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General instructions

1.
Overview

The Progress Report for the project comprises the following parts:

Section 1
Confirmation of the basic data on the project and the partnership held in the database of the Executive Agency.

Section 2
A declaration of the expenditure incurred by the partnership for the performance of the project during the reporting period.

Section 3
A description of the project activities, products and results during the reporting period and schedule for the remaining period.

Receipt Acknowledgement 

Annex
Codes to be used.

2.
General guidance

· Only two- and three-year projects shall submit a Progress Report by the deadline specified in the Grant Agreement.

· As stipulated in the Handbook the deadline for the Progress Report cannot be altered.

· In accordance with the Grant Agreement, a second pre-financing payment shall be made to the Beneficiary within 45 days of approval of the Progress Report by the Executive Agency. However, payment of the second instalment may not be made until at least 70% of the pre-financing payment has been used up. If this is not the case by the set deadline, the Beneficiary shall nevertheless submit its Progress Report in due form. In this case, the Beneficiary may file a subsequent payment request accompanied by a detailed statement of the eligible costs actually incurred, once 70% of the pre-financing payment has been used up. On the other hand, the Progress Report cannot be submitted before the deadline, even if this percentage has been reached earlier, unless all the activities detailed in the workplan for the period covered by the Progress Report have been achieved.

· You should carefully read the Administrative and Financial Handbook (annexed to the Grant Agreement; later referred to as the Handbook) before filling in the reporting forms.

· The Progress Report is submitted by the Beneficiary on behalf of all the organisations participating in the project. The declaration on the following page confirms that a process of consultation and approval has been carried out throughout the partnership. It is therefore important that the required information should be collected in good time before the deadline for submission of the Progress Report. 

· The Report must be submitted in one of the official working languages of the European Community ( English, French or German).

· One original and two copies of the Report must be sent no later (as per postmark) than by the deadline specified in the Grant Agreement to:

Education, Audiovisual & Culture Executive Agency

Unit Comenius, Grundtvig, eLearning, Minerva, Lingua
Att.: Mr. Brian HOLMES
BOUR 2/30A
BE - 1049 Brussels
· You have to attach to your Report, one copy of all project products and results developed (even at a prototype stage) during the reporting period. If you refer to web sites, passwords should be given for all private areas.

· Each page of the Report and copies of products and results have to bear the Grant Agreement number.

· You are strongly advised to send your Reports by registered post to ensure a record of postage. Additionally, you are advised to keep a copy of the full Report, including any annexes.

· Please note that a late submission of the Report may result in penalties or even cancellation of the Grant Agreement, in accordance with the General Conditions.

3.
Notice

· The approval of the Progress Report by the Executive Agency is without prejudice to the Executive Agency's right to suspend the activities of a project, terminate an agreement or take any other appropriate step should subsequent verifications reveal problems or significant divergences from the work plan, the approved budget or the conditions of the agreement as approved.

· The financial part of the Progress Report is intended to check if 70% of the first pre-financing payment has been used up and to assist the overall monitoring of the project. Therefore, the approval of the Progress Report and payment of the second pre-financing instalment of the grant, in accordance with the terms of the agreement, should under no circumstances be considered as indicating that the Executive Agency has accepted the declared expenditure. Detailed examination of the budget to identify the eligible expenditure and amount of the final grant will be carried out only at the Final Report stage.

· Please note that in case of any major changes to the partnership, work plan or products and results, a formal request of amendment must be submitted (see Handbook, Chapter II).

