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Project Number: Enter your number here (where it exists)
Grant Agreement: Enter your number here
Sub-programme or KA: Enter the Sub-programme or Key Activity of the Transversal programme
Progress/Final Report

Confidential Part
Overview

This document comprises the following sections:

Section 1
Declaration by the Beneficiary

Section 2
Outcomes / Results / Products

Section 3
Implementation of the workplan / tasks

Section 4
Impacts

Section 5
Involvement of Partners
Section 6
Involvement of Staff

Section 7
Management Aspects 
Section 8
Dissemination and Exploitation

Annex 1
Financial Reporting table

It is mandatory to complete all sections in full.

Guidance notes on completion of the sections are found within the sections themselves. Instructions for completing the Financial Reporting table are found in section 3 of the Project Handbook as are general remarks and the instructions governing the report's submission.

1
Declaration by the Beneficiary

Grant Agreement number: 
2008 - nnnn / nnn - nnn
I, the undersigned, hereby declare that the information contained in this Report is accurate and in accordance with the facts. In particular I certify that the Financial Statement, provided as an excel spreadsheet on the CD attached to this report, properly reflects the transactions made for the project in accordance with the provisions of the Agreement and its Annexes signed with the Education, Audiovisual and Culture Executive Agency and that full supporting documentation to justify the costs and revenues is available for checks and audit.  

This information has been checked and approved by the partners involved in the activities set out in this report.

[For Progress Report - if applicable] I herewith request payment of the second pre-financing payment in accordance with article I.4.2 of the Agreement.

 [For Final Report] I herewith request payment of the outstanding balance for the project, in accordance with the terms of the Grant Agreement, which is EUR XXX.XXX

Signed in:      
on    /    /      

[image: image4.png]Education, Audiovisual & Culture

Executive Agency




Signature of the beneficiary's legal representative (in blue ink)

Seal/stamp of the organisation
Name and function in capital letters

      

2
Outcomes / Results / Products

Provide a list of all deliverables included in your project using the table below. 

	Workpackage Type and reference (1)
	Deliverable title (2)
	% Achieved
	Delivery date
	Nature (3)
	Dissemination level (4)
	 Language versions (5)
	Impact (6)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


(1)
Please provide the Workpackage Type and Reference used in section E1 of your application form

(2)
Please use the title of the deliverable provided in section 5 of your application form
(3)
Please indicate the nature of the deliverable using one of the following codes:

R - Report

S - Service/Product

D - Demonstrator/Prototype

E - Event

O – Other (e.g. methods, experiences, policy lessons, European cooperation, etc)
(4)
Please indicate the dissemination level using one of the following codes:

PU     =
Public

PP     =
Restricted to other programme participants (including Commission services and project reviewers).

CO     =
Confidential, only for members of the consortium (including Agency and Commission services and project reviewers).

(5)
Please identify, for each deliverable, the "source language(s)" – that is the language(s) in which the deliverable may be accessed. If an electronic or paper-based  publication, then clearly this will be the range of languages in which the publication may be read. If an even, then the language(s) of communication available to participants. If the materials relate to language learning materials as such, the (target) language being learned / taught should appear in the title and this column should be used summarise the range of languages through which the materials can be accessed by users.
(6)
Please quantify the impact of each deliverable in terms of end users. (Website – overview of visitors; publications / leaflets etc – number of items; events – number of participants etc). Where it is not possible to quantify the impact, you may instead provide a qualitative appreciation.
	Variations from initial plans. Please use the space below to identify any deviations in outcomes from the initial plans (the application form or subsequent amendment approved by the Agency) as well as the reasons for the change

	     



	List of products attached to your report. Please use the space below to list all the products that have been attached and submitted with the Confidential Part of your report. Please number the products themselves and use the same numbering in the list that you provide here. The numbers on your products and in this list must match.

	     



3
Implementation of the workplan / tasks

3.1
Deviation from the work plan

Please provide here details of problems encountered and the solutions that have either been implemented (Progress/Final Report) or are proposed (Progress Report). Please use the workpackage titles, types and references that you used in section 5 of your application form.

	Workpackage

Title
	Workpackage Type and Reference
	Planned Starting Date
	Actual Starting Date
	Planned duration
	Actual duration

	
	
	
	
	
	

	Deviation and the reason for it 

     


	Proposed or Implemented Solution

     



	Workpackage

Title
	Workpackage Type and Reference
	Planned Starting Date
	Actual Starting Date
	Planned duration
	Actual duration

	
	
	
	
	
	

	Deviation and the reason for it 

     


	Proposed or Implemented Solution

     



Copy table as required

3.2
Update of the workplan.

Please describe the planned activities until the end of the project.
	Workpackage Title
	
	Workpackage Type and Reference
	

	     



Copy table as required

4
Impact
4.1
Short-term impact targets (dissemination)

Please use this space to review the information on short-term targets (number of people reached and strategies for reaching them during the life of the project) that you provided in section 4 of your application. 

     
4.2 
Long term targets (dissemination and sustainability)

Please use this space to review the information on long-term targets (people to be reached and strategies for reaching after the end of the project) that you provided in section 4 of your application.

     
5
Involvement of Partners

Please indicate the actual involvement of each partner in each of your workpackages. Copy the table as required. 

	Workpackage title
	

	Partner
	Activities

	
	

	
	

	
	

	
	


	Workpackage title
	

	Partner
	Activities

	
	

	
	

	
	

	
	


Please provide details of the project meetings (partnership meetings, workshops, seminars, training events, etc) organised and the partners that attended.

	Meeting Location
	Date
	Partners that participated
	Purpose of the meeting

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6
Involvement of Staff

Please indicate the involvement of each member of staff on the project per category, per partner. Copy the table for each partner in the consortium.

	Partner name:
	

	Category
	Staff name
	Period of assignment

	
	
	From 
	To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7
Management Aspects

Describe the tools and methods put in place to manage the consortium, to ensure cooperation among partners and to implement quality assurance. This includes the internal monitoring system and tools used to assess the project’s progress. Provide details of any changes to the partnership that have taken place (withdrawals/replacements) and the impact on the work plan if any. (Remember that any change to the partnership is subject to a formal amendment and has to be approved by the Agency.) Report on any particular difficulty the project encountered related to the management of the partnership.

     
8
Dissemination & Exploitation

Provide details of confidential results, intellectual property rights' issues, copyrights, potential commercialisation (where applicable), benefits to the user group. Include login and password details for any confidential areas of the project website/s.

     
Annex 1
Financial Reporting table

The financial reporting for your project must be carried out using the excel workbook that has been provided by the Agency for that purpose. The template can be found on the LLP webpage for the Guidelines for Administrative and Financial Management and Reporting. (The table has been designed so that it also operates as an in-life project management tool.)

Instructions for completing and submitting the table are found in section 3 of the Project Handbook.

Please note: the image below is a merely a pictorial representation of the opening sheet of the table. It does not incorporate a link to the table itself.
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