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[bookmark: _Toc348627688][bookmark: _Toc348628321][bookmark: _Toc348707464][bookmark: _Toc348968003][bookmark: _Toc348968428] Annual Report or AR




Contents
Introduction to the Annual Report (AR)	3
ANNUAL ACTIVITY REPORT	5
PART I – PROGRAMME LEVEL	5
1.	Key facts and figures	5
2.	Context level report and link with the VLIR-UOS Country Strategy	6
2.1.	Country level	6
2.2.	Institutional level	6
2.3.	Programme level reporting	6
PART II -	Project level reporting	8
Project ‘X’: Title	8
X.1	Project Summary and team overview	8
X.2.	Activity reporting	8
X.3.	Reporting on key programme indicators, assumptions and progress of scholars	9
X.4	 Value for money and reporting on expenditure	11
X.5	Annexes	11
PART III - FORMAT for the ANNUAL FINANCIAL REPORT (AFR)	13
3.1.	 Record keeping	13
3.2.	 Programme budget	13
3.3.	 Statements of expense	13
3.3.1.	 Interim statements	13
3.3.2.	 Annual financial statements	14

Remarks:
<This is an automatically generated table of contents. Please do respect the use of styles and formats so that it can be easily updated.>
<In order to  facilitate reading, please do delete the guiding comments while completing the document.>



[bookmark: _Toc363045810]Introduction to the Annual Report (AR)
[bookmark: _Toc348627691][bookmark: _Toc348628324]
[bookmark: _Toc348968430]Context of the Annual Report (AR)
[bookmark: _Toc348627692][bookmark: _Toc348628325][bookmark: _Toc348707468][bookmark: _Toc348968431]The IUC funding is linked to annual Activity Programmes (APs). Therefore, each implemented AP needs to be reported upon, both in narrative (Annual Activity Report or AAR) and financial terms (Annual Financial Report or AFR). Combined these constitute an Annual Report (AR). (AR=AAR+AFR)
[bookmark: _Toc348627694][bookmark: _Toc348628326][bookmark: _Toc348707469][bookmark: _Toc348968432]The annual report (AR) serves as a monitoring tool for all involved stakeholders. All data collected are integrated into an overall IUC database that can be used to draw programme level or multi-annual reports or data. The latter serve as inputs to external evaluations and VLIR-UOS policy making. 
[bookmark: _Toc348627696][bookmark: _Toc348628327][bookmark: _Toc348707470][bookmark: _Toc348968433]By no means, the AR is meant to serve as a the only reporting tool. All partnerships are indeed expected to develop more day to day monitoring systems that are to be incorporated into a partnership specific management/operational manual.
[bookmark: _Toc348627697][bookmark: _Toc348628328]
[bookmark: _Toc348968434]Authors and submission date
[bookmark: _Toc348627698][bookmark: _Toc348628329][bookmark: _Toc348707472][bookmark: _Toc348968435]An Annual Report is to be drafted jointly by the Flemish and local coordinator based on inputs of project leaders and managers. It is to be submitted to VLIR-UOS on 1 October of the year following the reference year (e.g. 1 October 2013 for the year programme 2012 (AP 2012): 1 April 2012-31 March 2013). It needs to be signed by the Flemish coordinator (paper or electronic signature). Both paper and electronic copies need to be submitted.
[bookmark: _Toc348627699][bookmark: _Toc348628330][bookmark: _Toc348707473][bookmark: _Toc348968436]The AR will be submitted to critical review by VLIR-UOS and external experts (e.g. Programme Commission). The AFR might be subject to an external local audit. After finalising the review process, the final documents are submitted by VLIR-UOS (with final AFR-documents singed by the Flemish coordinator)  to DGD. All reporting must be done in English.
[bookmark: _Toc348627700][bookmark: _Toc348628331][bookmark: _Toc348707474][bookmark: _Toc348968437]Apart from the format offered, the Flemish coordinator may wish to annex his/her personal appreciation and suggestions with regard to the partnership. While no set format is offered, he/she may wish to cover the following items:
· [bookmark: _Toc348627701][bookmark: _Toc348628332][bookmark: _Toc348707475][bookmark: _Toc348968438][bookmark: _Toc348969145][bookmark: _Toc348969426]institutional organisation of the partner university and the administration and management of the partner programme;
· [bookmark: _Toc348627702][bookmark: _Toc348628333][bookmark: _Toc348707476][bookmark: _Toc348968439][bookmark: _Toc348969146][bookmark: _Toc348969427]general appreciation of success to date of the partner programme in general and the activity programme in particular;
· [bookmark: _Toc348627703][bookmark: _Toc348628334][bookmark: _Toc348707477][bookmark: _Toc348968440][bookmark: _Toc348969147][bookmark: _Toc348969428]suggestions in terms of the IUC programme (instruments, procedures etc.);
· [bookmark: _Toc348627704][bookmark: _Toc348628335][bookmark: _Toc348707478][bookmark: _Toc348968441][bookmark: _Toc348969148][bookmark: _Toc348969429]cooperation with other stakeholders (other Flemish universities, ICOS, VLIR-UOS secretariat, CTG, INASP, IFS etc).
[bookmark: _Toc348627705][bookmark: _Toc348628336]
[bookmark: _Toc348968442]Annual financial report (AFR): Models to be submitted
[bookmark: _Toc348627706][bookmark: _Toc348628337][bookmark: _Toc348707480][bookmark: _Toc348968443]For the AFR the following models must be submitted:
· [bookmark: _Toc348627707][bookmark: _Toc348628338][bookmark: _Toc348707481][bookmark: _Toc348968444][bookmark: _Toc348969149][bookmark: _Toc348969430]model I A :	table of income 
· [bookmark: _Toc348627708][bookmark: _Toc348628339][bookmark: _Toc348707482][bookmark: _Toc348968445][bookmark: _Toc348969150][bookmark: _Toc348969431]model I B :	general overview of the actual expenditures (both on the Belgian and the local account), set out per budget item, and compared to the approved budget, per budget item
· [bookmark: _Toc348627709][bookmark: _Toc348628340][bookmark: _Toc348707483][bookmark: _Toc348968446][bookmark: _Toc348969151][bookmark: _Toc348969432]model I C : 	overview of the expenditures on the Belgian account, set out per budget item 
· [bookmark: _Toc348627710][bookmark: _Toc348628341][bookmark: _Toc348707484][bookmark: _Toc348968447][bookmark: _Toc348969152][bookmark: _Toc348969433]model I D :	overview of the expenditures on the local account, set out per budget item

[bookmark: _Toc348627711][bookmark: _Toc348628342][bookmark: _Toc348707485][bookmark: _Toc348968448]In addition the following documents must be added:
· [bookmark: _Toc348627712][bookmark: _Toc348628343][bookmark: _Toc348707486][bookmark: _Toc348968449][bookmark: _Toc348969153][bookmark: _Toc348969434]an information document on the exchange rate calculation;
· [bookmark: _Toc348627713][bookmark: _Toc348628344][bookmark: _Toc348707487][bookmark: _Toc348968450][bookmark: _Toc348969154][bookmark: _Toc348969435]the codebook used by the local partner

[bookmark: _Toc348627714][bookmark: _Toc348628345][bookmark: _Toc348707488][bookmark: _Toc348968451]Rather than merely submitting an expenditure report, the management team of the IUC partnership is expected to also complete a budget table (excel) that automatically generates a number of graphs that allow for commenting by each project.


[bookmark: _Toc348627715][bookmark: _Toc348628346][bookmark: _Toc348968452][bookmark: _Toc363045811]
ANNUAL ACTIVITY REPORT

[bookmark: _Toc348968453][bookmark: _Toc363045812]PART I – PROGRAMME LEVEL
[bookmark: _Toc348627716][bookmark: _Toc348628347][bookmark: _Toc348968454][bookmark: _Toc363045813]1.	Key facts and figures 
[bookmark: _Toc348627717][bookmark: _Toc348628348][bookmark: _Toc348707491][bookmark: _Toc348968455]Duration of the activity programmes, and budget (Please indicate in bold the reporting period)

	Annual Programme 
	Starting date
	Closing date
	Budget
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[bookmark: _Toc348627718][bookmark: _Toc348628349][bookmark: _Toc348707492][bookmark: _Toc348968456]IUC Partnership structure and project overview:
	IUC partner university
	

	University of the Flemish coordinator
	

	PROGRAMME COORDINATION LEVEL

	COORDINATION

	FLEMISH 

	LOCAL 

	Academic
	
	

	Operational (ICOS, PM)
	
	

	PROJECT LEVEL

	PROJECT
	FLEMISH PROJECT LEADER
	LOCAL PROJECT LEADER

	PROJECT N° 1 : <Name>
	
	

	PROJECT N° 2 :
	
	

	PROJECT N° 3 :
	
	

	PROJECT N° 4 :
	
	

	PROJECT N° 5 :
	
	

	PROJECT N° 7 :
	
	

	PROGRAMME SUPPORT UNIT

	PROJECT N° 8 :
	
	



