Preparing a Quarterly Expenditure Report (QER), or a financial report, is a three-step process:
1. submit by email the scans of the "certified" receipts of ALL expenses occurred during the previous quarter (1.1) along with the draft QER form (1.2) to GEF Facilitator by the deadline (1.3)
2. following discussion and revision with GEF Facilitator finalize the draft 

3. have the national project manager signing the QER and send back to SPREP the scan of it for filing.
Internal links:

1. submit by email the scans of the "certified" receipts of ALL expenses occurred during the previous quarter (1.1) along with the draft QER form (1.2) to GEF Facilitator by the deadline (1.3)
A proper draft QER submission should consist of the following:

1.1  SENDING CERTIFIED & NUMBERED SCANS OF RECEIPTS/INVOICES. All the receipts/invoices must be numbered and "certified". Please place the same number at the beginning of the name of the scanned file of receipts/invoices (e.g. "3. salary of national coordinator.jpeg"). The same number will then be reported, as a reference, in the first column of the sheet B of draft QER (i.e. the list of expenses). 
File size & format: please make  one scanned file for 1 (max 2) receipts; use JPEG, TIFF or PDF format only; please make small scanned file size (max size up to 1 MB) but high resolution (numbers and text must be readable!) . Large files will be hard to be sent by email.
1.2 The DRAFT QER excel form consists of TWO SHEETS: the main UNEP form (sheet A) and the explanatory/working sheet (sheet B). Please find here the empty template for the QER. 

1.2.1 Sheet B. Always compile the QER starting with sheet B. Sheet B is basically a numbered list of details of all the scanned receipts/invoices submitted that should allow the GEF Facilitator (and an auditor) to run quickly through all the receipts and understand what they are about. 

Remember: the currency of expenses reported on QER MUST be in USD - not in local currency. 
Important: the exchange rate to be applied is the one stated in the receipt acknowledgement from the bank in relation to the last installment transfer (i.e. the installment that has been spent). 
1.2.2 Sheet A. Based on sheet B, compile sheet A. Remember: never change the structure and format of the excel sheet as this is in standard UNEP format and should remain as it is. Only insert information under the columns highlighted in yellow. DO NOT change the rest. 
Start compiling this sheet from the bottom half of the sheet with listing expenses and their details (i.e. expenses of receipts from sheet B must be grouped according to the headings of each row, e.g. Personnel, Equipment). Place as many details as possible under the "Explanation" field: here you must clearly indicate the activities, and their reference numbers, of last agreed workplan you are referring to and against which you will be charging the expense. 
The total must be the same as for Sheet B. Then re-group the expenses according to the list of activities of the workplan found in the first left column of the top half of the sheet. Make sure that the total is the same in the two halves of sheet A and in sheet B. 
1.3 DEADLINE: always submit the QER to GEF Facilitator in advance relatively to final deadlines in order to allow time for revision and discussion - and to integrate your figures in the genera QER that SPREP submits to UNEP for each quarter. 
Please submit your draft QER and scans of certified receipts by 10 April (for quarter 1), 10 July (for quarter 2), 10 October (for quarter 3), 10 January (for quarter 4). 

Tips

Please bear in mind that a good idea is to use your previously submitted QER (last version file), as this will save you some time (several cells will be already filled correctly in Sheet A, compared to the empty template). You will have to do the Sheet B from scratch though. 

For instance, if you have to prepare the QER Oct-Dec 201X: just use the finalized QER Jul-Sept 201X and delete at the bottom of Sheet A the old expenditures, and add the new ones with new explanations. Then add the new expenditures under Column I (Oct-Dec) of top half of Sheet A - and leave the expenditure of the previous quarters to the left -  so that the total cumulative expense for the year appear at the far right. 

Last but not least: never miss to double check and read carefully what you are submitting to GEF Facilitator. The information you submit must be accurate.
You are encouraged to check the QERs already submitted by the other countries at this link, in order to use  them as a model. For any query on how to compile this report please do not hesitate to enter the query in the SPREP mailing list of the IAS/IIB project national coordinators or contact the GEF Facilitator.

2. following discussion and revision with GEF Facilitator finalize the draft - ideally by the 20th day of the month following the quarter of reporting.
If the previous steps were done correctly and accurately, the discussion and revision will be swift and easy.

3. have the national project manager signing the QER and send back to SPREP the scan of it for filing.
Once agreed on the final QER draft, this can be printed and have it dated and signed by the project national manager on hardcopy. The scan of the signed hardcopy should be then sent to the GEF Facilitator.

Please download here the empty template for preparing the QER and download here an example of QER filled out correctly.

===========================================

final deadlines: 20 April for quarter 1, 20 July for quarter 2, 20 October for quarter 3, 20 January for quarter 4
certified receipts: "certified" receipts means that each of them must have a stamp from the Ministry of Environment and the signature of the national project manager on top of each stamp. If companies place their own stamps on the receipts/invoices at the moment of payment, this is VERY GOOD, especially for big expenses. For little expenses (less than 20 USD) this is not necessary.

