LACREG 2008-2009

Canada-Latin America and the Caribbean Research Exchange Grants Program 

2008-2009
Guidelines for Final Narrative report, Financial Report and project update
In order to evaluate the achievement of project goals and objectives, each recipient will be required to submit to AUCC a narrative report and financial report by no later than May 31, 2010.

In addition, six months after the submission of the narrative and financial reports, LACREG grant recipients will be required to provide AUCC with a short update report on the medium-term outcomes of their activities. 

THE narrative report 

-    Recipients must use the questionnaire in Section A of this document to produce their narrative report.  It is important to include the partners’ views.  Please refer to the question numbers when writing the report.  The narrative report should be six to seven pages long.  
THE financial report 
· The financial report must be completed using the Financial Report Form in Section B of this document and must be accompanied by receipts. Required are original receipts, or copies of original receipts accompanied by a letter from the partner institution(s) indicating that the originals remain in their files. No final reimbursement will be made until both narrative and financial reports are submitted and approved by AUCC. 
NB: The receipts provided with the financial report should reflect the total project cost – that is, the expenses covered by the International Development Research Centre (IDRC) grant (up to two-thirds of the total project cost) as well as the expenses covered by the partner institutions (at least one-third of the total project cost).   
· Expenses that may be covered by the LACREG grant include the cost of airline tickets, airport taxes, ground transportation, visas, medical insurance, vaccinations, accommodation, and per diems for meals and incidental expenses.  The IDRC per diem rates of December 2008 are provided in Annex A.  IDRC updates its rates from time to time.  All updates will be posted on AUCC’s website. Please use the per diem and incidental rates in effect during your travel period. They represent the maximum rates you can charge (you may certainly charge less).
· Expenses that may be covered by the partner institutions’ in-kind contributions include language training, interpretation, publication costs, technical costs, conference registration fees, etc.  

· Note that changes to the proposal budget must be approved by AUCC before the new expenses can be incurred. 

· Payments will be made by cheque to Canadian recipients and mailed to the address indicated on the Financial Report Form.  Payments will be made by bank transfer to recipients outside Canada according to banking information provided by recipients to AUCC. 
THE update report 

-    Six months after the submission of the narrative and financial reports, LACREG grant recipients must submit a short report to update AUCC-IDRC on the medium-term outcomes and results of their activity. The categories of information to be provided are outlined in Section C of this document. 
information dissemination 

· AUCC-IDRC reserves the right to use the information provided by grant recipients in related publications as well as in the program's evaluation. 
· Recipients have the right to publish in any form the results of their activity or any other documents produced as a result of their grant. However, recipients must recognize the support of IDRC by including in all publications the following acknowledgment:   

“ This work was carried out with the aid of a grant from the International Development Research Centre, Ottawa, Canada.”
     -    Grant recipients must send to AUCC two hard copies of any document(s) produced as a result of project activities. 
We thank you for your collaboration.

Please send your reports and questions to:

Canada-Latin America and the Caribbean Research Exchange Grants 

Partnership Programs

Association of Universities and Colleges of Canada

600-350 Albert, Ottawa ON   K1R 1B1 Canada

Tel: 613-563-3961 ext.303
Fax: 613-563-9745 
Section A.   guidelines for final narrative report
The narrative report must include the following:
1) Title Page:  Include the name of the project, the name of grant recipient and institution, the name(s) of the principal collaborating researcher(s) and institution(s), the LACREG grant amount, and the total project cost.
2) Abstract:  Provide a two to three paragraph summary.
3) Objectives of the Exchange:  Explain differences between original and final objectives, if any.
4) Methodology and Activities:  
· Describe the research methods and analytical techniques used and any problems that arose.  
· Explain differences, if any, between proposed activities and those actually executed.

· State if graduate students were involved in project activities.  If so, how many and to what extent?

