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Signed: ....................., 20..
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Assignment Title: ………………………………………………………………
Assignment Report

(inception/midterm/final)

1. Background (to be filled in all reports)
The content of this chapter consists of a copy or an extended version of the background information from the TOR. Here should also be presented the specific parameters of the assignment and the requirements to the sub-contractor.
2. Tasks and objectives (to be filled in all reports)
In this chapter the exact tasks are described as per the TOR. Here should be included all other tasks and agreements made beforehand the contract signing or made during the process of assignment implementation (notes, minutes, reports etc.) if any.
 3. Achieved results/assignment implementation (to be filled in all reports)
In this chapter should be described all activities on assignment implementation (answer of the questions: who, what, when, where and how). Also described should be the processes for obtaining the results against each of the tasks, as well as what has been made until now, what is the stage of assignment implementation, what is awaiting to be finished. For inceptions reports a description of initial meetings and agreements with the Rhodope project should be stated as well as other activities initial activities undertaken.
4. Problems and issues identified and how to address them (to be filled in all reports)
In this part should be described all encountered problems during the assignment implementation, undertaken actions to mitigate the impact, as well as ideas for successful completion of the assignment.
5. Future work (to be filled in all reports)

For the inception and midterm report all future activities for finalization of the assignment should be described, including field work, desk work and report writing as well as time frame with delegated responsibilities to teams and team members. It is desirable that this information is presented in a table. For final reports suggestions for follow up work if any should be listed.
6.
Time of assignment outputs (to be filled in all reports)
For all reports please place all the assignment deliverables and deadlines identified in the TOR a table format specifying the output, the expected timing (date) for submission, actual timing (date) of submission. In cases there are differences in the expected and actual timing this must be explained in either section 3, 4, or 5. 
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	Expected submission
	Actual submission

	
	
	

	
	
	


Annexes:

Please try to incorporate in one document all annexes, which should also be mentioned in the respective places in the text (where appropriate). Please also make sure that when an annex is quoted the name is corresponding.

If it is not possible to include all annexes in the report document, name the files in the following manner:
Annex_1_Bul.doc – for Bulgarian version, and Annex_1_Eng.doc for the English version

If other than *.doc files are to be produced, please name them following the same pattern.

NOTE:

The naming of the files containing reports should be in the following manner

Inception report_Bul.doc   Inception report_Eng.doc   

Midterm report_Bul.doc    Midterm report_Eng.doc

Final report_Bul.doc          Final report_Eng.doc