[bookmark: _Toc348627719][bookmark: _Toc348628350][bookmark: _Toc348707493][bookmark: _Toc348968457]Remark: if appropriate, the projects can be divided in clusters, taking into consideration “Institutional development”, “Research and Education”, “Extension”, and “Programme Support Unit”

[bookmark: _Toc348627720][bookmark: _Toc348628351][bookmark: _Toc348968458][bookmark: _Toc363045814]2.	Context level report and link with the VLIR-UOS Country Strategy
[bookmark: _Toc348628352][bookmark: _Toc348707495][bookmark: _Toc348968459][bookmark: _Toc363045815]2.1.	Country level 
[bookmark: _Toc348627721][bookmark: _Toc348628353][bookmark: _Toc348707496][bookmark: _Toc348968460][bookmark: _Toc348627722][bookmark: _Toc348628354][bookmark: _Toc348707497]Description of any significant changes in the socio-economic, political or educational context of the country within the reporting period.
[bookmark: _Toc348968461]Short reporting on relevant trends and evolutions regarding national priorities in terms of poverty reduction and higher education. Any relevant actions of other donors worth  mentioning?
[bookmark: _Toc348628355][bookmark: _Toc348707498][bookmark: _Toc348968462][bookmark: _Toc363045816]2.2.	Institutional level
[bookmark: _Toc348627723][bookmark: _Toc348628356][bookmark: _Toc348707499][bookmark: _Toc348968463]Description of relevant developments and/or changes in the counterpart institution and their eventual impact on programme development. 
[bookmark: _Toc348627724][bookmark: _Toc348628357][bookmark: _Toc348968464][bookmark: _Toc363045817]2.3.	Programme level reporting
[bookmark: _Toc348968465][bookmark: _Toc348628358][bookmark: _Toc348707501]2.3.1.	Summary report of main qualitative achievements during the AP
[bookmark: _Toc348968466]Provide a summary overview of the achievements and progress as compared to the  programme objectives (overall and specific; academic and developmental) and the envisaged result areas (sum of the project objectives). Max. of 150 words.
[bookmark: _Toc348968467]2.3.2. 	Overall programme level KRA review
[bookmark: _Toc348627725][bookmark: _Toc348628359][bookmark: _Toc348707502][bookmark: _Toc348968468]Please use annex 1 – PROG – KRA for providing an overall overview of the main results per project (KRA report)
[bookmark: _Toc348628360][bookmark: _Toc348707503][bookmark: _Toc348968469]2.3.3.	Programme synergy
[bookmark: _Toc348627726][bookmark: _Toc348628361][bookmark: _Toc348707504][bookmark: _Toc348968470]How did the synergy between the various projects evolve during the past AP year? Are there any important milestones taken? How did the programme contribute to the country-level objectives included in the country strategy and programme of VLIR-UOS.
[bookmark: _Toc348968471]What was the tangible effect of the programme on the partner university?
[bookmark: _Toc348968472]2.3.4.	Sharing minds, changing lives…
[bookmark: _Toc348968473]With reference to the famous VLIR-UOS motto, please report on the partner programme effects in terms of the institutional and societal impact that may have taken place since the start of the programme. A difference can be made between effects on the institutional life, the surrounding communities, the province, nation and eventual end users of products resulting from project activity.
[bookmark: _Toc348628364][bookmark: _Toc348707510][bookmark: _Toc348968474]2.3.5.	Annexes
Most of these annexes refer to the original AP that was drafted and submitted at the start of the current reporting period. They simply need  to be updated with the factual activities/information. 
[bookmark: _Toc348627728][bookmark: _Toc348628365][bookmark: _Toc348707511][bookmark: _Toc348968475]Annex 1 – PROG – Key Result Areas (consolidated table with results per project and trend since AP 1)
[bookmark: _Toc348627730][bookmark: _Toc348628367][bookmark: _Toc348707513][bookmark: _Toc348968477][bookmark: _Toc348627729][bookmark: _Toc348628366][bookmark: _Toc348707512][bookmark: _Toc348968476]Annex 2  – PROG – Final mobility schedule (as compared to and updated from the original AP)
Annex 3 – PROG – Consolidated procurement list (as taken from KRA 8 – Inventory)
[bookmark: _Toc348627731][bookmark: _Toc348628368][bookmark: _Toc348707514][bookmark: _Toc348968478]Annex 4 – PROG – 3 Pictures per project (by mail/CD ROM/drop server) giving an impression of the major milestones of this this years activities.



