Report Format for Activities:

	Item no
	Activity/Service (as listed in the workplan/contract/LoA)
	Status (Percentage Complete)
	Description of work undertaken during the reporting period
	Description of problems encountered: issues that need addressing: decisions/ actions taken

	
	
	
	
	


Report Format for Financial Expenditure:
	Description of expenditure
	Total expenditure for this month
	Total un-liquidated obligations
	Cumulative expenditure for month


	
	
	
	

	e.g. Training
	3500
	1500 (consultant advance fee)
	5000

	e.g. Equipment
	4000
	2000 (deposit for purchase)
	6000

	Grand Total for Month
	

	Unspent balance for UNIDO budget 
	


