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2. Introduction


Oxfam Novib strongly believes that planning, monitoring and evaluation should be a continuous process. These Guidelines describe in more detail what is expected from the reports submitted to Oxfam Novib. The reports should enable us to monitor the Financing Agreement in the course of its implementation. The objective of our monitoring is threefold: 

1. To enable us to make an interim assessment of the progress made in the results of the Project, so that we can make adjustments in our appraisal of the opportunities and principal risks. Of course, the monitoring exercise will also enable you to consider making any necessary adjustments in your Project's objectives and activities.

2. To account for the spending of the funds provided. 

3. To use the results and lessons learnt by Counterparts for campaigning, fundraising and public accounting.


These new guidelines coincide with the introduction of a risk management appraisal methodology in Oxfam Novib in 2003/2004. These guidelines are to be used in conjunction with the Financing Agreement and the General Conditions, which have also been revised recently. The General Conditions include a Glossary of Terms defining the most important concepts used by Oxfam Novib in this document.

As a rule, you report to Oxfam Novib once every project year on your Project's progress. 

1. The Progress Report, containing a narrative and a financial section, must be received by Oxfam Novib within three months of the end of the project year. The document may be forwarded by mail, fax and/or e-mail.

2. An original hard copy of the annual accounts, signed by the legal representative(s) of the Counterpart and accompanied by an original external auditor’s report, must be received by Oxfam Novib within five months of the end of the project year.

Depending on the sort of financing or the additional requirements of the back donor, the Financing Agreement may contain different stipulations regarding the frequency of reports and whether original hard copies of the Progress Report are required too. The applicable schedule of reporting periods and submission dates is included in the Financing Agreement.

In all communication to Oxfam Novib, please refer to the Oxfam Novib project number and direct all mail to the regional bureau and the name of the member of staff at Oxfam Novib who is your organisation's contact person. 

3. Progress report

I. General principles

1. Begin your Progress Report with the name of your organisation, the Oxfam Novib project number, the project name, period under review, and the date of submission.

2. All descriptions and analyses should be based on the Appraisal and Description, both are part of the Financing Agreement, and the approved budget (in the case of single year financing) or the operational budget submitted in the case of multi-year financing. You should focus on differences from what was planned, both in a positive and negative sense, and provide explanations.

3. Special attention should be given to any specific contract conditions. Likewise, particular attention should be given to the Milestones to measure the progress towards achieving the intended Outcomes of your intervention and to the Milestones for reducing and controlling the principal risks. The Milestones for the first project year are included in the “Presentation of the Opportunity and Risk Appraisal” (hereinafter referred to as "Appraisal"), attached to the Oxfam Novib Financing Agreement. Subsequently, the Milestones are reviewed and revised on an annual basis. Counterparts are requested to propose new Milestones for the next project year in each annual Progress Report.

4. We would like to ask you to assemble the narrative and financial information and present it as one coherent report (providing a link between activities and corresponding budget items). That is, the financial part of the report should always refer back to the narrative part, and vice-versa.

5. No prescribed model exists for financial reports. We prefer, however, a model that links up as closely as possible with your own method of working and which, at the same time, complies with these guidelines. The Annex contains an example of a financial monitoring report. 

6. All the financial aspects of your Progress Report must have the same cost structure as the (operational) budget approved by Oxfam Novib. Specify in the Report all the monetary contributions to the project, from Oxfam Novib and from other donors. Moreover, state what fund balance is available for the project, both at the start and at the end of the period under review.

7. To substantiate your results or other findings, please feel free to quote, or attach copies of, internal evaluations and evaluations and financial reviews undertaken by other donors. This is particularly relevant if the mission concerned the same project as supported by Oxfam Novib.

II. Narrative section

1. Summarise the main changes in the external context of the Project and any major organisational developments you have been through in the reporting period.

2. Identify evidence of impact. Have you contributed to structural, lasting change? Specifically, have you registered changes in policies and practices to which you have contributed? Refer to the Policy and Practice Changes (PPCs) as defined in the “Appraisal” but also include unintended changes. Explain the changes and what and how you reckon you have contributed to them. It is understood here that PPCs are rarely achieved by one Counterpart alone and that the achievement may take longer than one year. 

3. Describe and analyse the progress made in the reporting period:

Outcomes - Which if any of your multi-annual objectives were achieved? Refer to the Milestones (as defined in the “Appraisal” and subsequent annual reviews) but include other indicators of progress in achieving your multi-annual objectives as well. Please also mention any unintended or negative Outcomes of the project. Please indicate the evidence.

Principal risks - Have the foreseen dangers or threats materialised? Refer to the Milestones for progress towards the reduction and control of the principal risk factors, as also defined in the “Appraisal” and subsequent annual reviews.

Output - What products and services were delivered compared to what was planned? Explain the main differences, mentioning both internal and external factors. Please indicate the evidence.

4. Indicate the total number of project participants and the number of people who are reached indirectly with the Project, from the beginning of the project period until this reporting period. Please distinguish between male and female. Avoid any overlap of individuals  between different years and between different activities. During the appraisal process of the project, it may have been decided to not apply one of the two categories (project participants or people reached indirectly).