Checklist and declaration

	Checklist
Please check the following points before submitting your Progress Report

	



	There are three complete and securely bound copies of the Progress Report.
	 FORMCHECKBOX 


	The Grant Agreement number is specified on each page of your Report and on each attached document, product or result.
	 FORMCHECKBOX 


	The Declaration by the Beneficiary below has been signed and stamped by the legal representative of the Beneficiary. One copy of the Progress Report bears an original signature
	 FORMCHECKBOX 


	Section 1 (Project Data) of the Report has been duly amended or approved.
	 FORMCHECKBOX 


	You have answered all the questions in Section 3.2 of the Report.
	 FORMCHECKBOX 


	You have completed the summary tables in Sections 3.1 and 3.3 of the Report.
	 FORMCHECKBOX 


	One copy of the prototypes / interim versions of the products and results listed in Section 3.3 is included.
	 FORMCHECKBOX 


	Declaration of Expenditure

	All expenditure presented in Section 2 of the Report is eligible (See Chapter III of the Administrative and Financial Handbook).
	 FORMCHECKBOX 


	The expenditure is consistent with the activities undertaken during the reporting period.
	 FORMCHECKBOX 


	All tables have been completed in €. Exchange rates have been calculated following the instructions of the Grant Agreement (Article II.16.1)
	 FORMCHECKBOX 


	The Declaration of Expenditure has been checked by the accounts or finance department of your institution. In particular, the totals of the table 2.2 are equal to the totals shown in the general table (Table 2.1).
	 FORMCHECKBOX 



Declaration by the Beneficiary
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I, the undersigned, hereby declare that the information contained in this Report is accurate and in accordance with the facts. In particular the financial data provided in this Report corresponds to the expenditure actually incurred by the project partners for the execution of the project activities. This information has been checked and approved by the partners involved in the activities set out in this Report.

(Please tick the appropriate box below)

 FORMCHECKBOX 
 Case 1: To be used where at least 70% of the first pre-financing instalment paid by the Executive Agency for this project has been used up.
I hereby request the payment of the second pre-financing instalment, in accordance with the terms of the Grant Agreement.

 FORMCHECKBOX 
 Case 2: To be used where less than 70% of the pre-financing has been used up. 
I hereby undertake to file a subsequent payment request accompanied by a detailed statement of the eligible costs actually incurred, once 70% of the pre-financing payment has been used up.

Signed in:      
on    /    /      

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

Seal/stamp of the organisation

Name and function in capital letters
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Section 1: Confirmation of project data

Annexed to this form you will find a print-out showing project and partnership data drawn from the database of the Executive Agency (Contract Report). Please check this information and confirm that it is correct. 

Please take particular care to ensure that:

· all partners actively involved in the project during the eligibility period are accurately described in the print-out

· the names of all institutions and their locations are correctly spelt and appear in the language of the institution's country (rather than translated into another language)

You should indicate any corrections clearly on the Contract Report and, if necessary, provide the correct data on a separate sheet. Please note that where there are changes in the partnership, a formal request of amendment has to be made at least 30 days before the end of the eligibility period (see Handbook, Chapter II).

If applicable, please give website address(es) below, along with any login names and passwords required to access its internal sections.

	Website address
	     

	Login name (if applicable)
	     

	Login password (if applicable)
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Section 2: Declaration of expenditure (in €)

This section sets out the financial information required by the Executive Agency. We advise you to read carefully the Administrative and Financial Handbook before filling in this section. 

General instructions

· The expenditure should cover the entire reporting period. The expenditure should be coherent with the workplan in Section 3.1. 

· All amounts should be provided in euros.

· Please adhere strictly to the format provided in the tables and check carefully the figures provided (reports containing calculation errors will be delayed in the payment process).

· Staff costs and Direct costs need to be reported in detail and these costs must be supported by documentary proof, such as invoices, payslips, etc. Copies of these proofs must be provided, if requested by the Executive Agency.

