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Introduction  

 

The document provides an overview on the content of the progress report and the information 

to be provided by PP1 in each section of the Progress Report. 

Reporting is one of the tools used by the Programme to regularly monitor the progress of the 

projects implementation both financially (spending, budget reallocations), content-wise 

(progress of activities, delivery of outputs and deliverables, subsequent contribution to the 

achievement of Programme output indicators and objectives) and qualitatively (quality reports 

for each delivered output). 

Reporting also represents the basis for the reimbursement of the EU contribution (ERDF and, if 

applicable, IPA/ ENI) associated with incurred project expenditures.  

Based on the contractual obligation, PP1 has to submit the Progress Report (PR) on a yearly 

basis. The reporting periods are regulated in the Subsidy Contract (SC). The Application for 

Reimbursement (AfR) is an integral part of the Progress Report.  

The Progress Report and Application for Reimbursement have to be submitted by PP1 to the JS 

within three months from the end date of each reporting period.  

The Progress Report is compiled by PP1 based on the information provided by the project 

partners (PPs) in the Project Partner Report (PPRs). The Progress Report is divided into three 

parts: activity report, financial report and EUSDR-related report.  

In the activity part, PP1 has to provide a comprehensive account of the general progress of 

project activities and related status of deliverables and outputs. Implemented activities have to 

be in line with the ones described and in the approved Application Form and have to provide 

proper justification for the reported expenditure.  

In the financial part, PP1 will include all expenditure validated by the Controllers at national 

level in relation to the reported activities of the project, which are incurred and paid by PP1 and 

the ERDF / IPA/ ENI PPs during the respective reporting period.  

The EUSDR part is to be filled with the information needed by the EUSDR bodies in order to 

evaluate the progress in achieving the targets. The section will not be analysed by the DTP 

Programme, but it is subject to EUSDR bodies review. 

 

General technical instructions 

This chapter will be filled after the electronic monitoring system of the Programme will be 

available.  
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1. Main data 

1.1 Project information 

The section provides general information regarding the project: reference number, project 

acronym, project title, the name of Project Partner1, starting and end dates of the project and the 

Programme Specific Objective (SO) and the reporting period. 

 

2. Activity report  

2.1 Highlights of the main achievements (from start) 

In this section of the Progress Report, PP1 should focus the description on the overall project 

implementation, from the start date till the end of the latest reporting period, providing a 

concise and coherent summary of the overall project implementation. The description should be 

an overview of the main project activities, and outputs delivered so far as well as the status of 

achievement of the project result. If the project has already managed to improve the situation or 

solve a specific problem in the addressed field through the achieved deliverables/outputs, this 

should also be underlined by PP1, thus demonstrating the applicability and practical relevance 

of the project’s outputs and main result. 

In this section, PP1 may also describe how the specific target groups have been reached and the 

benefits they were provided, the lessons learnt up to this stage of the project and any innovative 

processes employed or outputs developed.  

As this summary will also be used to report about the project implementation for the Monitoring 

Committee of the Programme, and above all, could be made public, it should be coherent, easy-

to-read, self-explanatory, and it should not refer to other parts of the report. PP1 shall pay 

attention to the quality of the text (which should be neither too technical/ scientific, nor too 

specialised so that it is easily understood by any non-expert), should avoid abbreviations and 

naming particular partners as the project’s achievements are of the whole partnership.   

EXAMPLES1 OF ADEQUATE DESCRIPTION 

Priority Area X has already managed to register some basic but essential progress starting with the 

organisation of 2 Steering Group meetings in Bucharest and in Sofia where important decisions 

where taken regarding the direction of the policy papers to be developed. More specifically, it was 

decided that the first policy paper will be focused on the creating the framework for developing 

clusters and networks of museums and visitors.  

