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REPORTING ON IMPLEMENTATION OF THE ACTION

This presentation

This presentation aims at providing grant beneficiary with useful
information about the preparation of the Final Report on the
implementation of the action supported under the Support to Civil Society
project.
It is in compliance with Annex II: General conditions of the Grant contract
and is based on PRAG ‘2010 provisions .
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“The grant beneficiary is responsible for implementing the operation and
retains ownership of its results.” (PRAG ‘2010, p.91)
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Referential documents

5

REPORTING ON IMPLEMENTATION OF THE ACTION

Why to prepare a report?

(Article 4.1 of Special conditions, Annex I of the Grant contract)

“The Beneficiary must provide the Contracting Authority with all required
information on the implementation of the Action. To that end, the
Beneficiary must draw up… a final report.”
(Article 2.1 of General conditions, Annex II of the Grant contract)

“If the Beneficiary fails to supply the Contracting Authority with a final
report by the final report deadline… and fails to furnish an acceptable and
sufficient written explanation of the reasons why it is unable to comply with
this obligation, the Contracting Authority may terminate the Contract in
accordance with Article 12.2 a) and recover the amounts already paid and
not substantiated.”
(Section 2.5 General conditions, Annex II of the Grant contract)
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“Narrative and financial reports shall be produced in support of payment
requests, in compliance with Articles 2 and 15.1 of Annex II.”
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Final Report parameters

CONTENT

The report shall cover the Action as a whole, regardless of which part of it is financed by the
Contracting Authority. Each report must provide a full account of all aspects of the Action's
implementation for the period covered.
The reports shall be drafted in the language of the Contract.

STRUCTURE

The report shall consist of a narrative section and a financial section and shall conform to the
model in Annex VI of the Grant contract.
The information provided in the Narrative section shall fully correspond to the data in the
Financial section.

SUBMISSION

• DEADLINE: The final report shall be forwarded no later than three months after the
implementation period as defined in Article 2 of the Special Conditions (Annex I of the
Grant contract). The deadline for submission of the final report is extended to six months
where the Beneficiary does not have its headquarters in the country where the Action is
implemented.
• WHERE TO SUBMIT: The report shall be submitted to the Project office.
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LANGUAGE
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Final Report package

(CONFORMING THE MODEL IN ANNEX V)

NARRATIVE SECTION OF THE REPORT
(CONFORMING THE MODEL IN ANNEX VI)

FINANCIAL SECTION OF THE REPORT
(CONFORMING THE MODEL IN ANNEX VI)

EXPENDITURE VERIFICATION REPORT

(IF REQUIRED, CONFORMING THE MODEL IN ANNEX VII)
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REQUEST FOR PAYMENT OF THE BALANCE
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CONTENT
ATTACHMENTS
RECOMMENDATIONS

THE NARRATIVE SECTION
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Narrative section – Content

• ACTIVITIES IMPLEMENTED, reasons for modifying some of them (if any) and results achieved.
Final values of the indicators of the Logframe.
• Not implemented activities and reasons causing the miss implementation. Risks reported.
Corrective measures undertaken.
• Assessment of the results achieved. Observation of the performance. Achieved outcomes,
outputs, impact and risks towards the specific and overall objectives of the action.
Unforeseen positive or negative results.
• Materials produced – a list with type and quantity. Distribution.
• Subcontracting over EUR 10 000 – amount, procurement procedure, name of the contractor.
• Follow up of the action after the end – activities envisaged, sources of sustaining the results.
• Cross-cutting issues mainstreamed during the implementation – human rights, gender
equality, democracy, good governance, children’s rights, environmental protection.
• Internal control on the implementation – monitoring/evaluation mechanisms, findings,
target group feedback.
• Lessons learned – utilisation and dissemination of lessons learned on methodology,
stakeholders, environment, successful practices.
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IMPLEMENTATION OF THE ACTION
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Narrative section – Content

• Relationship with formal partners – specific information about each of them.
• Partnership follow up – if to continue, how?; if not – why?
• Relationship with Serbian state authorities – at national and/or local level: how has it
affected the Action? Mechanisms elaborated, successful practice.
• Others involved in the Action – associates, subcontractors, final beneficiaries, target group,
donors, local authorities, etc. Significance of their contribution for the Action.
• Links established and synergy with other similar actions – supported by EU or other donors.
Joined activities, exchange of experience, building up to other’s results.
• Complementarity of the Action upon previous projects, implemented by the beneficiary or
the project partners – building upon previous grants received. If applicable, list these
projects and describe the way your action complements them.
• Relations with the Contracting Authority – EU Delegation to Serbia, GOPA TA team. Positive
examples, recommendations, misunderstandings, omissions.