· Please read carefully Handbook, Chapter II for rules concerning amendments to the budget.
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SECTION 2 – Declaration of expenditure

Table 2.1 : Overview of expenditure
	
	Original approved budget (1)
	Community Grant (2)
	First pre-financing instalment of Community Grant
	Declared expenditure (3)
	% use of first pre-financing instalment(4)
	Future expenditure  (5)
	Expected total expenditure at the end of the eligibility period  (6)

	Type of cost
	Costs (€)
	(€)
	
	Costs (€)
	
	Costs (€)
	Costs (€)

	1. Staff costs
	
	
	
	
	
	
	

	2. Direct costs
	
	
	
	
	
	
	

	2.1 - Travel and subsistence
	
	
	
	
	
	
	

	2.2 - Equipment and materials
	
	
	
	
	
	
	

	2.3 - Sub-contracting, consultancy and other external services
	
	
	
	
	
	
	

	2.4 – Other costs
	
	
	
	
	
	
	

	Subtotal for Direct costs
	
	
	
	
	
	
	

	3. General costs
	
	
	
	
	
	
	

	TOTAL


	
	
	
	
	
	
	


(1) As in Annex II of the Grant Agreement (taking into account any approved amendments)

(2) As in Annex II of the Grant Agreement

(3) Expenditure incurred during the reporting period. The figures must be equal to the totals in table 2.2. Please indicate total expenditure to date, and not only the grant funds used.
(4) Indicate in the final box the percentage of the first pre-financing payment used to date in the implementation of the project. 
(5) Estimated expenditure to be incurred during the remainder of the eligibility period 
(6) Columns (3) + column (4)
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Table 2.2. Breakdown of expenses incurred by partner (euro)

	
	Total 
	P1
	P2
	P3
	P4
	P5
	P6
	P7
	P8
	Total for cost category

	1. Staff costs
	
	
	
	
	
	
	
	
	
	

	2. Direct costs
	
	
	
	
	
	
	
	
	
	

	2.1 Travel & subsistence
	
	
	
	
	
	
	
	
	
	

	2.2 Equipment & materials
	
	
	
	
	
	
	
	
	
	

	2.3 Subcontracting, consultancy & other external services 
	
	
	
	
	
	
	
	
	
	

	2.4 Other costs
	
	
	
	
	
	
	
	
	
	

	3. General costs
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	


Please add as many columns as necessary
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Section 3: Description of project activities, products and results

This section describes the activities of the project. It is divided in three sections. 

Please remember that the Progress Report covers all the activities and results for the reporting period of the project.

Please ensure that your replies refer to the specific criteria, priorities and educational frameworks relating to the Action and project involved. 
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SECTION 3 – Description of Project activities, products & results

3.1 Summary of activities

Using the original approved Workplan for the project, please describe clearly and briefly by using the two tables below the main activities or workpackages undertaken / to be undertaken in the different project’s stages. Please include partnership meetings as distinct activities.

Project Activities undertaken during the reporting period.

	Stage of the project 
(start-end dates)
	Activities undertaken. Indicate also any major divergence from the original workplan
	Lead partner, other partners involved in the activities undertaken
	Products and results

	Stage 1

(dd/mm/yy- dd/mm/yy)
	
	
	

	Stage 2

(dd/mm/yy- dd/mm/yy)
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Project Activities to be undertaken during the rest of the project duration.

	Stage of the project 
(start-end dates)
	Activities to be undertaken. Indicate also any foreseen major divergence from the original workplan
	Lead partner, other partners to be involved in the activities undertaken
	Foreseen products and results

	Stage

(dd/mm/yy- dd/mm/yy)
	
	
	

	Stage

(dd/mm/yy- dd/mm/yy)
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3.2 Overall description of the project (maximum 3 pages)

Please provide a short description, which gives an account of the project’s work during the reporting period and summarises the foreseen activities during the rest of the project period. It should cover, inter alia, the following:

Organisational aspects

· The organisational approach and structure developed within the partnership to manage the project: describe the role(s) of individual partners, organisation of the work and the way transnational cooperation has taken place (e.g. steering groups). Please indicate also any other organisations/contacts involved / to be involved in the project.

Methodology, tools and technology used / to be used

· The educational and teaching approaches promoted within the project: give details about their nature and impact on the end-users / participants / target group.

· Open and distance learning: where applicable (in particular projects which are carried out within the framework of Minerva) provide a description of the teaching/learning structure and approach and comment on their impact on the end-users.

· Tools and technology: where applicable, describe and comment on the appropriateness and effectiveness of the tools and technology used to fulfil the tasks originally envisaged.

