
	Checklist for Project Monitoring Report Issued by PAO IA


Report No: 
Institution issuing the report: 
Reporting period: 
Date of issue of the report:

	
	Yes/ No/ NA
	Comments

	Is the Monitoring Report compiled in the standard (prescribed) template available at http://www.vlada.gov.sk/phare/monitor_programov.html?
	
	

	Front Page
	-
	-

	Are all data filled in and updated as required by the template?
	
	

	Is the Report Number updated? (correct year indicated and progressive report number increased)
	
	

	Table of Contents
	-
	-

	Is the table on contents in place?
	
	

	Are the report's pages numbered?
	
	

	Do the page numbers in table of contents match the actual page numbers?
	
	

	Introduction
	-
	-

	Are all data filled in and updated as required by the template?
	
	

	Are all ongoing projects implemented by the Institution Issuing the Report (RDSA or NADSME) listed in introduction and monitored in the report? 
	
	

	Does the repeated information from front-page accord with the information in introduction?
	
	

	Executive Summary
	-
	-

	Is it kept succinct and to the point?
	
	

	Are actual problems or risks, best practice and lessons to be learnt identified?
	
	

	Are all relevant conclusions of the last Steering Committee or Monthly Meeting for the respective projects summed up?
	
	

	Glossary of Acronyms
	-
	-

	Are all acronyms from the report listed?
	
	

	Are they listed in alphabetic order?
	
	

	1. Project Basic Data
	-
	-

	1.1 Financial Data in €
	-
	-

	Are all required data filled in and updated?
	
	

	Does the date of planned full contracting match the schedule indicated in the project fiche?
	
	

	Is one of the cells, either full contracting estimated or full contracting actual, blank?
	
	

	Are contracting and disbursement deadlines filled in according to the financing memoranda (or its amendment)?
	
	

	Are financial data filled in according to the Perseus to the cut-off date of the report?
	
	

	Are data on co-financing filled in?
	
	

	Is the allocation (Phare or co-financing) a reference number (100%) for calculating the percentage of actual contracting and disbursement?  
	
	

	1.2 Risks, Assumptions and Conditions
	
	

	Are all risks, assumptions and conditions as listed in the project fiche, terms of reference, etc. followed-up?

(Those risks, assumptions and conditions that have been previously followed-up as not relevant shall be not repeated)
	
	

	Are all actual risks, assumptions and conditions not mentioned in any official documents included?
	
	

	1.3 Administrative Changes
	-
	-

	Are all administrative changes undertaken during the monitoring period mentioned?
	
	

	2. Monitoring Data
	-
	-

	2.1 Monitoring of Contracts and Delays
	-
	-

	Are all contracts listed?
	
	

	Is current activity conducted under respective contract indicated?
	
	

	Are financial data filled in according to the Perseus to the cut-off date of the report?
	
	

	Do the date of planned contracting match the schedule indicated in the project fiche?
	
	

	Is the actual contracting blank in case the contract has been not signed so far?
	
	

	Are all deviations that occurred during the monitoring period (delays, reallocations, project modifications, etc.) in project, contract or activity indicated together with their impact and, where applicable, corrective actions taken or proposed?
	
	

	2.2 Achievement of Objectives?
	-
	-

	Are all indicators listed according to the project fiche and terms of reference?
	
	

	In case indicators cannot be measured, have you described the achievements of results and objectives in verbal form in remarks cell?
	
	

	2.3 Monitoring of Co-financing
	-
	-

	Are data filled in?
	
	

	Are co-financing figures without VAT?
	
	

	Do the financial data match those indicated in part 1.1 Financial Data?
	
	

	Have you provided sufficient comments (clarification) on co-financing in case co-financing contracting is lacking behind the Phare funds contracting?
	
	

	Is it clear from the table how the Institution Issuing the Report has met (co-financing contracted) or will meet (co-financing not contracted) its obligation to co-finance the project? 
	
	

	3. Conclusions
	-
	-

	Are conclusions concise stating achieved objectives (results), identifying lessons to be learnt or negative experience to be avoided?
	
	

	Are any problems in project implementation mentioned in previous parts of the report summarized and corrective actions mentioned? 
	
	

	4. Proposed corrective actions for decision by SMSC and update on IE recommendations
	-
	-

	4.1 Proposed corrective actions for decision by the SMSC
	-
	-

	Is sufficient update on corrective actions agreed by previous SMSC provided? (fulfillment of corrective actions already reported in previous monitoring report shall be not repeated)
	
	

	Are new corrective actions proposed for projects where problems have been identified in the MR?
	
	

	4.2 Update of recommendations of the IE follow-up table?
	-
	-

	Is sufficient update on IE recommendations recorded in the follow-up table provided? (fulfillment of recommendations already reported in previous monitoring report shall be not repeated again)
	
	

	Annexes
	-
	-

	Annex 1: Contact List
	-
	-

	Are all stakeholders listed with correct and updated contact details?
	
	

	Annex 2: Sources of Information
	-
	-

	Are all relevant documents linked to the respective projects listed?
	
	

	Annex 3: Agenda
	-
	-

	Are last and next Monthly or Steering Committee meetings indicated?
	
	

	In case of irregular frequency of the above meetings, is a proper clarification/ justification provided under the table?
	
	

	General
	-
	-

	Is decimal point (instead of Slovak comma) used in figures?
	
	

	Is the footer of the report updated?
	
	


1. Monitoring Report prepared by   ________________       _____________






                           

   (name)
         (signature)   

2. Monitoring Report checked and approved by PAO IA on     ___/___/____    ________________       _____________






                                            (name)
                      (signature)  
 

Project monitoring report is e-mailed by the PAO IA to the ACU (pahre@government.gov.sk) within 14 days from the cut-off date of the report. A side letter together with the checklist is faxed to the ACU (5443 0056) within 14 days from the cut-off date of the report.
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