[bookmark: _Toc348627732][bookmark: _Toc348628369][bookmark: _Toc348968480][bookmark: _Toc363045818]PART II -	Project level reporting
[bookmark: _Toc348627733][bookmark: _Toc348628370][bookmark: _Toc348968481][bookmark: _Toc363045819]Project ‘X’: Title
[bookmark: _Toc348628371][bookmark: _Toc348707517][bookmark: _Toc348968482][bookmark: _Toc363045820]X.1	Project Summary and team overview
[bookmark: _Toc348968483][bookmark: _Toc348627734][bookmark: _Toc348628372][bookmark: _Toc348707518]Summary and main focus during this AP
[bookmark: _Toc348968484]Max. 100 words




[bookmark: _Toc348968485]Team Overview
[bookmark: _Toc348968486](This part, you can copy-paste from the PP  but do take into account possible changes in the team composition)
	[bookmark: _Toc348968487]PROJECT MEMBERS

	[bookmark: _Toc348968488]PROJECT LEADER NORTH

	[bookmark: _Toc348968489]< Name, First Name>
	[bookmark: _Toc348968490]< Flemish University/Institute of HE>
	[bookmark: _Toc348968491]Academic

	[bookmark: _Toc348968492]TEAM MEMBER NORTH

	[bookmark: _Toc348968493]< Name, First Name>
	[bookmark: _Toc348968494]< Flemish University/Institute of HE/other stakeholder>
	[bookmark: _Toc348968495]<Academic/technical expertise>

	[bookmark: _Toc348968496]< Name, First Name>
	[bookmark: _Toc348968497]< Flemish University/Institute of HE/other stakeholder>
	[bookmark: _Toc348968498]<Academic/technical expertise>

	[bookmark: _Toc348968499]PROJECT LEADER SOUTH

	[bookmark: _Toc348968500]< Name, First Name>
	[bookmark: _Toc348968501]< Flemish University/Institute of HE>
	[bookmark: _Toc348968502]Academic expertise

	[bookmark: _Toc348968503]TEAM MEMBER SOUTH

	[bookmark: _Toc348968504]< Name, First Name>
	[bookmark: _Toc348968505]< Flemish University/Institute of HE/other stakeholder>
	[bookmark: _Toc348968506]<Academic/technical expertise>

	[bookmark: _Toc348968507]< Name, First Name>
	[bookmark: _Toc348968508]< Flemish University/Institute of HE/other stakeholder>
	[bookmark: _Toc348968509]<Academic/technical expertise>



[bookmark: _Toc348628373][bookmark: _Toc348707519][bookmark: _Toc348968512][bookmark: _Toc363045821]X.2.	Activity reporting
[bookmark: _Toc348627735][bookmark: _Toc348628374][bookmark: _Toc348707520][bookmark: _Toc348968513]Please do report by Intermediate result and activity. Reference is made to the operational plan and the AP planning that was drafted at the start of the current reporting period. Steps:

1. [bookmark: _Toc348968515]Make an update of ANNEX 1 – PROJ – Operational Plan filled out during planning with the main results, activities and needed budget. Also include the logframe as a guiding tool. The logframe should not be changed as compared to the PP version. If any changes, a request for a programme change should be submitted to VLIR-UOS through the coordinators of the IUC/Network
2. [bookmark: _Toc348968516]Give a short overview of the main results and activities including highlights and comments (free format, max. 2 pages)  
[bookmark: _Toc348628383][bookmark: _Toc348707529][bookmark: _Toc348968517][bookmark: _Toc363045822]X.3.	Reporting on key programme indicators, assumptions and progress of scholars

[bookmark: _Toc348707530][bookmark: _Toc348968518]X.3.1. Key Result Areas 
[bookmark: _Toc348968519][bookmark: _Toc348627744][bookmark: _Toc348628384][bookmark: _Toc348707531]KRA’s  are the standard quantifiable input/result date. You are invited to provide a short quantitative overview here in the text with if relevant some comments below on progress towards results.This information will also be included in the programme reporting (Annex 1 –PROG)
	[bookmark: _Toc348968520]Key Indicator (KRA or change indicator)
	[bookmark: _Toc348968521]Target end of PP
	[bookmark: _Toc348968522]Numbers for this AP
	[bookmark: _Toc348968523]Accumulated total during PP

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc348968524]You are also requested to collect the results by KRA in a more detailed way by keeping track per project of the attached format ANNEX 2 – PROJ – KRA template (info on status articles, published or not, author, etc. to be added) and hand it over annually to the programme manager.
[bookmark: _Toc348707532][bookmark: _Toc348968525]X.3.2.	Change Indicators 
[bookmark: _Toc348627745][bookmark: _Toc348628385][bookmark: _Toc348707533][bookmark: _Toc348968526]Use the original logframe as a reference and indicate any noticeable change regarding each indicator other than KRA defined above. Indicate the processes of change in relation to the baseline as defined at project formulation or PP) 