III. Financial section

1. Compare the planned income and expenditure of the approved (operational) budget with the actual income and expenditure during the reporting period. This should include both the opening and closing balances of the project. 

2. Include explanations of any significant variances. Make references to the narrative section if applicable.

3. In the presentation and analysis, take into account any specific contract conditions. If applicable, these include the special conditions or formats prescribed by the back donor. 

IV. Progress on any other conditions and agreements

1. Describe and analyse the progress made concerning any other specific contract condition not covered in the above sections.

2. If applicable, report on the implementation of any action plan following a recent monitoring, evaluation mission or financial review.


V. Conclusions and lessons learnt

1. Based on the progress made during the reporting period and the overall implementation so far, identify and explain any proposed changes in the intended Outcomes and/or plan of action for the remaining Project period. 

2. What will be the effect of changes on your expected contribution to policies and practices as defined in the Appraisal or on your own long-term objectives and goals?

3. What are your proposed Milestones for the next project year to measure the progress towards achieving the intended Outcomes and reducing or controlling the principal Risks, as defined in the “Appraisal”? 

4. Attach an Operational budget for the Project for the next project year, including the opening balance, expected income and expected expenditure.

5. Describe any other lessons learnt during the reporting period, both at the organisational and Project level, that you believe would be, or should be, of interest to Oxfam Novib.

4. The Annual Accounts


1. In accordance with the reporting schedule in the Financing Agreement, submit an original copy of the annual accounts within five months after the end of the project year (relating to the same period under review), accompanied by an original report of an external auditor (see following section). These annual accounts must refer to the entire organisation. You should present a balance sheet, an income and expenditure statement, and explanatory notes, including an enumeration of the accounting principles applied. 


2. The audited financial statements should not only reflect a consolidated financial position of the audited organisation but should also include a breakdown of income and expenditure for the respective donors or programs. In the event that an organisation is unable to provide a breakdown of all the donors, then at least the Oxfam Novib’s portion of the financial support should be indicated separately. 

3. The income and expenditure statement should include a comparison between the budgeted and actual expenditure. Such comparison will give an insight in how the organisation has complied with its contractual obligations of all donors.

4. In the situation that the income and expenditure statement shows a balance, disclosure should be given of the reason of this balance. Concerning the disclosures of equity, the amounts allocated to separate programs or donors (designated reserves) should be disclosed separately.

5. If the income and expenditure resulting from Oxfam Novib’s contribution is not clearly specified, explanatory notes should be added to clarify the relationship between the Annual Accounts and the financial part of the progress report submitted earlier. 

5. The auditor’s report

1. An external auditor must verify the annual accounts. He or she must be an independent, chartered accountant exercising the profession of auditor, who is registered with the legally recognised local institute of chartered accountants which is, in turn, affiliated to the International Federation of Accountants (IFAC). If it is not possible to make use of the services of a chartered accountant in compliance with the above requirements, request prior permission from Oxfam Novib to engage the services of a different auditor. In any case, the auditor may not be an employee of your organisation nor have any vested interest in your organisation whatsoever.

2. The audit should be undertaken in accordance with the International Standards on Auditing as laid down by the International Federation of Accountants (IFAC), or their legally recognised local equivalent.

3. The engagement of a regular audit should comprise of both an assessment of the risks and internal control systems ánd the audit of the items of the financial statements. Financial statements comprise of a balance sheet, an income and expenditure statement and explanatory notes. 

4. The assessment of risks, internal accounting systems and internal controls should include at the minimum, the functioning of the board of directors and its committees, the organisational structure and methods of assigning authority and responsibilities, segregation of duties, an assessment of the accounting principles applied, all procedures regarding the budget, income and expenditures cycles.

5. Depending on the outcome of the assessment of risks, internal accounting system and internal controls, the auditor plans the yearend audit and develops an audit approach to audit the financial statements. The items on the balance sheet and income and expenditures statement are tested on its reliability, acceptability and sufficiency.

6. The auditor’s report (or opinion) should express whether the Annual Accounts give a true and fair view of the financial position of the organisation per date indicated and of the result of the year then ended. There are four types of opinion, unqualified, qualified, disclaimer or adverse. 

7. At the end of the process, the auditor normally provides a separate (confidential) Management Letter to your management, covering any recommendations in the field of financial management. It is mandatory that the management discusses this Management Letter with the auditor.

8. In case of auditors undertaking the audit exercise to Oxfam Novib’s partner for the first time, the counterpart should forward a copy of the auditor’s registration certificate to Oxfam Novib.

9. A copy of the engagement letter between the auditor and the organisation being audited should be included as an annex to the audited accounts. This will assist Oxfam Novib in judging the quality of the audit undertaken and opinion given.

6. Follow-up by Oxfam Novib

1. As soon as possible, Oxfam Novib will acknowledge receipt of the reports to the Counterpart.

2. Within four months on receiving the Progress Report, Oxfam Novib will give you a reaction in writing or in person. The reaction will cover Oxfam Novib’s assessment of the quality of the report and Oxfam Novib’s rating of the results achieved in the reporting period. The reaction will also include comments on the proposed Milestones and the Operational Budget for the next project year. 