                                                             
1 These examples are only meant to provide further, more specific guidance on how to fill in various 

sections of the PR. They are therefore indicative and not to be copy-pasted. The summary of the overall 

project implementation shall be elaborated to the extent allowed by this section of the PR (A/N: number 

of characters). 
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At the same time, the two PACs have organised a stakeholders workshop bringing together 

ecotourism and bio-economy actors where important topics where tackled (list of topics) and 

decision on developing a strategic paper was taken. The strategic paper development involves a 

participatory approach and the first questionnaires were sent to the relevant stakeholders. 

Furthermore, PACs actively supported the development of the project “AAA” by participating in 2 

preparatory meetings and facilitating the partner search. The project was successfully submitted 

for financing by Programme B. 

EXAMPLE OF UNSATISFACTORY DESCRIPTION 

During this reporting period, the Priority Area continued to implement the activities as detailed in 

the AF. In WP1, PACs ensured the project and financial management and organised 2 PP meetings 

(dates, location). In WP2, PACs decided on the policy papers to be developed. In WP3 PACs 

organised 2 workshops. In WP4, PACs contributed to the development of project AAA. 

 

2.2 Lessons learned for the partnership and governance of the PA 

In this section, PP1 shall provide information on the actual operation of the partnership and 

governance of the PA in general, including work of the Steering Group, reporting both positive 

and negative aspects, clarifying also the reasons for the latter. The actual involvement of the 

ASPs should also be highlighted here. In case the operation of the partnership improves from 

one period to the next, PP1 shall explain how this occurred and what kind of measures led to the 

improvement.  

In case of partnership problems, PP1 shall present the reasons and the consequences, as well as 

the activities to be undertaken to prevent further problems and delays. 

EXAMPLES OF ADEQUATE DESCRIPTIONS 

Generally, the partnership is working properly and all partners are actively contributing to the 

relevant project activities in accordance with the roles stated in the AF. Usually PACs and ASPs 

provide their inputs and feedback timely and appropriately, but there are also some delays from 

the side of PACX. So far these delays had no negative effect on the overall work of the Priority Area, 

but measures to counteract any possible future delays that might have an impact are already being 

identified in order to avoid such a situation. The governance of the PA improved as Steering Group 

members became more active by providing valuable content inputs. 

EXAMPLE OF UNSATISFACTORY DESCRIPTION 

The partnership is working fine and all PPs are delivering their inputs and contributions on time, 

although sometimes with some delays but there are no concerns in this sense. PACs will certainly be 

capable of overcoming these temporary problems.  
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2.3 Project implementation and spending 

In this section, PP1 shall provide information on the timely implementation of project activities 

as compared to the timeframe planned in the AF, describing which parts of the project are on 

time, or which are or may be in the future in delay, how much the delays affect the overall 

implementation, providing also the reasons, the proposed solutions and the measures 

undertaken in order to overcome these time deviations. 

Similarly, PP1 shall provide information on the financial progress, stating if it is in line with the 

spending forecast defined in the Subsidy Contract and in case of deviations, clear justification is 

to be provided, as well as an estimation on if and when the project would be able to catch up 

with the under-spending. PP1 shall also state if there might be some other future problems 

affecting the spending plan.  

EXAMPLES OF ADEQUATE DESCRIPTIONS 

Example 1: 

So far, all project activities are in line with the timing in the AF, therefore no deviations in this 

sense. The spending target for this period was reached up to 98%, therefore a very minor deviation 

which can be easily levelled off in the next period.  

Example 2: 

So far, all project activities are in line with the timing in the AF, therefore no deviations in this 

sense. Nevertheless, the spending targets for this period were not reached due to the late payments 

made by PACs for incurred staff costs, which will be reported in the next interim report, and thus 

the PACs will be able to catch up with the planned spending as well. Further delays have been 

encountered in the signing of the external contracts for the studies, delaying the payment of the 

first instalment of a substantial amount for PP1. This delay could be caught up only half a year 

time. 

Example 3: 

So far, most of the project activities are in line with the timing in the AF, but there are also some 

which are lagging behind due to a slow start, influencing also the delivery of one of the project 

outputs (policy study). The output will be delivered at the beginning of next year and also the 

spending will be caught up accordingly, by paying the entire amount to the contractor.  