[bookmark: _Toc348627746][bookmark: _Toc348628386][bookmark: _Toc348707534][bookmark: _Toc348968527]Example:

	[bookmark: _Toc348627747][bookmark: _Toc348628387][bookmark: _Toc348707535][bookmark: _Toc348968528]Indicators per INTERMEDIATE RESULT
	[bookmark: _Toc348627748][bookmark: _Toc348628388][bookmark: _Toc348707536][bookmark: _Toc348968529]Situation at the end of this Reporting Year

	[bookmark: _Toc348627749][bookmark: _Toc348628389][bookmark: _Toc348707537][bookmark: _Toc348968530]Base-line indicator:  10% curriculum is update to X level
	[bookmark: _Toc348627750][bookmark: _Toc348628390][bookmark: _Toc348707538][bookmark: _Toc348968531]25% of curriculum is updated to X level

	
[bookmark: _Toc348627751][bookmark: _Toc348628391][bookmark: _Toc348707539][bookmark: _Toc348968532]Programme accreditation by national quality control agency is at level 7
	[bookmark: _Toc348627752][bookmark: _Toc348628392][bookmark: _Toc348707540][bookmark: _Toc348968533]programme accreditation by national quality control agency has increased from 7 till 8

	[bookmark: _Toc348627753][bookmark: _Toc348628393][bookmark: _Toc348707541][bookmark: _Toc348968534]Only 10% correct application of laboratory manuals stands 
	[bookmark: _Toc348627754][bookmark: _Toc348628394][bookmark: _Toc348707542][bookmark: _Toc348968535]80% correct application of laboratory manuals stands 

	[bookmark: _Toc348627755][bookmark: _Toc348628395][bookmark: _Toc348707543][bookmark: _Toc348968536]Only 10% of tenured staff at department level are PhD holders
	[bookmark: _Toc348627756][bookmark: _Toc348628396][bookmark: _Toc348707544][bookmark: _Toc348968537]20% of tenured staff at department level are PhD holders

	[bookmark: _Toc348627757][bookmark: _Toc348628397][bookmark: _Toc348707545][bookmark: _Toc348968538]Lab is able to conduct X analysis at 5 % accuracy level
	[bookmark: _Toc348627758][bookmark: _Toc348628398][bookmark: _Toc348707546][bookmark: _Toc348968539]Lab is able to conduct X analysis at 90 % accuracy level

	[bookmark: _Toc348627759][bookmark: _Toc348628399][bookmark: _Toc348707547][bookmark: _Toc348968540]Reliability of internet connectivity stands at 55%
	[bookmark: _Toc348627760][bookmark: _Toc348628400][bookmark: _Toc348707548][bookmark: _Toc348968541]Reliability of internet connectivity stands at 98%




[bookmark: _Toc348707549][bookmark: _Toc348968542]X.3.3. ‘Soft’ Indicators and Qualitative appreciation of behavioural change
[bookmark: _Toc348627761][bookmark: _Toc348628401][bookmark: _Toc348707550][bookmark: _Toc348968543]Other than the quantitative indicators, in the previous headings, you are herewith invited to report on the qualitative indicators regarding the current reporting year such as: 
· [bookmark: _Toc348627762][bookmark: _Toc348628402][bookmark: _Toc348707551][bookmark: _Toc348968544][bookmark: _Toc348969164][bookmark: _Toc348969448]Attitudes on decision making, conflict resolution, articulation of ideas, conceptual and strategic thinking etc.
· [bookmark: _Toc348627763][bookmark: _Toc348628403][bookmark: _Toc348707552][bookmark: _Toc348968545][bookmark: _Toc348969165][bookmark: _Toc348969449]Work ethics (discipline, attention for detail, time management etc.)
· [bookmark: _Toc348627764][bookmark: _Toc348628404][bookmark: _Toc348707553][bookmark: _Toc348968546][bookmark: _Toc348969166][bookmark: _Toc348969450]International integration (ease of travel and mixing, social and communication skills at academic level etc.)
· [bookmark: _Toc348627765][bookmark: _Toc348628405][bookmark: _Toc348707554][bookmark: _Toc348968547][bookmark: _Toc348969167][bookmark: _Toc348969451]Other (self confidence, loyalty etc., feel free ta add)

