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WTO Chairs Programme (WCP)
Reporting Guidelines and Annual Report Template
1- This note builds on the Memorandum of Understanding signed between the WTO and the institutions hosting a WTO Chair, which establishes that Chairs will submit a detailed annual report on the utilization of funds provided by the WTO, and a clear description of the outputs generated during the calendar year.   With a view to enhancing the effectiveness of the WCP and to streamlining its monitoring and assessment with the results-based management (RBM) approach being implemented by the WTO, this note presents a set of revised guidelines for WTO Chairs to adopt as part of their reporting practices.   
2- Annual reports should clearly reflect the deliverables attributed to the WCP.  However, Chairs are invited to refer separately to the effect that the WTO Chair "brand" may have in enhancing their visibility and outreach.   A comprehensive narrative report should be part of the reports (all sections are expandable). This template contains two annexes which must be completed by the Chair according to the three pillars of the programme: Research, Curriculum Development and Teaching, and Outreach. These deal respectively with activities and expenditures.
3- Reports must be accompanied by a letter co-signed by the Chair holder, the supervisory academic authority of the Chair and the responsible financial officer.  Financial statements must be certified by the corresponding financial authority of the institution.  Disbursement requests will only be entertained upon approval of this report by the WTO, taking into account any advice offered by the Advisory Board. 
4- You are requested to return this report duly completed by 14 December 2012.  Should there be any question regarding the annual report, please do not hesitate to contact the WTO at www.wtochairs@wto.org. 
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WTO CHAIRS PROGRAMME

ANNUAL REPORT BY WTO CHAIRS

	1.         Identification of the WCP Institution 


	Reporting Institution 


	

	Reporting Period


	

	Total Funds Utilized

 
	


	2.        Signatures of Senior Academic Authority, Financial Authority and Chair Holder 


	Name
	Title
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	


	3.        Executive Summary 


Please provide a summary describing the objectives of the Chairs project, and the achievements during the year, identifying both the outputs completed and in progress.  Please report on progress made since the last report in respect of the three pillars of the WCP, and focus on the outputs attributable to the funds and substantive support provided by the WTO.
	4.        Outputs, Outcomes and Impacts of  Activities Under Each Pillar 


4.1
Outputs:  
How has the WCP helped increase the quantity and quality of outputs generated by the institution? : 
Is the WTO providing the right skills, resources and framework to achieve the objectives?  : 

Are the outputs proving effective in terms of reaching the target groups, being on schedule and attracting support from other partner organizations? :

Visibility: Please identify the main outputs generated in terms of visibility for the WTO Chair and explain their actual or potential impact.
	5.         Resources: Inputs, financial and human resources, used to generate outputs in the year.


5.1
Please report on the funds spent during the year on activities.  Please use the sample table (Annex II) attached to this template to specify costs per activity and types of expenditures.  You may add items not encompassed by the suggested categories.  Please elaborate here as pertinent:
5.2
Human Resources.  Please elaborate on the use of human resources (e.g. paid resource persons, administrative staff) per activity.
	6.        Partnerships and networking.


6.1
Partnerships and networking: Please report on partnerships and networking arrangements entered into with other academic or governmental institutions, including other WTO Chairs, and identify the outputs generated or expected.

	7.        Sustainability 


7.1
Taking into account questions raised in section 4 regarding outputs, outcomes and impact; please explain the strategy being implemented to ensure the sustainability of results and any actions taken in this respect.  Please explain progress achieved thus far.  Please indicate any plans you have for continuing the activities of the chair once the funding is exhausted in 2013.

	8.     Constraints, lessons learned, and any other key challenges relating to the implementation of the project


8.1
Please describe the main challenges faced in implementing the project as originally proposed.  Kindly share in this report your main recommendations stemming from the lessons learned.
SUMMARY TABULATIONS

Annex I-A  List of individual activities and initiatives:  RESEARCH
	1. Research

	Activities undertaken

	
	Results (changes resulting from the programme)

	
	Outputs 
	Outcomes
	Expected results


	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Annex I-B List of individual activities and initiatives:  CURRICULUM DEVELOPMENT AND TEACHING
	2. Curriculum development and teaching


	Activities
	
	Results (changes resulting from the programme)

	
	Outputs 
	Outcomes
	Expected results

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Annex I-C List of individual activities and initiatives:  OUTREACH
	3. Outreach Activities


	Activities
	
	Results (changes resulting from the programme)

	
	Outputs 
	Outcomes
	Expected results

	1.


	
	
	

	2.


	
	
	

	3.
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SUMMARY OF EXPENDITURE AND PERCENTAGES OF TOTAL EXPENDITURES
	RESEARCH

	
	Remuneration to staff
(to whom?)
	Other expenditures
(e.g. publishing)
	Remuneration of professional services (e.g. research, consultancies)
	Travel Costs (travel subsistence)
	Events
	TOTAL

	Activity 1.
	
	
	
	
	
	

	Activity 2. 
	
	
	
	
	
	

	Activity 3. 
	
	
	
	
	
	

	Add as pertinent
	
	
	
	
	
	

	Sub-total:
	

	Percentage of total expenditure
	

	CURRICULUM DEVELOPMENT AND TEACHING

	Activity 1.
	
	
	
	
	
	

	Activity 2. 
	
	
	
	
	
	

	Activity 3. 
	
	
	
	
	
	

	Add as pertinent
	
	
	
	
	
	

	Sub-total:
	

	Percentage of total expenditure
	

	OUTREACH

	Activity 1.
	
	
	
	
	
	

	Activity 2. 
	
	
	
	
	
	

	Activity 3. 
	
	
	
	
	
	

	Add as pertinent
	
	
	
	
	
	

	Sub-total:
	

	Percentage of total expenditure
	

	TOTAL
	


ANNEX II
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