EXAMPLE OF UNSATISFACTORY DESCRIPTION 

So far, all project activities are in line with the timing in the AF, but the delivery date of output X 

has to be postponed as it is not ready yet. The spending rate reached only 45% of the planned one 

for this period but there are no major concerns since PACs will try to catch up in the next periods.  
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2.4 Contribution to promotion of equal opportunities and non-

discrimination and equality between men and women 

In this section, PP1 shall describe how the partnership considered the principles of equal 

opportunities and non-discrimination as well as equality between men and women during the 

implementation of project activities. In this sense, PP1 shall provide concrete examples of 

project activities, which besides their aim related to the objectives of the project, clearly 

promote these principles, whichever more applicable in the context of the project, thus 

producing positive effects in real life.         

 

2.5 Contribution to sustainable development 

In this section, PP1 shall describe how the project, through its activities, support overall 

sustainable development. PP1 shall describe how the actions performed within the project and 

the delivered outputs meet the actual and current requirements of the target groups on one 

hand and contribute to sustainable development on the other, by specifying their possible 

economic, environmental or social impact.  

 

2.6 Progress in implementation of actions in the field of social 

innovation (where applicable) 

In this section, and only if applicable, PP1 shall provide an overview of the processes of 

innovation with social purpose and impact employed in the context of the project, describe the 

functioning of the inter-sectorial approach and the contribution brought towards a sustainable 

society. PP1 shall exclusively refer to concrete and singular actions undertaken within the 

project and emphasise their expected outcome in relation to the advancement of social 

innovation. This section shall be filled in only by those projects, whose social innovation is part 

of the objectives, activities, outputs or main result.  

 

2.7 Other issues 

All other matters, problems that are not addressed in any other section of the progress report 

can be described in this section. 
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3. Project specific objectives 

3.1 Objectives reached and main project outputs delivered 

The section provides an overview on the level of achievement of the defined project specific 

objectives, highlighting their status (e.g. fully achieved, to a large degree, partially achieved, to a 

minor degree, not achieved).  

Furthermore, the section requires PP1 to provide a brief explanation regarding the progress 

towards the achievement of the project specific objectives by providing clear, coherent and 

concrete information on specific activities being carried out and their immediate effects in the 

field addressed by the project.  

 

3.2 Overview of project main outputs achievement 

The section provides an overview of the status of development of the project main outputs, 

including their quantification.  

 

3.3 Target groups reached 

In this section, an overview of the target groups’ involvement, quantification, sources of 

verification (i.e. means/ methods/ instruments by which the partnership is counting the reached 

target groups) and progress in reaching them is provided by PP1. PP1 shall also describe how 

the target groups were involved in the implementation of the project activities, providing clear 

information with regard to time and place, if appropriate.  

 

4. Reporting by Work Packages 

WP1 

WP1 focuses on the description of the management, publicity and communication activities 

implemented by the partnership in the given period, including involvement of the partners, 

eligible expenditures reported etc.  

First, PP1 shall broadly summarise the progress of activities within WP1 related to the 

concerned reporting period, highlighting main actions undertaken to: 

 Ensure the project management from an administrative, financial and quality point of 

view.  

 Ensure the dissemination of the PA results 

 Activities implemented in connection to SG meetings and Annual Forum 
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Then, PP1 shall provide detailed information on the progress of each Activity within WP1, 

referring to the role of each PP and the actions they undertook.   

In case of any sort of deviation from AF, PP1 shall provide an explanation/ justification as well as 

planned measures, solutions and timeframes to restore the course of action to the original plans.   

In relation to the planned deliverables, PP1 shall describe the progress made towards their full 

development and shall indicate, where applicable, if supporting documents (evidence) are 

attached to the current PR.   

 

WP2-WP4 

Within WP2-WP4, in addition to the activities being carried out and achieved deliverables, the 

partnership has to report also on the overall progress and the level of achievement of project 

outputs planned in the AF. 