X.3.4. Report on assumptions
Free format to highlight any changes or problems regarding the predefined assumptions. 
[bookmark: _Toc348707555][bookmark: _Toc348968548]X.3.4. Progress of Scholars
[bookmark: _Toc348968549]To be complemented per scholar
	[bookmark: _Toc348968550][bookmark: _Toc348627766][bookmark: _Toc348628406][bookmark: _Toc348707556]NAME SCHOLAR
	[bookmark: _Toc348968551]NAME PROMOTER
	[bookmark: _Toc348968552]TOPIC and Project + Project result area to which it is linked

	
	
	

	[bookmark: _Toc348968553]START DATE
	[bookmark: _Toc348968554]NUMBER OF MONTHS IN BELGIUM DURING AP
	[bookmark: _Toc348968555]NUMBER OF ACCUMULATED MONTHS IN BELGIUM

	
	
	

	[bookmark: _Toc348968556]ARTICLES PRODUCED DURING AP
	[bookmark: _Toc348968557]PROGRESS TOWARDS Master/PHD
	[bookmark: _Toc348968558]PARTICIPATION IN CONFERENCES DURING AP

	[bookmark: _Toc348968559]OTHER RELEVANT COMMENTS ON RESULTS ACHIEVED CONTRIBUTING TO PROJECT IMPACT AND CHANGING OF LIVES

	
	
	



[bookmark: _Toc348707559][bookmark: _Toc348968560]X.3.5. Comments on extension activities (partners/ type of activities with stakeholders)
Report here on any actions of outreach and possible actors you partnered with in doing so. . 

[bookmark: _Toc348628409][bookmark: _Toc348707560][bookmark: _Toc348968561][bookmark: _Toc363045823]X.4	 Value for money and reporting on expenditure

[bookmark: _Toc348627769][bookmark: _Toc348628410][bookmark: _Toc348707561][bookmark: _Toc348968562]We strongly advise to keep record of an overview of  PP Budget per project, submitted AP budget, any approved budget change requests and present here the numbers as also some comments on the main elements of expenditure during the AP. The complete and accurate information is of course available per budget line in the financial spreadsheets (AFR).
[bookmark: _Toc348627770][bookmark: _Toc348628411][bookmark: _Toc348707562][bookmark: _Toc348968563]You are hereby invited to provide a short overview that can be updated on a yearly basis.
	[bookmark: _Toc348627780][bookmark: _Toc348628421][bookmark: _Toc348707563][bookmark: _Toc348968564]Comparison AP budget

	[bookmark: _Toc348627781][bookmark: _Toc348628422][bookmark: _Toc348707564][bookmark: _Toc348968565]Year
	[bookmark: _Toc348627782][bookmark: _Toc348628423][bookmark: _Toc348707565][bookmark: _Toc348968566]AP budget
	[bookmark: _Toc348627783][bookmark: _Toc348628424][bookmark: _Toc348707566][bookmark: _Toc348968567]Actual expenditure
	Comments

	[bookmark: _Toc348627793][bookmark: _Toc348628434][bookmark: _Toc348707567][bookmark: _Toc348968568]A. Investment 
	
	
	

	[bookmark: _Toc348627794][bookmark: _Toc348628435][bookmark: _Toc348707568][bookmark: _Toc348968569]B. Operational 
	
	
	

	[bookmark: _Toc348627795][bookmark: _Toc348628436][bookmark: _Toc348707569][bookmark: _Toc348968570]C. Personnel
	[bookmark: _Toc348627787][bookmark: _Toc348628428][bookmark: _Toc348707570][bookmark: _Toc348968571]0
	 
	

	[bookmark: _Toc348627796][bookmark: _Toc348628437][bookmark: _Toc348707571][bookmark: _Toc348968572]D. Scholarship
	[bookmark: _Toc348627789][bookmark: _Toc348628430][bookmark: _Toc348707572][bookmark: _Toc348968573]0
	 
	

	E. Administration 
	
	
	

	[bookmark: _Toc348707573][bookmark: _Toc348968574]Total
	
	
	


[bookmark: _Toc348628441][bookmark: _Toc348707574][bookmark: _Toc348968575][bookmark: _Toc363045824]X.5	Annexes

