PROGRESS REPORT

The Progress Report is made of two parts: Public and Confidential Part. 

The Public Part will be completed by Fondazione Aldini Valeriani and is a general overview of the project tailored for the general public.

The Confidential Part is more in detail and it is crucial for the EACEA to evaluate the project progress and to give to the consortium further financing. It is therefore important that this part is completed with contributions by the whole consortium.

The font used for the reports should be Arial 11.
Confidential Part

a) Further rules and remarks (Confidential Part only)
Each page of the report and all copies of products and results must bear the grant agreement number. (so please make sure that in any document or presentation you send us you add as header the grant agreement number which is: 

2008-4289/001-001
As already mentioned during the last transnational meeting in Prague, partners are kindly asked to fill out: Section 2
Outcomes / Results / Products (with products such as word files, ppts, pdf attached to this section to be sent per e-mail to Annalisa Fiori FAV). 

Also Section 5
Involvement of Partners (with a detailed list of activities undertaken for every WP).
Section 6
Involvement of Staff: please complete it in detail adding names of people of your institution who have been working on the project so far. 
Annex 1 of the Confidential Part: Financial reporting table 

In order to complete the above mentioned sections properly, it is important to refer to points 3.2 and 3.3 of Project Handbook 2008.

3.3 Instructions for the Financial Reporting tool

To help you complete the financial reporting tool, instructions are provided below for each of the sheets that it contains.

Please note:
• When completing this table you should refer to the administrative and financial guidelines for management and reporting that are described in this Handbook.
• Data in cells with a light grey background do not have to be filled in – these cells are either auto-calculated or copied automatically from other cells.
• Do not copy/paste inside this table as this may cause problems with the automatic rules and make the calculations incorrect.

General rules

Save your file using the following naming convention:

• For the Progress Report – 2008_nnnn_PR_ acronym of your project

• For the Final Report – 2008_nnnn _FR_ acronym of your project

• Where nnnn is the first 4 numbers of your grant agreement (after the year value).

When entering dates, please use the format 'dd/mm/yyyy'. If you use formats other than this it may lead to errors in the table.
When selecting countries, please refer to the 'Ceilings' sheet for more details. If a country does not appear in the list, please use the code 'IN' (for ineligible countries).

The 'cost date' is not the date of invoicing/payment but the date the expense was actually incurred. When it relates to a period rather than a single date, enter the end date of the period concerned.

Sheet 1 - Summary

This sheet contains the general data of your project and, at the Final Report stage, the final financial figures.

Even if you are only at Progress Report stage, enter the general data of your project. For the budget data, you should only enter data in the white cells.

At the Final Report stage, please report here also the amount of interest generated on pre financing payments. Please check also the amount of pre-financing payments received.

At the Progress Report stage, the content of this sheet is not fully relevant and only data from the 'Progress' sheet will be used for assessment purposes.

The column 'LLP limits applied to calculate the grant' gives you an indication of the maximum amounts that will be taken into consideration for the calculation of the final grant. These

amounts are based on specific rules for Equipment, Subcontracting and Indirect costs, and on the rules established for amendments.

Sheet 2 – Progress
Please enter here the period covered by the report (i.e. the start and end dates) and the amount of the first pre-financing.

Sheet 3 – Partners
Enter into the table the name and country of each partner in the consortium.

This sheet gives you an overview of costs declared partner by partner. The costing information is automatically extracted from the sheets that follow (as you populate them) i.e. 'Staff', 'Travel and

subsistence' etc.
Sheet 4 – Staff
For each partner, please report the number of days and the total cost per staff category. The average daily cost is calculated automatically.

The country information is automatically extracted from the data that you entered in the 'Partners' sheet.
Sheet 5 - Travel and subsistence
Enter data in all of the columns. Please always use one line per person, per trip.
Sheet 6 – Equipment

When equipment is 'rent/leased', it is not necessary to complete the columns 'depreciation rate' and 'number of months used in the project'. Indeed, the total amount to be declared is based on

'renting/leasing' invoices. On the other hand, when the equipment has been purchased it is necessary to complete these two columns.
Sheet 7 – Subcontracting

Enter data in all of the columns.
Sheet 8 – Other

Enter data in all of the columns.

Sheet 9 – Revenues

Declare here all other sources of revenue. Own funds of the partnership do not have to be declared here.

Sheets 10 and 11 – Ceilings and Actions

These sheets are for information only. No data is to be input.
IMPORTANT!

All costs and all revenues of the project must be declared.
Each excel file from each partner institution will be assembled into one unique excel file by FAV administration to be sent to EACEA as annex 1. 

Concerning the question that arose during the Prague meeting whether partners are asked to send to FAV originals of the documents or copies, we are currently check with the Financial Referee of the Elp-desk project in Brussels and will get back to you as soon as possible.

We kindly ask you to respect the deadline of sending your contributions to the Confidential Report in the above mentioned sections to Mike Hammersley (mike.hammersley@fav.it) and Annalisa Fiori (annalisa.fiori@fav.it) by Dec. 7th and the Annex 1 Financial Reporting Tool by Dec. 7th to Antonella Pavani (antonella.pavani@fav.it) . 