The following information has to be provided by PP1: 

WP level:  

 Broad summary of the progress of activities within the WP related to the concerned 

reporting period, highlighting main actions undertaken to ensure the proper progress of 

the project and the development of foreseen outputs; 

 Report on the status of achievement of the outputs, the value reached until the end of the 

reporting period; 

 Indication if supporting documents (evidence) are attached to the current Progress 

Report;  

 Description on how the partnership involved the target groups and other relevant 

stakeholders in the development of the project outputs; 

 Description on how the already developed outputs have been disseminated and how the 

target groups are using them.  

Outputs that were achieved (i.e. finalised) by the end of the reporting period have to be 

reported. In this sense, the project will have to submit a separate Quality Report for each single 

output as well as an Output Factsheet as annexes to the Progress Report. Templates for both 

quality report and factsheet shall be provided by JS.  Information to be included in this factsheet 

should mainly cover the following:   

 Title of the output 

 Summary of the output 

 Contribution to the project and Programme objectives 

 Transnational impact 

 Contribution to EUSDR actions and/or targets 

 Integration and use of the output by the target group  

 Geographical coverage and transferability 

 Durability 
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 Synergies with other projects/ initiatives and / or alignment with current EU policies/ 

directives/ regulations, if applicable 

 Output integration in the current political/ economic/ social/ technological/ 

environmental/ legal/ regulatory framework 

Activity level: 

 Detailed information on the progress of each Activity within the WP, referring to the role 

of each PP and the actions they undertook. When describing the activities, PP1 shall 

answer the following questions: What was actually done and to what purpose? Which 

partners were involved and what was their role? How were the activities implemented? 

When were they implemented? Where were they implemented? 

 Explanations/ justifications for any sort of deviation from the approved AF as well as 

planned measures, solutions and timeframes to restore the course of action to the 

original plans; 

 Description on the progress made towards the full development of planned deliverables 

and indication if supporting documents (evidence) are attached to the current Progress 

Report.   

General provisions with regard to described activities/ reported costs: 

Descriptions provided in the WPs mentioned above should offer clear evidence that the 

implemented activities and reported associated costs are in line with the planned ones, as 

defined in the approved AF. Described activities should also be directly linked to the WP outputs 

and/ or deliverables.  

In case an Activity is finalised during the reported period, an overview of all performed activities 

and achievements has to be provided, including the impact or effect on other related Activities.   

If a partner, under this WP, claims expenditure that is connected to activities carried out in a 

previous reporting period, a clear reference to these actions shall be made.  

Examples of reported activities: 

Detailed description: each project partner organised one workshop for stakeholders regarding 

policy development in August 2017 (Project Partner 1 organised the workshop in Budapest and 

ERDF PP1 in Bratislava). ASP1 provided support in the presentations and fed back after the 

workshops with a summary of the outcomes to be included in the strategic paper. After the 

workshops, the project partners and ASP1 met in September 2017 in Vienna, back to back with the 

project meeting and summarised in a common paper the recommendations for the next steps to be 

taken in enhancing the capacity of the relevant policy makers in advancing policies. 

Generic description: two workshops were organised by the PPs based on which a 

recommendation paper was drafted.  
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5. Financial report  

The financial report part of the PR presents the expenditures validated by the Controllers at 

national level in relation to the reported activities of the project, which are incurred and paid by 

PP1 and the ERDF/ IPA/ENI PPs during the reporting period. Before the preparation and 

submission of the PR, these expenditures of PP1 and the ERDF/ IPA/ ENI PPs have to be verified 

by the controllers at national level.  

Financial reporting is giving an overview on the eligible expenditures (validated by the 

controllers) claimed in the reporting period, it demonstrates the financial progress of the project 

and the corresponding national co-financing. 

 

6. Summary of expenditures in current reporting period 

This summary table provides information regarding the figures in the Control Certificate issued 

to each PP by the national controllers following validation of paid and reported expenditures of 

the concerned PP related to the activities carried out during the respective reporting period. 

They shall be inserted by WP and budget line (BL).  