3. Oxfam Novib will also assess the quality of the auditor’s report and opinion to verify if the audit engagement is complying with Oxfam Novib General Conditions and Guidelines. Within three months on receiving the auditor’s report, Oxfam Novib will inform you in writing or in person about Oxfam Novib’s assessment of the quality of the auditor’s report.

4. In case that in addition to the progress reports it is also contractually agreed that the project will be externally evaluated, Oxfam Novib will assess the evaluation report. Within three months on receiving the evaluation report, Oxfam Novib will inform you in writing or in person about Oxfam Novib’s assessment of the quality of the evaluation report. 

5. Through the rating of results, Oxfam Novib provides a structured and transparent feedback on the progress of a Project, comparing actual and intended results. Oxfam Novib will always explain why a particular rating on the results has been given. The following four categories have been defined.

Good: Most of what was desired in terms of results has been achieved. Unplanned, positive results may have occurred too. There are no, or only minor, negative results.

Satisfactory: Significant results have been achieved in some key areas, but desired results in other areas have not been achieved. Or significant desired results have been achieved in most areas, but there have been negative consequences too. Or there is evidence that the main areas of desired results have started to be achieved but not fully according to plan.

Insufficient: Only a few of the desired results have been achieved. Or a few people have benefited in the way desired, but other people intended have not. Or there are significant negative results as well as positive ones. Or some progress is occurring towards the desired results, but still at a much earlier stage than scheduled.

Poor: No positive results have been achieved. It may be too early for any change to be seen. Or negative consequences are more significant than positive results.


6. In Oxfam Novib’s reaction, you may be requested to provide additional information on the reporting period under review or you may provide additional information on your own accord if you do not agree with the rating and the justification given. Based on the additional information provided, Oxfam Novib may decide to re-assess the results of the reporting period.

Annex: Example of a budget and variance report

This is an example of a budget and variance report. It is meant to demonstrate how the Oxfam Novib guidelines could be applied. Use of this model is not compulsory. Your are free to add or remove rows and columns.

Name of Counterpart organisation: 
................................

Name of the project:


................................

Oxfam Novib Project number


................................

Budget for funding request or variance report for the period  ... / ... / 200.. to ... / ... / 200..

	Budget item

(1)
	Operational budget

(2)
	Actual  income / expenditure

(3)
	Variance

(col 2-3)
	Explanation

(5)

	Average exchange rate for fiscal year
	
	
	
	

	
	
	
	
	

	A OPENING BALANCE
	
	
	
	

	
	
	
	
	

	B INCOME:
	
	
	
	

	
	
	
	
	

	Actual (Secured)
	
	
	
	

	- Own income
	
	
	
	

	     From membership and contributions 
	
	
	
	

	     From products and services
	
	
	
	

	     Other own income
	
	
	
	

	- Income from donors
	
	
	
	

	     Oxfam Novib
	
	
	
	

	     Other Oxfams, specify
	
	
	
	

	     Other donors, specify
	
	
	
	

	- Other Income (Interest, etc)
	
	
	
	

	- SUBTOTAL Actual Income (Secured Income)
	
	
	
	

	Subtotal Secured and Restricted Income
	
	
	
	

	Subtotal Secured and Non-Restricted Income
	
	
	
	

	
	
	
	
	

	B TOTAL INCOME
	
	
	
	

	
	
	
	
	

	C EXPENDITURES:
	
	
	
	

	
	
	
	
	

	- Administration/Overhead (if funded by Novib, please indicate in notes)
	
	
	
	

	     Personnel costs 
	
	
	
	

	     Travel costs
	
	
	
	

	     Investment in fixed assets or depreciation
	
	
	
	

	     Office expenses
	
	
	
	

	     Communication
	
	
	
	

	     Materials and supplies
	
	
	
	

	     Other expenses (specify)
	
	
	
	

	     Sub-total administration/overhead
	
	
	
	

	
	
	
	
	

	- Activity /Project funded by Oxfam Novib 
	
	
	
	

	     Personnel costs 
	
	
	
	

	     Travel costs
	
	
	
	

	     Investment in fixed assets or depreciation
	
	
	
	

	     Office expenses
	
	
	
	

	     Communication
	
	
	
	

	     Materials and supplies
	
	
	
	

	     Other expenses (specify)
	
	
	
	

	     Sub-total activity/project (Oxfam Novib)
	
	
	
	

	
	
	
	
	


	- Other Activities by Project or Programme
	
	
	
	

	     Personnel costs 
	
	
	
	

	     Travel costs
	
	
	
	

	     Investment in fixed assets or depreciation
	
	
	
	

	     Office expenses
	
	
	
	

	     Communication
	
	
	
	

	     Materials and supplies
	
	
	
	

	     Other expenses (specify)
	
	
	
	

	     Sub-total other activities
	
	
	
	

	
	
	
	
	

	C TOTAL EXPENDITURES
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	D CLOSING BALANCE (A + B - C)
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