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	Annex 4









Inception report


Project number:
	Q
	S
	F
	
	
	
	
	
	
	



Project title:	

The QSF Coordinator submits the following inception report, which relates to the period from	
	(unconditional approval of the proposal) to	
	(submission date of this inception report).

* The inception report must be submitted to the QSF Secretariat within eight weeks of receipt of notification of the unconditional approval of the proposal. Note that the report does not need to be accompanied by a request for payment if the results of the call for tenders are not available.


	1	Definitive project schedule

	Project start date:
Estimated project completion date:
Estimated submission date of the final report:
	No.
	Activity planned (description)
	Completion date (if activity is complete) or estimated completion date
	Comments, wherever applicable, including those relating to the non-completion or delay in completion of an activity or task

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	


 



	2	Decisions made regarding the project team (i.e. names of the people assigned to the project, their title, and their function in the project team).

		No.
	Function in the project team
	Name of person assigned
	Title within their organization

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


 



	
3	Special events: List any incidents or exceptions that may have occurred so far within the framework of the project (excluding already approved project change requests), or any other information requested by the QSF Board in its notification of unconditional approval of the project proposal.

	



	4	Preliminary budget report and, if available, information about the results of the call for tenders and a reference to attached pro forma invoices (e.g. invoice number/date). 

		QSF budget item approved (description)
	Quantity approved
	Budget approved (USD)
	Chosen bid costs (currency of offer)
	Chosen bid costs (USD)
	Pro forma invoice reference

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	
	
	
	


* Exchange rate calculations will be made by QSF Finance, on the basis of official UN rates. 
	Final budget (USD) (lower of the total budget approved or chosen bid costs)
	

	Instalment requested (USD)
	


Please find attached to this inception report the request for payment (Annex 5 of the PMM) of the instalment.




	Name of the QSF Coordinator



	Place and date


	Signature of the QSF Coordinator
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