[bookmark: _Toc348968576][bookmark: _Toc348627800][bookmark: _Toc348628442][bookmark: _Toc348707575]1. Annex 1 – PROJ – Operational Report (excel-doc) with relation to reported activity as compared to the original Operational Plan; and copy of the original PP logframe.
2. Annex2 – PROJ – KRA excel file
[bookmark: _Toc348968577]3. In view of enhancing the readability and attractiveness of the overall VLIR-UOS reporting, each project is expected to annually submit:
· [bookmark: _Toc348627801][bookmark: _Toc348628443][bookmark: _Toc348707576][bookmark: _Toc348968578][bookmark: _Toc348969168][bookmark: _Toc348969454]A few (2 to 5) quality pictures with title (date, location and explanation of picture content) showing the project in action
· [bookmark: _Toc348627802][bookmark: _Toc348628444][bookmark: _Toc348707577][bookmark: _Toc348968579][bookmark: _Toc348969169][bookmark: _Toc348969455][bookmark: _Toc348627803][bookmark: _Toc348628445][bookmark: _Toc348707578]A significant story of change (interview, life story, case) thanks to the project. Such a story may be drafted by the project team itself or be a copy of articles produced in campus letters or by local papers
· [bookmark: _Toc348968580][bookmark: _Toc348969170][bookmark: _Toc348969456]Pictures are expected to be delivered to the programme manager who will compile them in a programme level CD-Rom or send them via dropbox or other tools to VLIR-UOS.




[bookmark: _Toc348627805][bookmark: _Toc348628447][bookmark: _Toc348968581][bookmark: _Toc363045825]PART III - FORMAT for the ANNUAL FINANCIAL REPORT (AFR) 
[bookmark: _Toc348968582]
VLIR-UOS spreadsheet models managed by PSU/ICOS at programme level
[bookmark: _Toc348627806][bookmark: _Toc348628448][bookmark: _Toc348968583][bookmark: _Toc363045826]3.1.		Record keeping
[bookmark: _Toc348627807][bookmark: _Toc348628449][bookmark: _Toc348707582][bookmark: _Toc348968584]Both parties must keep orderly records, from which it can be established that :
· [bookmark: _Toc348627808][bookmark: _Toc348628450][bookmark: _Toc348707583][bookmark: _Toc348968585][bookmark: _Toc348969174][bookmark: _Toc348969460]expenditure is in accordance with the activity programme;
· [bookmark: _Toc348627809][bookmark: _Toc348628451][bookmark: _Toc348707584][bookmark: _Toc348968586][bookmark: _Toc348969175][bookmark: _Toc348969461]expenditure is recorded under the proper budget headings;
· [bookmark: _Toc348627810][bookmark: _Toc348628452][bookmark: _Toc348707585][bookmark: _Toc348968587][bookmark: _Toc348969176][bookmark: _Toc348969462]expenditure is in accordance with the financial rules and regulations issued by the Belgian Direction General for Development Cooperation (DGD) and the Flemish Interuniversity Council (VLIR);
· [bookmark: _Toc348627811][bookmark: _Toc348628453][bookmark: _Toc348707586][bookmark: _Toc348968588][bookmark: _Toc348969177][bookmark: _Toc348969463]expenditure is not in breach of legal regulations applying in the countries concerned;
· [bookmark: _Toc348627812][bookmark: _Toc348628454][bookmark: _Toc348707587][bookmark: _Toc348968589][bookmark: _Toc348969178][bookmark: _Toc348969464]expenditure is supported by proper written evidence.