If a partner, for any reason, does not submit the Control Certificate to PP1 in due time before the 

submission of the PR, the expenditure shall not be reported in the current PR. They will be 

reported with the next possible PR (or in an interim report). Nevertheless, the activities carried 

out by the respective PP during the concerned reporting period shall be reported in the activity 

part of the PR. When the current non-reported costs of that PP shall be reported, it must be 

mentioned that they are related to the activities performed in the previous reporting period.  

 

7. Specific budget rules 

The section provides information regarding the travel and accommodation amounts spent by 

the sponsoring PP(s) for the ASP(s) (if any) and the expenditures for the 20% activities 

implemented during the concerned reporting period.  

 

8. Revenues 

The section provides information on the revenues generated by the project and these costs shall 

be deducted from the claimed eligible expenditures.  



 

 
Programme co-funded by the European Union 

9. Information on Applications for Reimbursement 

9.1 Control Certificates in current Application for Reimbursement 

The section provides information on the Control Certificate number (e.g. Regular no. 1, 

Corrective no. 1, if re-submitted) and the date of the Control Certificate. 

This table shall contain all current available Control Certificates issued to the PPs by the national 

controllers and, if applicable, any other Control Certificates not included in the previous PR(s), 

i.e. the expenditure which has not been reported before.  

 

9.2 Previous Applications for Reimbursement 

The section provides information regarding the amount of community contribution approved for 

each PP according to the approved Application for Reimbursement, the date on which the 

contribution was transferred by the LP to the respective PP and the transferred amount.  The 

table shall be filled in starting with the second reporting period.  

 

10. EUSDR relevance 

10.1 Progress of the PA 

10.1.1 Progress on PA’s targets 

PP1 should provide an overview on the progress achieved within the reporting period in 

relation to the targets of the PA, highlighting the main achievements, activities implemented and 

problems encountered and solutions found. Furthermore, in case possible, a quantification of the 

progress should be provided and next steps briefly highlighted. 

10.1.2 Progress on PA’s actions 

PP1 should provide an overview on the progress in implementing the actions of the PA, 

highlighting the main achievements, problems encountered and solution found. Furthermore 

information on the next steps should be outlined. 

10.1.3 Progress on milestones 

PP1 should provide an overview on achieving the milestones set for each target, their status, 

problems encountered and solutions found.  

 

10.2 Funding 

10.2.1 Main achievements with regards to funding sources and opportunities for 

EUSDR 
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PACs shall provide a clear and concise analysis regarding the PAs main achievement/s in 

relation to funding sources and opportunities for EUSDR projects. In this respect, PACs are 

requested to describe: 

 The activities implemented in order to support the funding of relevant projects for 

EUSDR (e.g. presenting the funding opportunities in specific fields, support for concrete 

projects in identifying the financial instrument etc.); 

 The achievements in terms of projects actually funded and by which programme/s;  

 Match making activities (e.g. workshops bringing together the project promoters and the 

financing bodies); 

 

10.2.2 Lessons learned with regard to funding sources and opportunities for EUSDR 

projects 

In this section PACs shall provide a detailed description regarding the problems encountered in 

relation to implementation of activities addressing the funding and opportunities for EUSDR 

projects, and the solutions implemented. Furthermore, a brief analysis of the further needs 

regarding the funding opportunities for EUSDR projects should be provided (e.g. which funds 

are exhausted but demand is high, where is a lack of demand but there is a surplus of funding). 

This section should provide information that can be used in the future by the planning bodies for 

a better allocation of funds.    

10.2.3 Challenges 

PACs shall provide an analysis of the challenges that the PA is facing in relation to the funding 

sources. Furthermore, a brief description on how the PA is proposing to tackle these challenges 

is requested. 

10.2.4 Progress on targets, actions and milestones 

The two tables should provide an overview on the progress towards achieving the targets, 

actions and milestones by indicating the status of achievement, the baselines values if applicable 

and the deadline.  

Furthermore, a description of the problems/ delays encountered and solutions found is 

expected to be provided. 


