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Reporting

Actors
Partner reports
Project report
Flow

6-monthly 
Deadlines



Continuous 
project 
justification

Evidence the 
project 
intervention logic

Highlight the 
main information
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Readability 
Attraction
Formatting

Numbering

Proof reading

Reviewing

Evidence
Useful

Structured
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Win-win challenge

Recommendations to projects
Advice, guidance on improvements, modifications

Quality appraisal at the JS level
Relevance, value for money, long-term effects

Capitalisation at the programme level 
Communication, evaluation
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Submission process

Lead partner (LP) to assign users (PP)
Partners to open their partner report as PP
PP to submit partner report to FLC

Save, check saved report, submit
Assigned controller (FLC) to verify partner report and 
submit it to LP

LP to integrate all partner reports and submit 
project report to JS

Assigned controller (FLC) to check the list of expenditure 
of partners (checklist)NO LP’s FLC in the system!!! 

LP to eventually correct partners expenditure
LP to save, check saved report, submit
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Registration
All partners 
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Assignment of users
Lead partner assigns partners
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Creation
All partners

1st report creation

JS

2 possibilities

March 2017

15.09 – 31.12

September 2017

01.01 – 30.06
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Partner 
report
All partners

contribution 

problem 

deliverable 

evidence
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Partner 
report
All partners

Work package

List of WP

Based on your AF
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Partner 
report
All partners

Expenditure

Allocate to

Budget line

Work package
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Partner 
report
All partners

Expenditure

Add real cost
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Partner 
report
All partners

Forecast

In kind 

contribution

Partner 

contribution
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Submission
All partners

Save

Check saved 

Partner report

Submit
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Project 
report
Lead partner

Project report

Joint report
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Project 
report
Lead partner

Achievements

Problems

Objectives 

Outputs 

Target groups

Work packages
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Project 
report
Lead partner

Certificates

Expenditure

Tables
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Submission
Lead partner

Save

Check saved report

Submit



Approval process

JS to approve the project report
Project officer to check completeness, general 
information, reporting per work package, expenditure, 
assess progress
Revert for more information, approve

Managing Authority
Certifying Authority

Report approval triggers the payment 



Points of attention

Once claimed (WP, partner) it stays for ever BE 
CAREFUL!!! 

1 expenditure ‘real cost’ per budget line and per 
WP corresponding to one invoice

PP to include the date of payment for all claimed 
invoice 
Forecast section for the next period to be filled-in



Project changes

Need approval, inform us in advance, 
and as early as possible

Project objective is key

20% flexibility per budget line on project 
level (within approved total budget)

Last change 6 months before end date




