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Background

Undertaking reporting is a contractual requirement of all sponsors and donors, they are also useful for future reference.  The TUC requires narrative and financial reports for each initiative it funds consisting of an interim report, an annual report (not always required) and a final report.  This is because it is:

· an important part of the implementation and monitoring requirement that contributes towards the achievement of the initiative’s purpose and outcomes 
· it is also necessary for the TUC to hold this information so that it can adequately report to our affiliates, their members and our external funders such as the UK Department for International Development
The TUC would like to bring to the attention of the Staff charged with the implementation of the initiative the following guidelines on financial management and reporting.
· The Project Co-ordinator is responsible for putting in place, in consultation with TUC, appropriate and adequate administrative arrangements to ensure proper accountability of all incoming and outgoing resources of the Project.
· A correct and true statement of the project expenditure and balance should be reported.

· All supporting documentation – original receipts, invoices, bills etc – should be attached to the Statement of Accounts. The Project Co-ordinator is required to ensure that photocopies of all supporting documentation are kept in the Project Office.

These guidelines contain:

Section one: 

Key information

Section two: 

Introduction

Section three: 
Purpose, outcome/expected results, indicators

Section four: 

Activities

Section five: 

Financial report

Section six: 

Implementation and Administration

Section seven:
 
Conclusion and lesson learning

Section eight: 
Future plans

The total report should be no more than TEN pages long.
Annual Report
	Section 1: Key information

	Project title: 

	Name of the implementing organisation(s):

	
	

	Country:

	Project period:

	
	

	Project coordinator:

	Reporting period



	
	

	Approved budget and project expenditure to date:
	


	Section 2: Introduction

Please give a brief background to the report.  Include major internal or external developments issues and events that have directly or indirectly affected implementation during the period under review.  These might be internal or external political, organisational changes and may be favourable or adverse.  Please also include a summary of how the project has effected/impacted on the internal or external situations in the union/economy/country.

	a. General developments affecting the initiative:



	b. External developments affecting the initiative:


	c. Internal developments affecting the initiative:



	d. Effect/impact of the project on the internal or external situations in the union/economy/country:




	Section 3a: Purpose, outcomes/results, indicators

	Review of achievement of purpose and outcomes (insert the wording of the original purpose, outcomes/expected results below)
	To what extent has the project purpose, outcomes/expected results and indicators achieved?  These should be quantified and summarised (based o numbers) and/or qualified (based on analysis).  What were the main contributing factors towards their achievement?  What were the effects on gender relations?  What were the major problems encountered?  Please compare your baseline 
information with information collected as part of your monitoring activities to provide evidence to back up your claims. Please provide supporting evidence of progress i.e. documents produced, website links and case studies
 

	Original Purpose x:

	

	Original Outcome/expected results/indicators x:

	

	Original Outcome/expected results/indicators x:

	

	Original Outcome/expected results/indicators x:

	

	Section 3b: Provide a general summary of what difference the initiative made to your trade union or organisation, including on gender equality?  How has the project changed the target group’s awareness, skills, knowledge, behaviour, attitude etc.  How has the initiative impacted on employers, the public and/or government etc…?  Please compare your baseline information with information collected as part of your monitoring activities to provide evidence to back up your claims. Please provide supporting case studies that show the difference that the initiative has made. 

	


	Section 4a:

Activities report
	Actual
	

	
	Qty
	Participants
(m=male f=female)

(x = no y=yes)
	Date 
	Remarks including: unimplemented and unplanned activities, reasons for deviation in implementation 

	1. Seminars
	
	M
	F
	Total
	
	

	xx
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	

	2. Workshops
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	

	3. Training
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	

	4. Meetings
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	5. Conferences
	
	
	
	
	
	

	xx
	
	
	
	
	
	

	Subtotal
	
	
	
	
	
	

	Grand total
	
	
	
	
	
	


	Section 4b: Activities report continued

	Other activities such as research, publications etc…
	Please state what activity has taken place, the title, date, if any printing is involved, the numbers printed.  Please also include remarks on unimplemented and unplanned activities, reasons for deviation and delays in implementation. Please provide copies of any documents produced since your last report to the TUC, as supporting evidence or links to the documents online.

	
	

	
	

	
	

	
	

	
	

	
	


	Section 5: Administration

	Name and role of key people involved in activity implementation and any difficulties  encountered in the performance of tasks
	

	Name and role of key people involved in administration of the initiative and any difficulties encountered in the performance of tasks
	


	Section 6 Financial Report: The financial report should be coherent with the content of the project plan.  Please provide the information on a separate sheet provided to you in excel format and include explanatory notes, whenever necessary on some of the issues in the report such as substantial deviations (more than 10% difference in an activity) from the original budget.

	Activity
	Original

Budget
	Actual expenditure
	Balance 
	Please explain here reasons for any significant deviation (more than 12% difference in an activity) from the original budget

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Section 7a: Conclusions / lesson learning on effectiveness and implementation: Please include here any major lessons learned regarding your effectiveness and the implementation of the initiative.  Were you effective? What could have been done differently and how?  Were the problems/needs correctly analysed?  

	

	Section 7b: Conclusions / lesson learning impact on target group and sustainability: Please include here any major lessons learned regarding the success of the initiative, the target group and the sustainability of the achievements.  Where did you grow/improve and what contributed to that growth/improvement?  What considerations are there regarding the financial sustainability of the trade union(s)/organisations involved?  What are the ideas on follow up?  Are there any concrete plans?

	


� Base line surveys are a form of research which collects and analyses data on the existing situation.  The information can assist with planning and also provide a benchmark to measure progress.  i.e. before implementing an organising campaign, a baseline survey collects information on the number of workers employed in an area, how  many are already organised, the gender balance and any results from previous organising campaigns.  It might also collect information on the attitude of workers to trade unions, the grievances they face and experiences of rights violations.  Another example might be to undertake a survey of participants before training has taken place to find out what knowledge, skills, participation and confidence levels exist within the target group.  Once activities are underway or have finished, a similar exercise of measurement can then be undertaken and compared with the original baseline in order to find out difference the initiative made and compare.


� � Case studies can be produced to show either the impact of the initiative on individual people or a group of people as a result of activities.





TUC Development Cooperation annual reporting guidelines


