
Quick Check List for LGA reports

· Each LGA should examine the DADP Quarterly Progress Report before submitting to RS, using the checklist below. The list should be filled by a person who does NOT prepare the report for the sake of cross check. 
· RS should examine the LGA reports with the same checkpoint, provide feedback to LGAs and keep records at the office.
· The rows of Message and Reply can be utilized to discuss any issues regarding not only reports but also implementation. 
	Check point
	LGA
	Region

	
	Check if OK 
	Check if OK

	Report File

	Does the Report contain Report Format, Summary Sheet, and Input Data?
	　
	　

	Report Format

	Correct Milestone selected? 
Avoid i) Use of the Old Version and ii) Manual Data Entering. 
Confirm that you surely select the option from the drop down list according to the nature of an intervention.
	　
	　

	Consistency between Planned Target /Completed No. and the Milestone selected 
(e.g. Figure for Irrigation should be "Ha", Figure for feeder roads be "Km". Do not confuse with No. of beneficiaries)   
	　
	　

	Only Numerical data especially for Planned Annual Target and Completed No.
(Do not enter non-numerical data such as "not yet done")
(This should be checked for other columns requiring numerical data such as Financial Progress )
	　
	　

	Do not select "On track" if the Planned Data for Completion is "by this quarter." 
(It should be "Delay against plan.") 
	　
	　

	Correct Balance calculated?
 (Balance=Amount Received - Cumulative Expenditure: Apply the formula as much as possible)
	　
	　

	Ts 1,000 units for Financial Progress 
(e.g. Tsh 1,000,000 should be indicated "1,000".)
	　
	　

	Summary Sheet Results

	No error message (e.g. #Value! and #REF!)?
If any, confirm i) whether non-numerical data are entered for the columns requiring only numerical ones;　ii) whether the formulas in Excel are broken. 
	　
	　

	Avoid Nothing or All-ZERO for a particular item, although you entered data for the item.
If this case, confirm i) whether the drop-down lists are the latest and ii) whether your option is recognized by Excel.   
	　
	　

	Check if there are any Un-reasonable Data for respective Milestone or Grant.
If any, go back to Report Format and check one by one e.g. by using "Find & Search Function"   
	　
	　

	Confirm whether Summary of Financial Progress is correct according to your best knowledge and consistent with Source of Fund in a upper table in Summary Sheet. 
	　
	　

	Message from LGA to Region:


	Reply from Region to LGA:


Quick Check List for Regional reports

· Each RS should examine the regional DADP Quarterly Progress Report before submitting to PMO-RALG, using the list below.
The list should be filled by a person who does NOT prepare the report for the sake of cross check. 
· PMO-RALG should examine the regional reports with the same checkpoint, provide feedback to RSs and keep records at the office.




· The rows of Message and Reply can be utilized to discuss any issues regarding not only reports but also implementation.

	Check point
	Region
	PMO-

RALG

	
	Check if OK 
	Check if OK

	Report File

	Does the Report contain Report Format, Summary Sheet, and Input Data?
	　
	　

	Report Format

	Correct Milestone selected? 
Avoid i) Use of the Old Version and ii) Manual Data Entering. 
Confirm that you surely select the option from the drop down list according to the nature of an intervention.
	　
	　

	Consistency between Planned Target /Completed No. and the Milestone selected 
(e.g. Figure for Irrigation should be "Ha", Figure for feeder roads be "Km". Do not confuse with No. of beneficiaries)   
	　
	　

	Only Numerical data especially for Planned Annual Target and Completed No.
(Do not enter non-numerical data such as "not yet done")
(This should be checked for other columns requiring numerical data such as Financial Progress )
	　
	　

	Do not select "On track" if the Planned Data for Completion is "by this quarter." 
(It should be "Delay against plan.") 
	　
	　

	Correct Balance calculated?
 (Balance=Amount Received - Cumulative Expenditure: Apply the formula as much as possible)
	　
	　

	Ts 1,000 units for Financial Progress 
(e.g. Tsh 1,000,000 should be indicated "1,000".)
	　
	　

	Summary Sheet Results, Financial Progress List and Physical Progress List

	No error message (e.g. #Value! and #REF!)?
If any, confirm i) whether non-numerical data are entered for the columns requiring only numerical ones;　ii) whether the formulas in Excel are broken. 
	　
	　

	Avoid Nothing or All-ZERO for a particular item, although you entered data for the item.
If this case, confirm i) whether the drop-down lists are the latest and ii) whether your option is recognized by Excel.   
	　
	　

	Check if there are any Un-reasonable Data for respective Milestone or Grant.
If any, go back to Report Format and check one by one e.g. by using "Find & Search Function"   
	　
	　

	Confirm whether Summary of Financial Progress is correct according to your best knowledge and consistent with Source of Fund in a upper table in Summary Sheet. 
	　
	　

	Message from Region to PMO-RALG:



	Reply from PMO-RALG to Region:



