ANNEX I: NARRATIVE AND FINANCIAL REPORTING TEMPLATE
Small Grants Scheme – Beyond Barriers: Roma Resilience in the Western Balkans

Use this template for the report required under the Subgrant Agreement. Information must be consistent with the approved Application, Logical Framework and Budget. Financial figures must be reported in EUR. Where expenditure was incurred in another currency, retain the original-currency amount and document the exchange rate used. Do not include personal beneficiary data in this report; report aggregated figures only.

I.1 Report Cover Page
	Beneficiary (Lead Applicant)
	

	Title of action
	

	Subgrant Agreement number
	

	Implementation period
	From: ____________________   To: ____________________

	Reporting period
	From: ____________________   To: ____________________

	Type of report
	☐ Final report     ☐ Other: ______________________________

	Approved grant amount
	EUR 20,000

	Amount received to date (EUR)
	

	Date of submission
	

	Contact person
	

	Email / telephone
	


Reporting instructions
• Report against the approved action and the latest approved Budget and Logical Framework. Explain any material deviation, delay, under-achievement or budget variance.
• Use the same activity, output, outcome and indicator numbering as in the approved application wherever possible.
• Report unique beneficiaries where possible. Where beneficiary categories overlap (for example Roma women who are also youth/NEET), do not add overlapping categories together as if they were separate people.
• Employment, self-employment and income-generation results should be supported by verifiable evidence appropriate to the result.
• Financial expenditure must be supported by adequate accounting records and documentation. Supporting documents should be clearly cross-referenced to the List of Expenditure.
• Keep original supporting documents and project records available for verification in accordance with the Subgrant Agreement.
I.2 Narrative Report
I.2.1 Summary of implementation
Provide a concise overview of implementation during the reporting period, including the overall status of the action, the most important achievements, key beneficiary results and any significant changes.




I.2.2 Activities implemented
Summarise implementation against the approved work plan. Add rows if needed.
	Activity / reference
	Planned activity
	What was implemented
	Main output / evidence
	Status / variance

	A1
	
	
	
	

	A2
	
	
	
	

	A3
	
	
	
	

	A4
	
	
	
	

	A5
	
	
	
	


I.2.3 Results achieved
Describe progress toward expected outputs and outcomes, including any qualitative change that is not fully captured by the indicator table in Section I.3.




I.2.4 Employment, self-employment, apprenticeship and income-generation results
Complete only the result areas relevant to the action. Figures must be consistent with Sections I.3 and I.4.
	Result area
	Planned
	Achieved
	Verification / evidence
	Follow-up / sustainability

	Persons trained
	
	
	
	

	Persons certified
	
	
	
	

	Persons placed in employment
	
	
	
	

	Apprenticeships / internships
	
	
	
	

	Persons supported for self-employment
	
	
	
	

	Micro-businesses / social enterprises supported or created
	
	
	
	

	Beneficiaries with improved income / livelihood
	
	
	
	





I.2.5 Target groups and beneficiaries reached
Describe how beneficiaries were reached and selected, whether planned target groups were reached, and any important inclusion or access issues. Refer to the quantitative data in Section I.4.



I.2.6 Partnerships and stakeholder cooperation
Describe the contribution of Co-applicants, associates, employers, municipalities, training providers, businesses and other stakeholders, including any partnership changes.




I.2.7 Communication and visibility of EU support
Summarise communication and visibility actions, key audiences reached and the use of the EU emblem / acknowledgement of EU support. List or reference supporting evidence.




I.2.8 Challenges, risks, changes and mitigation measures
Describe significant challenges, risks and deviations from the approved plan or budget, how they were addressed, and whether any prior approval was required or obtained.



I.2.9 Sustainability and follow-up
Explain what will continue after the grant ends, including employment/business results, partnerships, equipment/tools, services, institutional arrangements and follow-up with beneficiaries.



I.2.10 Lessons learned and recommendations
Identify the main lessons from implementation and practical recommendations for future actions or replication in other Roma communities.
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I.3 Results and Indicators Table
Report against the approved Logical Framework. Add rows as necessary. Baselines and targets should match Annex C. Explain significant variances.
	Result / indicator reference
	Baseline
	Target
	Achieved
	Evidence / means of verification
	Explanation of variance
	Status

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


I.4 Beneficiary Data Summary
Report aggregated data only. Beneficiary categories may overlap; do not sum overlapping rows. “Achieved” should represent unique persons within each category where possible.
	Beneficiary category
	Planned number
	Achieved number
	Women
	Youth / NEET
	Comments / methodology

	Unique direct Roma beneficiaries
	
	
	
	
	

	Roma women
	
	
	
	
	

	Roma youth / NEET persons
	
	
	
	
	

	Roma adults without formal qualifications
	
	
	
	
	

	Roma entrepreneurs / self-employed persons
	
	
	
	
	

	Persons with disabilities, where relevant and voluntarily reported
	
	
	
	
	

	Other underserved Roma beneficiaries
	
	
	
	
	

	Indirect / wider community beneficiaries (estimate, if applicable)
	
	
	
	
	


I.5 Financial Report Summary
Use the same budget headings and line references as in the latest approved Annex B. The rows below follow the standard EU budget structure and may be adapted to mirror the approved Budget exactly.
	Budget ref.
	Budget category
	Approved budget EUR
	Expenditure this period EUR
	Cumulative expenditure EUR
	Variance EUR
	Explanation / budget change reference

	1
	Human resources / project team
	
	
	
	
	

	2
	Travel / local transport
	
	
	
	
	

	3
	Equipment, tools and supplies
	
	
	
	
	

	4
	Local / project office and administration, if applicable
	
	
	
	
	

	5
	Other costs and services (training, mentoring, events, communication, etc.)
	
	
	
	
	

	6
	Other / support to beneficiaries or third parties, if applicable
	
	
	
	
	

	7
	Indirect costs, if approved
	
	
	
	
	

	
	TOTAL ELIGIBLE COSTS
	
	
	
	
	


Financial reconciliation
	Reconciliation item
	EUR amount
	Explanation / reference

	Approved grant amount
	20,000
	

	Total grant received to date
	
	

	Total eligible expenditure reported
	
	

	Unspent balance
	
	

	Amount to be reimbursed / recovered, if applicable
	
	


I.6 List of Expenditure
List each transaction claimed in the financial report. Use one line per accounting transaction. Where the original currency is not EUR, show the exchange rate used and the resulting EUR amount. Add rows as necessary.
	No.
	Budget line
	Document date
	Supplier / payee
	Description
	Invoice / receipt ref.
	Payment date / proof ref.
	Currency
	Original amount
	Exchange rate
	Amount EUR
	Procurement / supporting doc ref.

	1
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	
	
	
	



I.7 Supporting Documents Checklist
Mark the documents attached to the report or available in the project file. Attach only the documentation required by the Subgrant Agreement or requested by the Contracting Authority; retain all originals/authoritative records for verification.
	Supporting document
	Status
	Reference / comments

	Invoices / receipts / fiscal documents
	☐ Attached   ☐ Available   ☐ N/A
	

	Proof of payment / bank statements / cash payment evidence
	☐ Attached   ☐ Available   ☐ N/A
	

	Contracts / purchase orders / engagement agreements
	☐ Attached   ☐ Available   ☐ N/A
	

	Procurement documentation / quotations / evaluation records
	☐ Attached   ☐ Available   ☐ N/A
	

	Payroll documents / timesheets, where applicable
	☐ Attached   ☐ Available   ☐ N/A
	

	Travel / transport documentation, where applicable
	☐ Attached   ☐ Available   ☐ N/A
	

	Attendance lists / participant records
	☐ Attached   ☐ Available   ☐ N/A
	

	Beneficiary outreach / selection records
	☐ Attached   ☐ Available   ☐ N/A
	

	Training materials / certificates / activity reports
	☐ Attached   ☐ Available   ☐ N/A
	

	Evidence of employment / self-employment / apprenticeship / income results
	☐ Attached   ☐ Available   ☐ N/A
	

	Deliverables / outputs / products
	☐ Attached   ☐ Available   ☐ N/A
	

	Photos / communication and EU visibility evidence
	☐ Attached   ☐ Available   ☐ N/A
	

	Equipment / asset records and handover evidence, where applicable
	☐ Attached   ☐ Available   ☐ N/A
	

	Updated Logical Framework / indicator evidence, if required
	☐ Attached   ☐ Available   ☐ N/A
	

	Other supporting documents
	☐ Attached   ☐ Available   ☐ N/A
	







I.8 Report Declaration
To be signed by the authorised representative of the Beneficiary.
The Beneficiary confirms that, to the best of its knowledge, the information provided in this report is true, complete and consistent with the project records; the reported expenditure relates to implementation of the approved action and is recorded in the Beneficiary’s accounting or financial records; the same expenditure has not knowingly been claimed twice from another funding source; and the supporting documents and evidence referred to in this report are available for verification. The Beneficiary also confirms that material deviations, budget changes and implementation issues requiring notification or approval have been disclosed in this report.
	Name of authorised representative
	

	Position
	

	Organisation
	

	Place and date
	

	Signature and stamp, if applicable
	


Final consistency check before submission: Narrative results, beneficiary figures, indicator achievements and financial figures should reconcile across Sections I.2–I.6 and with the approved Annex A.2, Annex B and Annex C.