VISIBILITY OF EU CONTRIBUTION

How was it ensured in the Action? Add to the Report press clippings (if any), media
publications, promo materials.
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PARTNERSHIP AND CO-OPERATION
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Narrative section - Attachments

• Publications and analysis produced and distributed during the Action.
• Public documents, evaluation reports, articles, media publications and promo materials.
• Video and audio recordings, photos, software products produced during the Action.

DOCUMENTARY PROOFS FOR CHANGES APPROVED

• Contract addenda about modifying the project duration or some other significant changes
in the Action.
• Administrative orders about modifying the timetable of activities, place of implementation
of the action, etc.

DOCUMENTARY PROOFS FOR TRANSFERRING THE OWNERSHIP

Where the Beneficiary does not have its headquarters in the country where the Action is
implemented and unless otherwise specified in the Special Conditions, the equipment,
vehicles and supplies paid for by the Budget for the Action must be transferred to any local
partners of the Beneficiary and/or the final beneficiaries of the Action, at the latest when
submitting the final report. Copies of the proofs of transfers of equipment and vehicles, the
purchase cost of which was more than EUR 5 000 per item, must be attached to the final
report. Such proofs must be kept for control in all other cases. (Art. 7.3 of the GC, Annex II)

Support to Civil Society project - Belgrade, 29 May 2012

PROJECT OUTPUTS
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Narrative section - recommendations

• Numbering, titles and figures in the Narrative section shall be the same used in the
Application form and in the Financial section of the Report.
• The data (time, number of people or issues, etc.) presented in the Narrative section shall
correspond to those in the Financial section.

STRUCTURE

• Present each activity with narration (what happened?), results (what was achieved?),
preferably add the outputs as attachments and conclude with lessons learned.

STYLISTICS

• The expose shall be well structured, logical and as simple as possible. The sentences –
short and unambiguous. The specific terms used – explained in footnotes.
• The presentation of the results achieved or the impact of the Action, shall be as much as
possible concrete and detailed.
• The statements shall be justified by examples of the project reality, figures and dates.
• Charts and tables may illustrated better the reported achievements.

LANGUAGE

• The language of the report shall be English – as closer as possible to the real one.
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CORRELATION WITH THE APPLICATION AND THE FINANCIAL SECTION
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CONTENT OF THE FINANCIAL SECTION
ELIGIBLE PROJECT COSTS
DOCUMENTARY PROOFS FOR EXPENDITURES INCURRED
FINANCIAL REPORT TEMPLATE

THE FINANCIAL SECTION
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Financial section - Content

FINANCIAL REPORT (AS PER ANNEX VI OF THE GRANT CONTRACT)
REPORT ON THE VERIFICATION OF THE EXPENDITURES (AS PER ANNEX VII OF THE GRANT CONTRACT)

A report on the verification of the Action’s expenditure conforming to the model in Annex VII of the Grant
contract, produced by an approved auditor who meets the specific conditions of the Terms of Reference
for the expenditure verification, shall be attached to any final report in the case of a grant of more than
EUR 100 000.

LIST OF THE EXPENDITURES INCURRED (IF NO EXPENDITURE VERIFICATION REPORT IS SUBMITTED)

In case where, in accordance with Article 15.6 of General Conditions, no expenditure verification report is
required the Beneficiary has to provide a list detailing each item of expenditure incurred in the period
covered by the report, and indicating for each its title, amount, relevant heading in the Budget of the
Action and the reference of the justifying document, is annexed to it.

