
ANNEX VI-2
Model Completion Supervision Report
.

· On completion of the works (after the Provisional acceptance) the Supervisor shall prepare and submit a Completion Report and a Quality Assurance Dossier. The report has to be submitted with the Final Narrative and Financial report of the Grant Beneficiary. 
· On issuing the Performance Certificate the Supervisor shall submit a Final Report.

· 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.
· 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
· Please, provide an overview of the actual Works completed.
· Please provide information if there is any delay and detail reasons for delays in Works. 
· Please, detail any technical difficulties encountered and how these were overcome so that they be taken into consideration in future Works contracts.
· Please, describe Commissioning reports for the various mechanical and electrical components of the Works (if any).
· Please, detail all permits required for the construction of the Works.

Quality of Works

· Please, make an assessment of the quality of materials and workmanship.
· Please, list any problems encountered in this regard during the completion of Works
Safety:
· Please, make an assessment of the Contractor's working practices and site safety procedures.
Results

· Please quantify the results of the Works against the objectives set up in Annex I to the Grant Contract. 
3. Contract Administration and Cost:

Please give an assessment of the final cost of Works, which takes into consideration, but is not necessarily restricted to the following:

· Complete analysis of the completion cost of the Works.
· Assessment of administrative difficulties encountered and how these were overcome.

· Appraisal of the strengths and weaknesses in the contract documents and in the design of the Works (including but not limited to the Special Conditions of Works Contract, technical specifications, price schedules, design details and drawings) with recommendations on how improvements could be made for future contracts.

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

4. Activities of the Supervision Team:

Please give information, but not necessarily restricted to the following:
· Work carried out by the Supervision Team. 
· 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 in future contracts.
5. Please provide as an Annex to the Report:
· Copies of the Taking‑Over Certificate(s).

· Verified "as‑built" drawings showing all revisions to the design of the Works.

6. Quality Assurance Dossier

In addition to the Completion Report the Supervisor shall submit a comprehensive Quality Assurance (QA) Dossier containing all original requests for inspection, approvals, test forms and certificates relating to the construction of the Works and to the materials and Plant incorporated into the Works. Documentation in the QA Dossier shall include but not necessarily be restricted to:

· All manufacturer's test certificates for materials, if any.
· Performance test certificates and warranty agreements where applicable for mechanical and electrical plant.
· Requests for inspection (if any), approvals and test results for:

· Earthworks (grading, indicators, compaction etc)

· Structural (aggregates, mix designs, strength, formwork, reinforcement, etc)

7. Final Report 

The Supervisor shall submit a Final Report to the Contracting Authority and the Beneficiary after issue of the Final Acceptance Certificate. 
· The Final Report shall contain details of all remedial works carried out by the Contractor to rectify any defects found during the Maintenance Period. 
· The Final Report shall comment on and make recommendations with regard to the Beneficiary's operation and maintenance practices. 
· The Final Report shall also contain a summary of the Final Statement for all work done in accordance with the contract.

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

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