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Supervision Mission Report Template
[bookmark: _GoBack]Purpose: To ensure standardized reporting of supervision mission findings and recommendations.
Sign off:  Programme manager.
PGS instructions: 2-3 pages should suffice for most supervision mission reports. Attach to Back to Office Report (BTOR). The ToR template can be found in Module 4, Section 4.2.2.
	Supervision mission cover sheet

	Project title:
	

	Start/end dates:
	Project start/end
	Registration n°:
	Project number

	Supervision Mission ToR prepared by[footnoteRef:1]: [1:  See the Supervision Mission ToR Template in PGS Module 4.] 

	Person name, Unit, Office

	Person(s) undertaking supervision mission:
	Person name, Unit, Office (if different)

	Date of mission / report:
	Date of mission / Date of report

	Dates of any previous supervision missions: 
	

	Distribution:
	List main audiences for report (see ToR)

	Persons responsible for implementing recommendations:
	Project manager and any others (e.g. implementing partners, etc)




1. Main purpose of the trip (copy from Back to Office Report, BTOR)

2. Summary of results (copy from BTOR)

3. Summary of recommendations and required follow-up

4. Project implementation, management and financial management
· Are all aspects of the project on track? Refer to the project’s Annual Work Plan and note any changes made.
· Review implementation of recommendations from previous supervision missions.
· For any delays in implementation, describe why (internal or external factors).
· Verify that the budget expenditure is on track and appropriate (i.e. consistent with activities completed and cash flow projections, free of fraud, reconciling money received and disbursed, review of invoices and other payment requests, review of record keeping on procurement and other aspects).
· Verify that the management (e.g. chief technical advisor) and governance (e.g. project steering committee) of the project is effective;

5. Monitoring data verification
· Assess the suitability of monitoring indicators, methods for data collection and quality of reporting.
· Verify that data being reported is correct. Refer to the project’s Monitoring Plan.




6. Risk factors mitigation

· Are the risk mitigation measures identified at project design being adequately implemented (ESMS, business, partners)? Have any new risks come up?
· Are the mitigation measures specified in the ESMP being adequately implemented?

7. Any other notable findings or lessons learned 

8. Recommendations for project implementation
· Provide specific, implementable recommendations (related to improving technical aspects of the project’s implementation, project and financial management, risk management, and monitoring and reporting)
· How will these be implemented?


Annexes: 
· BTOR – including list of all meetings and people met (full list with function)
· Supervision Mission ToR
· List of documents or materials brought back from visit 
(publications, reports, awareness raising materials etc.)
· Agenda of the site visit/supervision mission
· Note: additional details of meetings during site visit are not required in the main report and can be annexed
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