STATEMENT OF THE BANK ON THE INTERESTS EARNED (ART. 15.9 OF THE GENERAL CONDITIONS)

Any interest or equivalent benefits accruing from pre-financing paid by the Contracting Authority to the
Beneficiary shall be mentioned in the interim and final reports. Subject to the conditions laid down in the
basic act, any interest accruing from pre-financing equal or below EUR 250 000 paid by the Contracting
Authority shall not be due to the Contracting Authority and may be used by the Beneficiary for the Action.
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• Final report sheet
• Sources of funding sheet
• Information sheet
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• Incurred during the implementation of the Action as
specified in Article 2 of the Special Conditions.
• Indicated in the estimated overall budget of the Action.
• Necessary for the implementation of the Action.
• Identifiable and verifiable, in particular being recorded in
the accounting records of the Beneficiary and determined
according to the applicable accounting standards of the
country where the Beneficiary is established and according
to the usual cost accounting practices of the Beneficiary.
• Reasonable, justified and comply with the requirements of
sound financial management, in particular regarding
economy and efficiency.
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Financial section – eligible costs
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BUDGET HEADING/
SUB-HEADING

REASON FOR THE

GROUND FOR THE

PAYMENT

EXPENDITURE

PAYMENT

DOCUMENTARY PROOF

Salaries, fees

Individual contract

Time worked
Product submitted

Pay-roll, bank
statement, receipt

Per diems*

Trip order
List of participants

Report on activities
implemented

Bank statement,
receipt

Travel costs

Trip order

Report on the trip
List of participants
Memo of meeting

Transport ticket
Invoice

Equipment**
Furniture

Contract
PM order/decision

Protocol of delivery
Equipment register

Bank statement
Invoice, receipt

Office supplies
Consumables

Contract
PM order/decision

Protocol of delivery
Register of goods

Bank statement
Invoice, receipt

* See the maximums published on: http://ec.europa.eu/europeaid/work/procedures/implementation/per_diems/index_en.htm
** For goods exceeding EUR 5000 per item, a certificate of origin shall be attached to the Report. For all other cases it shall
be submitted, if requested. (Art. 2.2 of Annex IV to the Grant Contract)
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Documentary proofs for
project expenditures – 1#2
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BUDGET HEADING/
SUB-HEADING

Other costs,
services

REASON FOR THE

GROUND FOR THE

PAYMENT

EXPENDITURE

PAYMENT

DOCUMENTARY PROOF

Contract
PM order/decision

Administrative costs Grant contract
(lump sum)

Product submitted
Meeting memo
List of participants

Invoice, bank
statement, receipt

Poofs that these are Invoice, bank
not related to other statement, receipt
budget headings

The Beneficiary shall allow the European Commission, the European Anti-Fraud Office, the
European Court of Auditors and any external auditor authorised by the Contracting
Authority carrying out verifications as required per Article 15.6 to verify, by examining the
documents and to make copies thereof or by means of on-the-spot checks, the
implementation of the Action and conduct a full audit, if necessary, on the basis of
supporting documents for the accounts, accounting documents and any other document
relevant to the financing of the Action. These inspections may take place up to 7 years after
the payment of the balance. (Art. 16.2 of the General Conditions, Annex II to the Grant Contract)
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Documentary proofs for
project expenditures – 2#2
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Financial report template – 1#4
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Financial Report template – 2#4

• Contract number: CRIS number (e.g.: 2011/236-308)
• Reported period: the contracted project duration (e.g.: 29.06.2011-28.06.2012)
The implementation period is equal to the reported period! – B2=A4
• Structure of the budget (column A to E): shall be identical to the budget attached
to the Grant Contract and amended by an addendum, if any.
N.B.: All newly presented budget items, NOT approved with an addendum by the Contracted Authority
shall be added to the list of the budget items (column A), but their values in columns B to E shall be =0.