[bookmark: _Toc348627813][bookmark: _Toc348628455][bookmark: _Toc348968590][bookmark: _Toc363045827]3.2.		Programme budget
[bookmark: _Toc348627814][bookmark: _Toc348628456][bookmark: _Toc348707589][bookmark: _Toc348968591]The activity programme budget will be drawn up in accordance with the IUC format :
[bookmark: _Toc348627815][bookmark: _Toc348628457][bookmark: _Toc348707590][bookmark: _Toc348968592]A.	Investment costs
[bookmark: _Toc348627816][bookmark: _Toc348628458][bookmark: _Toc348707591][bookmark: _Toc348968593]B.	Operational costs
[bookmark: _Toc348627817][bookmark: _Toc348628459][bookmark: _Toc348707592][bookmark: _Toc348968594]C.	Personnel costs
[bookmark: _Toc348627818][bookmark: _Toc348628460][bookmark: _Toc348707593][bookmark: _Toc348968595]D.	Scholarship costs
[bookmark: _Toc348627823][bookmark: _Toc348628465][bookmark: _Toc348707594][bookmark: _Toc348968596]E.1.	Administration costs in Belgium
[bookmark: _Toc348627824][bookmark: _Toc348628466][bookmark: _Toc348707595][bookmark: _Toc348968597]E.2.	Local administration costs.
[bookmark: _Toc348627825][bookmark: _Toc348628467][bookmark: _Toc348968598][bookmark: _Toc363045828]3.3.		Statements of expense
[bookmark: _Toc348628468][bookmark: _Toc348707597][bookmark: _Toc348968599][bookmark: _Toc363045829]3.3.1.		Interim statements
[bookmark: _Toc348627826][bookmark: _Toc348628469][bookmark: _Toc348707598][bookmark: _Toc348968600]< South Partner University> and the <Flemish University> will each prepare separate statements of expense in English in accordance with the IUC format. The statements of expense will be added together and jointly submitted to VLIR-UOS by the <Flemish University>. 
[bookmark: _Toc348627827][bookmark: _Toc348628470][bookmark: _Toc348707599][bookmark: _Toc348968601]The statements of expense will be prepared on the basis of the actual expenses incurred and the actual time spent. 
[bookmark: _Toc348627828][bookmark: _Toc348628471][bookmark: _Toc348707600][bookmark: _Toc348968602]For each expense made in another currency than €, the value in € is to be included in the overview of expenses, as well as the exchange rate used.
[bookmark: _Toc348628472][bookmark: _Toc348707601][bookmark: _Toc348968603][bookmark: _Toc363045830]3.3.2.		Annual financial statements
[bookmark: _Toc348627829][bookmark: _Toc348628473][bookmark: _Toc348707602][bookmark: _Toc348968604]< South Partner University> and the <Flemish University> are jointly responsible for supplying an annual financial statement of expenditure for the expenditures incurred over the full period of implementation of the activity programme. The statement of expenditure needs to be visaed/countersigned by a signatory to the <Flemish University>.
[bookmark: _Toc348627830][bookmark: _Toc348628474][bookmark: _Toc348707603][bookmark: _Toc348968605]Expenditure will be considered as legitimate if :
· [bookmark: _Toc348627831][bookmark: _Toc348628475][bookmark: _Toc348707604][bookmark: _Toc348968606][bookmark: _Toc348969183][bookmark: _Toc348969469]they comply with the activity programme document;
· [bookmark: _Toc348627832][bookmark: _Toc348628476][bookmark: _Toc348707605][bookmark: _Toc348968607][bookmark: _Toc348969184][bookmark: _Toc348969470]they are recorded under the proper budget headings and subheadings;
· [bookmark: _Toc348627833][bookmark: _Toc348628477][bookmark: _Toc348707606][bookmark: _Toc348968608][bookmark: _Toc348969185][bookmark: _Toc348969471]expenditure is in accordance with the financial rules and regulations issued by the Belgian Direction General for Development Cooperation (DGD) and the Flemish Interuniversity Council (VLIR);
· [bookmark: _Toc348627834][bookmark: _Toc348628478][bookmark: _Toc348707607][bookmark: _Toc348968609][bookmark: _Toc348969186][bookmark: _Toc348969472]they are not in breach of legal regulations applying in the countries concerned;
· [bookmark: _Toc348627835][bookmark: _Toc348628479][bookmark: _Toc348707608][bookmark: _Toc348968610][bookmark: _Toc348969187][bookmark: _Toc348969473]they are supported by proper written evidence.

[bookmark: _Toc348627836][bookmark: _Toc348628480][bookmark: _Toc348707609][bookmark: _Toc348968611]The Annual Report has to include the following documents :
· [bookmark: _Toc348627837][bookmark: _Toc348628481][bookmark: _Toc348707610][bookmark: _Toc348968612][bookmark: _Toc348969188][bookmark: _Toc348969474]the annual activity report : a joint report, and a personal report from the Flemish coordinator
· [bookmark: _Toc348627838][bookmark: _Toc348628482][bookmark: _Toc348707611][bookmark: _Toc348968613][bookmark: _Toc348969189][bookmark: _Toc348969475]annexes to the annual activity report
· [bookmark: _Toc348627839][bookmark: _Toc348628483][bookmark: _Toc348707612][bookmark: _Toc348968614][bookmark: _Toc348969190][bookmark: _Toc348969476]the annual financial report, consisting of models IA, IB, IC, ID, IIA and IIB, as well as an information document on the exchange rate calculation.

[bookmark: _Toc348627840][bookmark: _Toc348628484][bookmark: _Toc348707613][bookmark: _Toc348968615]The annual financial statement of expenditure related to the activity programme for year (x) should be submitted to the VLIR before 1 October of year (x+1). 
[bookmark: _Toc348627841][bookmark: _Toc348628485][bookmark: _Toc348707614][bookmark: _Toc348968616]The financial reporting has to be done in €.
[bookmark: _Toc348627842][bookmark: _Toc348628486][bookmark: _Toc348707615][bookmark: _Toc348968617]For the detailed IUC financial guidelines, please consult the latest version at the IUC website : http://www.vliruos.be/media/263759/new_iuc_financial_guidelines.doc 
[bookmark: _Toc348627843][bookmark: _Toc348628487][bookmark: _Toc348707616][bookmark: _Toc348968618]* * *
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