authorities
	


	County level meetings (fill in one table per county worked in)

	County: (Name of County)

	No. of meetings with County authorities
	


Add state and county tables as needed
Additional comments / implementation issues:

Please give below additional comments and or describe the implementation issues that arose in this quarter.
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2 List of annexes (attached in Excel)

· All organisations submit ANNEX 1

· Organisations engaged in Education activities submit ANNEX 2

· Organisations engaged in Health activities submit ANNEX 3

· Organisations engaged in WATSAN and Hygiene Promotion activities submit ANNEX 4

· Submit ANNEX 5 as relevant

ANNEX 1:
County statistics
ANNEX 2:
PRIMARY EDUCATION Reporting Tables

ANNEX 3:
PRIMARY HEALTH Reporting Tables

ANNEX 4:
WATSAN and Hygiene Promotion Reporting Tables

ANNEX 5:
Any further documents / photos / etc. 

















Imagine the result

