
ANNEX VI-1
Model Quarterly Supervision Report
.

· The Supervisor shall prepare quarterly progress reports during the period of execution of the contract. The reports shall be submitted no later than the seventh day of the month following the reporting period.
· These reports must be completed and signed by the Supervisor.
· Please complete the report using a typewriter or computer. Please expand the paragraphs as necessary.
· The answer to all questions must cover the reporting period.

· One copy of the report has to be sent to each address mentioned in the Special Conditions to the grant contract. 

· The Supervisor shall produce all necessary documentation commensurate with carrying out the duties of the Supervisor set up in ToR of the Supervision Service Tender Dossier/Memorandum, signed between the Grant beneficiary and the Supervisor.   

· The Supervisor shall set up a hard copy filing system. All such files will be handed over to the Contracting Authority at the end of completion of works. Drawings and schedules shall be reduced to a maximum size of A3 for inclusion in reports.
· The Contracting Authority will reject any incomplete or badly completed reports. 

1. Description
1.1. Name of Beneficiary of grant contract: 

1.2. Title of the Action:

1.3. Contract number:
1.4. Target region(s)/place of works implementation:
1.5. Start date and end date of the reporting period:

1.6. Name and title of the Supervisor: 

2. Assessment of implementation of activities
The report shall include, but not necessarily be restricted to the following: progress, quality of works, safety, results, resources, contract administration and cost, work programme. 

Progress with implementation of activities
· Please, list all the works with particular reference to the major activities and those on the critical path for completion in line with Annex 1 of the Grant contract during the reporting period. 
· Please, elaborate on the problems, including delay, cancellation, postponement of activities, which have arisen and how they have been addressed and proposed measures to alleviate them. 

· Please, show  comparison between actual and scheduled progress 
Provide a copy of the Contractor's programme marked up to show a comparison between scheduled and actual progress in the reported period
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Quality of Works

· Please, provide a summary of the quality of the Contractor's work and materials.
· Please, elaborate on any problems related thereto with recommendations for improvement. 
· Please, provide a summary of all samples and tests carried out on materials, plant and Works.
Safety:
· Please, provide an update of accidents at work.
·  Please, made an appraisal of the safety of the Contractor's working practices, and how any safety transgressions may be remedied

Results

· Please quantify the results of the works, where possible. 

3. Contract Administration and Cost:

Please give a revised projection of the final cost of the works, which takes into consideration, but is not necessarily restricted to the following:

· Value of interim payment certificates to date.
· Anticipated decreases or increases in the Contract price.
· Valuation of any variation orders issued on the contract.
· Substantiation and valuation of any claims submitted by the Contractor.
· Cost implications for any time overruns with or without extensions of time being granted to the Contractor

Notwithstanding the reporting requirements, in addition to identifying any potential savings, the Supervisor shall immediately notify the Contracting Authority if, in his opinion, the Works contract is likely to exceed the available budget.

The value of the completed works shall be presented in graphical form showing a comparison between actual and scheduled values from commencement of the Works. 

Resources

·  Please provide a schedule of the Contractor's labour, staff and equipment with an updated appraisal as to whether or not these are adequate to complete the contract on time.
4. Activities of the Supervision Team:

Please give information, but not necessarily restricted to the following:
· A summary of the work carried out under the Supervision Team. Please provide a schedule of the service and any other relevant information, i.e. visits to site, meetings held,  etc.
· Approval of the shop drawings of the Works.
· An appraisal of the working relationship with the Contracting Authority.
· An appraisal of the working relationship with and Contractor, detailing any specific administrative, supervision and inspection problems encountered with recommendations an how these may be overcome.

Please attach minutes of each of the site meetings and of all other contractual meetings. In case of irregularity identified, irrespective of the requirement to include minutes in the Quarterly Report, minutes of the site meetings and all other contractual meetings related to irregularities shall be available nd distributed to the Contracting Authority distribution within 24 hours of the respective visit/meeting. 
5. Please provide as an Annex to the Quarterly Report tabulated summaries of:

· Submittals of the Contractor and approvals of the Supervisor.
· Site instructions issued to date.
· Administrative Orders for Modification issued to date.
· Claims notified by the Contractor.
· Interim Payment Certificates certified by the Supervisor with the tabulation clearly showing the date on which the Contractor has received payment, the outstanding amount to be repaid of any advance payment, and the amount of retention held.
· Provisional sums to date. 

· Authorized day-works to date.
· Other contractual issues e.g. claims made on the insurance policies

Name of the expert from Supervision Team who prepared the Report……………………………

Signature: ………………………………………
Location: ………………………………………
Date report due: ……………………..…………
Date report sent: ……………………………….
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