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• Importance of Reporting and Monitoring

• Monthly Progress Report

• Activity Report

• Project Completion Report
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• Observation of the physical and financial progress and following-up the 

results obtained, the collection and measurement of the information 

regarding the project.

• Monitoring will be done via reporting as well as site-visits in the 

COMCEC Project Funding. 

• Reporting aims to measure how much of the project activities are 

completed.

• Also, it aims to determine the achievements and problems during the 

implementation of the project.

Importance of Reporting and Monitoring
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• Corrective actions can be taken for problems and risks with the help of 

reporting.

• The CCO and Bank could inform the Project Owner for timely decisions 

to support implementation.

• Funds will be transferred following the reporting of the progress in the 

project (such as time-sheets, progress reports).

Importance of Reporting and Monitoring
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Monthly Progress Report

• Monthly Progress Report summarizes the technical progress of the project 

activities in the respective month. 

• It also includes details such as the problems encountered, the measures taken, 

and preparations for the next month.

• The Bank and the CCO follow the progress regarding the project activities 

through Monthly Progress Report.

• In case of any problem, report enables the CCO and Bank to intervene timely.
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• Monthly Progress Report is prepared and signed by the Project 

Coordinator and signed by the Responsible Authority

• Contact Person checks the Monthly Progress Reports (The Contract, 

Section 2.10).

• Payments are made based on the Monthly Progress Reports (The 

Contract, Section 1.2).

Monthly Progress Report
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Activity Report

• Activity Reports are to be prepared for the activities such as Training, Workshop, 

Seminar and Study Visit within two weeks after one of the activity is successfully 

completed and sent to the CCO for approval.

• Aim of the Activity Report is to evaluate the success of the activity. 

• Activity Reports also provide input for the Project Completion Report.

• Project Coordinator is responsible for drafting Activity Reports (The Contract, Section 

2.11).

• Trainer(s) is/are responsible for  contributing to the preparation of the Activity 

Reports ( if available).
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Activity Report
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Activity Report
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Activity Report
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Activity Report
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Activity Report
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Activity Report
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Activity Report
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Activity Report
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Project Completion Report

• The Project Completion Report is a closing report that provides general information on project 

activities and outputs. It aims to provide comprehensive information for third parties.

• The Project Completion Report is prepared within two weeks after all activities are successfully 

completed and sent to the CCO for approval. 

• It is prepared and signed by the Project Coordinator and signed by the Responsible Authority.

• Project Coordinator is responsible for drafting Project Completion Report (The Contract, Section 

2.11).

• Contact Person checks the Project Completion Report (The Contract, Section 2.10).

• Last payments will be done after approval of the Project Completion Reports.
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Project Completion Report
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Project Completion Report
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