5) Results:  
· List all project outputs (e.g. research products, events, research proposals, program development, agreements, work plans, reviews, networking, course development or delivery, graduate student supervision, etc.).  Identify any outputs that were planned, but which have not yet materialized.  Specify when they will be completed.
· Describe specific achievements in terms of research, capacity building, and policy/practice influence.  

· Comment on how the research project addressed women in development (if applicable).

· If appropriate, highlight any unique or innovative outputs.

6) Overall Assessment and Recommendations:
· Describe the benefits and constraints attributable to the collaborative approach in setting objectives, carrying out activities and achieving results.  Was this the first collaboration between the partners involved in this research project?
· What would you do differently as a result of this experience and what lessons can be derived for improving future initiatives?
· How would you assess the value of this project relative to the investment of time, effort and funding?

· Outline the next steps that are being contemplated for collaboration beyond this exchange, if any. 

· Include any recommendations you would like to make to AUCC regarding the LACREG program.
Annexes
· Provide final itineraries (include names and positions of people met, date, and city/town where meetings took place).
· Attach documents produced as a result of project activities.

Canada-Latin America and the Caribbean Research Exchange Grants Program 2008-09
Section B.   Financial Report Form  
	Name of recipient:

 

	Position:
	Total project cost

 (A) $

	Cheque or money transfer should be made payable to:


	Total grant allocated

 (B) $

	Address at the university/ research institute where to send the final payment:


	Disbursement(s) to date
(C) $

	
	Total claimed 

(B-C) $

	Year


	Details

(including location and activity)
	Per diem

(meals and incidentals)
	Other expenses

(receipts required)
	Receipt no.

	month
	day
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	                              Grand Total
	Sub-total
	Sub-total
	

	
	
	                              Total project cost    (C) $
 
	
	
	

	Signature:                                                                                                        
	Date:  


Please send this form with your final narrative report.
Please ensure receipts are numbered.
Section C.   project update report
Six months after the submission of final reports, LACREG grant recipients must submit to AUCC a short update on the medium-term outcomes of their activities. The information provided in this update report will be crucial in helping AUCC-IDRC assess the medium-term results of projects conducted under the LACREG program and in informing future decisions on program development. Once again, please refer to the question numbers when writing your update report. This update report should be two to three pages long. 
1) How has your relationship with the partner organization evolved since the end of the activity supported by the LACREG program? 

2) In your opinion, has your project had any impact on the development process in the partner LAC country? How so? 
3) How are your current research projects informed by the work you conducted under the LACREG program? 
4) Can you observe ― and do you foresee ― any new research partnerships, institutional commitments and/or future joint projects facilitated as a result of the LACREG program? 
5) Are you currently using any research networks or sources of funding that you originally came across while conducting your activity under the LACREG program?  
6) Please provide any additional comments or information that you deem relevant to the monitoring of the medium-term outcomes of your activity. 
ANNEX A
Per diem rates (Effective December 1, 2008)
The per diem rates will be updated from time to time and e-mailed to grant recipients as well as posted on AUCC’s LACREG website.
Meals Only
	Country
	Canadian dollars

(C$)
	Country
	Canadian dollars

(C$)

	Argentina
	$66
	El Salvador
	$59

	Belize
	$76
	Guatemala
	$64

	Bolivia
	$55
	Haiti
	$90

	Brazil
	$94
	Honduras
	$65

	Canada
	$64
	Mexico
	$69

	Chile
	$80
	Nicaragua
	$75

	Colombia
	$64
	Panama
	$54

	Costa Rica
	$67
	Paraguay
	$82

	Cuba
	$75
	Peru
	$77

	Dominican Republic
	$71
	Uruguay
	$65

	Ecuador
	$87
	Venezuela
	$125


Incidental Expenses

A daily allowance of $24 has been established to meet the costs of incidental expenses including gratuities, laundry and dry cleaning, depreciation of luggage, and other personal supplies and services, the cost of which can be attributed to a period in travel status, but for which no other reimbursement or allowance is provided.

Private Accommodation

Where participants wish to make arrangements for a non-commercial accommodation they shall be reimbursed at a rate of $25 for each night.
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