FINAL REPORT - TO BE SUBMITTED AFTER THE EVENT

(date of issue: 01/03/2004)
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	NATO Public Information Programs 

Co-sponsorship Grants for Seminars and Conferences in the Russian Federation
NATO Information Office (attached to the Embassy of Belgium), Ul. Mytnaya 3, 119049 Moscow, Russian Federation

Fax: + 7 095 937 38 09 or (satellite line) + 7 502 937 38 09

E-mail: i.francois@nio-moscow.nato.int


(RUSSIAN FEDERATION)

	Organisation:


	· Name:

     
· Address: 

      

· Telephone:  
      

· Fax:

     
· E-mail: 

     
· Website:

     

	Contact Person/s: 

( tel email, fax,etc)
	· Main contact person:

     
· Alternative contact person/s: 
     


	Name of the Event:
	

	Place:

	· Country: 

     
· Region: 

     
· City: 

     
· Venue: 

     

	Additional Co-sponsoring Institutions:
	     

	Date/s:
	     

	NATO Speakers’ attendance:

(Please provide details)
	     

	Total Amount allocated by NATO PDD (in Euros/USD):
	     

	Final balance requested from NATO PDD (in Euros/USD):
	     

	I hereby declare that the details in this report are correct.
       Name, date and signature of the Project Representative:




	FOR OFFICIAL USE ONLY
	

	NIO
	     
Comments by the Director

	Comments/Recommendation by the Officer in charge


	     
Date and signature of the Officer in charge:


1. Please, paste here a version of the Final Program: 

     
2. Please, paste here a version of the Final List of Participants: 

     

3. Financial Report: 

(Please make sure that this form and the necessary annexes are complete and accurate. Should this not be the case, the Financial report cannot be approved by NATO and thus will be returned for further completion. Such action may result in long delays before the payment of the second installment can be processed.)

	Item number in the annexes (*)
	Budget Categories
	Total Final Cost in local  currency
	Total

Final Cost

In EUR or USD (**)

	
	(a) TRAVEL EXPENSES
	
	

	
	· Speakers (excluding NATO speakers)
	     
	     

	
	· Participants
	     
	     

	
	     TOTAL EXPENSES FOR TRAVEL
	     
	     

	
	(b) ACCOMMODATION
	
	

	
	· Speakers (excluding NATO Speakers)
	     
	     

	· 
	· Participants
	     
	     

	
	(c) MEALS/CATERING
	     
	     

	
	· Lunch/dinner
	     
	     

	
	· Coffee Breaks
	     
	     

	
	· Reception
	     
	     

	
	     TOTAL
	     
	     

	
	(d) RENTALS 
	
	

	
	· Conference facilities
	     
	     

	
	· Equipment (i.e. audiovisual…)
	     
	     

	
	· Bus/Minivan 
	     
	     

	
	     TOTAL
	     
	     

	
	(e) TRANSLATION SERVICES
	
	

	
	· Equipment rental
	     
	     

	
	· Interpretation fees
	     
	     

	
	     TOTAL
	     
	     

	
	(f) ORGANIZATIONAL EXPENSES 
	
	

	
	· staff salaries (***) directly related to the event (maximum of 5% of the total NATO approved contribution to the conference)
	     
	     

	
	· publicity and invitations
	     
	     

	
	· mail, fax, telephone charges
	     
	     

	
	· conference package
	     
	     

	
	· conference proceedings
	     
	     

	
	· other (specify) 
	     
	     

	
	(g) OTHER (specify)

     

	     
	     

	
	 TOTAL COST

IN EUROS OR USD
	     
	     



MANDATORY:

(*)
A French or English translation of the key elements in each receipt MUST be provided. It must include the name of the company, name of the client, dates, amounts, itineraries, dates, and prices. Each invoice must clearly show the official stamp of the provider or the goods and/or services.

(**)
Please, attach a document indicating the Official Exchange Rate at the date of the conference (i.e. National Bank).

(***)

The usage of these funds has to be certified with appropriate financial documentation and signed by the NGO Financial Officer.

4. Checklist

For Final payment you must submit:  

After the event, a detailed report on the event has to be submitted to NATO (mail address listed at the bottom of this page) and must include the following:  

· Financial report – Remember that both the Financial Report and annexes submitted must fully correspond with the budget categories previously approved by the Public Diplomacy Division of NATO. All documents must contain reference numbers and must be grouped according to the categories in the report. In addition, all annexes to the financial report must be presented in the same order as indicated in that report and the approved budget.

· Itemized invoices* (three copies) for all expenses NATO has agreed to refund in the initial proposal. Invoices must clearly identify address, phone and name of organization a description/purpose of the good/service purchased/rented, date of transaction. All receipts/invoices can be presented on photocopied pages as long as itemized and a clear reference is made to the listing presented in the financial report. Multiple receipts/invoices can be photocopied on the same page. 

· Translation of invoices/receipts –In the event that the originals are not in French or English, all essential elements MUST be translated.

· Final program of the event 

· List of participants who attended the event. Add also a list of participants for all meals and accommodation for which NATO provides financial assistance. In the case of hotel services, the bill (and its translation) MUST indicate the names of the guests, the dates of arrival and departure, number of days, and cost per night. 

· Confirm accuracy of Bank Information provided previously.

* As mentioned in the document “FINANCIAL RULES FOR ORGANIZATIONS APPLYING FOR NATO SUBSIDIES FOR CONFERENCES AND SEMINARS”, invoices must include the following: address and name of organization providing the good/service, date of purchase/rental, purpose, date. Meal/Food invoices must specify the number of persons for which catering was for. 
5. Additional Comments:

     









