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POST-CONFERENCE REPORTING FORM 
 
Applicants that receive financial assistance from CIDA must provide a financial and 
narrative report upon completion of the conference. Payments are only made to 
reimburse eligible expenses that have been incurred or paid. (For information on 
reporting, please consult CIDA’s Guide to Project Performance Reporting: For Canadian 
Partners and Executing Agencies. 
 
Financial Report 
 
The financial report identifies the conference’s total actual expenditures and revenues in 
Canadian dollars, and must clearly identify the expenses incurred related to CIDA’s 
assistance. A detailed listing of incurred eligible expenses must be submitted in the 
format provided by CIDA. 
 
The organization must safeguard supporting documentation for each expense. CIDA 
reserves the right, during the implementation of the project and for a period of three years 
following the final payment of CIDA’s contribution, to audit the organization’s accounts 
and financial records, and to access all supporting documents relating to expenses 
incurred to implement the project. 
 
Narrative Report 
 
The narrative report should be concise and provide the following: 
 
What has the conference 
achieved compared with the 
goals initially set out for it? 
Explain any difference between 
activities planned and activities 
held. 

 

Explain how the organization 
evaluated the conference 
(lessons learned and 
recommendations to be applied 
to future conferences) 

 

Complete list of CIDA-sponsored 
representatives, including their 
postal and electronic mail 
addresses 

 

Describe how you informed 
people of CIDA’s support for the 
conference 

 

How were gender equality-
related issues addressed? 

 

What publications, videos, etc. 
were distributed at, or produced 
following, the conference to 
ensure knowledge-sharing and 
follow-up? 
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