• Approved reallocations (column F): further modifications of the project budget
not contracted or amended by an addendum, but approved by the CA with an
Administrative order. The actual change introduced shall be presented as +/totals on the respective row in column F.
• Expenditures incurred (column G to J):

– Each project expenditure shall be presented in the currency actually used for it and then shall
be recalculated into Euro. If during project implementation more than one currency was used,
the beneficiary shall add for each of them four new columns identical to group G to J.
– For recalculating into Euro the total for each specific cost (column J) beneficiaries shall use the
simple average of the monthly rates for the whole project implementation period published on
http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm.
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FINAL REPORT SHEET
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Financial Report template – 3#4

• Totals for the reported period (column K to L): After listing the expenditures
incurred in different currencies (including Euro), for each of the expenditures
the beneficiary shall calculate the total number of units for the reported period
(in column K) and the total amount spent in Euro (in column L). This is to be
done by adding up the values in the respective columns (#Units and Total cost in
EUR) for each of the currencies used.
• Cumulated costs (before current report) (column M): NOT to be filled in.
• Cumulated costs (from start of implementation to present report) (column N):
values shall be equal to column L (Total costs for the period).
• Variations in comparison with the initial budget (columns O to Q):
– In absolute value in EUR: the difference between the values in column E (Costs in EUR in the budget
as per Contract/rider) and column N (Cumulated costs from start of implementation to present
report);
– In %: the same difference, but as a percentage calculated by dividing the values in column N into the
once in column E;
– Explanation for all variations: justification of the variations between the values in columns E and N.
In case the variation is for a budget item with a reallocation approved by the Contracting authority
with an administrative order, beneficiary may fill in the number and date of this order. For other
cases the explanation shall be also very brief.
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FINAL REPORT SHEET
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Financial Report template – 4#4

• Bank interests on EC contribution yielded during the period:
Do not forget to fill in this row (the last one!) of the Final report sheet – for each
of the currencies in which there were project finances deposited in a bank!

SOURCES OF FUNDING SHEET

• Overall total (H30): the value in this cell shall be equal to the one in N59 (11.
Total eligible costs for the action) in the Final report sheet.
• EU/EDF contribution sought in this application (H12): to calculate this amount
the beneficiary shall multiply the value in cell H30 by the percentage of the EU
contribution, as provided in Art. 3.2 of the Special Conditions (Annex I of the
Grant Contract).
• Applicant’s and others’ financial contribution is equal to the difference between
the Overall total (H30) deducted by the amount of the Interests from prefinancing (if any, H28), Direct revenue from the Action (if any, H23) and by the
value of EU contribution (H12).
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FINAL REPORT SHEET
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GENERAL RECOMMENDATIONS
NARRATIVE SECTION
FINANCIAL SECTION

RECOMMENDATIONS
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General recommendations

ORIGINAL TEMPLATES
Strictly follow the template for each part of the Final report.

•
•
•
•
•

Request for payment of the balance,
Technical section,
Financial section,
Expenditure verification report,
attachments

CONSULTATION

Consult the draft-Report with the TA team

FORMALITIES

Don’t forget to sign the Request for payment of the balance and all other parts of the report.

TIME OF SUBMISSION

Submit your report to the TA team on 15 September 2012 at latest, because we are available
by the end of September only.

Support to Civil Society project - Belgrade, 29 May 2012

ORGANISATION OF THE PACKAGE
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Narrative section - recommendations

SIZE
Make sure the Narrative section of your report is up to 25-30 pages. Don’t write long
explanations in the Financial section.
• Well structured, with continuous numbering, logically organised
• Language of the report shall be simple and clear. Avoid not concrete statements.
• Add illustrative examples – photos, charts, tables, scanned articles.

REPORTING ACTIVITIES IMPLEMENTED

Present each activity with narration (what happened), results (what was achieved),
preferably add outputs as attachments and conclude with a lesson learned.
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INFORMATION PROVIDED
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Financial section - recommendations

• Make sure your calculations are correct – check all formulas.
• Check the Final report sheet and the Sources of funding sheet correspond to each other.
• Compare the figures in the Financial section correspond to those in the Narrative section.

EXPLANATIONS

Be precise and brief in justifying the variations between the expenditures planned and
actually incurred

REQUEST FOR PAYMENT OF THE BALANCE

• Replace the texts marked in yellow with the correct information.
• Choose the correct part of the texts marked in grey and delete the rest.
• Check carefully the amount of the balance requested and the bank account number.

EXPENDITURE VERIFICATION REPORT

Make sure the approved auditor uses the original template (Annex VII) for preparing the
audit report.
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INTEGRITY
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Thank you for the attention!
YOUR QUESTIONS?

GOPA TA TEAM
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