Products and results, their dissemination

· A description of the project products. Please list all products in section 3.3 of the Report.

· Intellectual property rights, copyrights. Where applicable, please describe the approach taken / foreseen.

· Dissemination: provide an overall description of the dissemination strategy, target groups and provide an estimate of the number of people and institutions to be reached. 

· Commercialisation: if the product has been or will be commercialised, please describe the marketing and pricing strategy, and actions taken / foreseen.

Transversal issues

· Where applicable, please specify how the project will contribute to:

(Please tick the appropriate boxes)

 FORMCHECKBOX 

Equality between women and men

 FORMCHECKBOX 

Integration of disabled people

 FORMCHECKBOX 

Fight against racism and xenophobia

 FORMCHECKBOX 

Promotion of economic and social cohesion

 FORMCHECKBOX 

ICT in education – the eLearning Action Plan

 FORMCHECKBOX 

Language teaching and learning

 FORMCHECKBOX 

Preparing the enlargement of the Union

 FORMCHECKBOX 

Sustainable development

 FORMCHECKBOX 

Stability and security

 FORMCHECKBOX 

The future challenges to education and training systems

 FORMCHECKBOX 

Lifelong learning

Evaluation
· What tools and criteria have been / will be used to evaluate the appropriateness and effectiveness of your work (process and results)? Who did the evaluation / will be doing the evaluation. What is the evaluation process/methodology? 

Feedback on the project

· Please describe any divergence from the initial project plan (aims and objectives, work programme, products, partnership, and budget). Give the reasons for the changes.

· Please provide an overview of any difficulties encountered during the reporting period. 

3.3 Products and results

In this part you are required to present an overview of the products and results of your project. Depending on the Socrates Action concerned and the type of project involved, this may include conferences, training modules, materials, publications, courses, course books, CD-ROMs, guidelines, reports and studies. 

Please list in the summary table below all foreseen products and results of the project. Please indicate the degree of finalisation of the product (100% - finalised; 0% - not yet started).

You have to attach to your Progress Report one copy of the prototypes / interim versions of the products and results (book, CD-ROMs, conference programme, etc.). 
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Summary table of materials, products, publications, modules, courses, conferences, reports, studies and other concrete outcomes of the project.

Please use the appropriate codes as listed in Annex 2.

	N°
	Type of outcome

(A codes)
	Title of the outcome

	% of realisation
	Comments

	
	
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Annexes - Codes to be used in the Report

Annex 1. Country and language codes

	Code
	Country
	Code
	Country
	Code
	Language
	Code
	Language

	BE
	Belgium
	IS 
	Iceland
	DA
	Danish
	IS
	Icelandic

	DK
	Denmark
	LI
	Liechtenstein
	DE
	German
	NO
	Norwegian

	DE
	Germany
	NO
	Norway
	EL
	Greek
	BG
	Bulgarian

	GR
	Greece
	BG
	Bulgaria
	EN
	English
	CZ
	Czech

	ES
	Spain
	CZ
	Czech Republic
	ES
	Spanish
	EE
	Estonian

	FR
	France
	EE
	Estonia
	FI
	Finnish
	LV
	Latvian

	IE
	Ireland
	CY
	Cyprus
	FR
	French
	LT
	Lithuanian

	IT
	Italy
	LV
	Latvia
	IT
	Italian
	HU
	Hungarian

	LU
	Luxembourg
	LT
	Lithuania
	NL
	Dutch
	MT
	Maltese

	NL
	Netherlands
	HU
	Hungary
	PO
	Portuguese
	PL
	Polish

	AT
	Austria
	MT
	Malta
	SE
	Swedish
	RO
	Romanian

	PT
	Portugal
	PL
	Poland
	GA
	Irish
	SI
	Slovene

	FI
	Finland
	RO
	Romania
	LE
	Letzeburgesch
	SK
	Slovak

	SE
	Sweden
	SI
	Slovenia
	
	
	TR
	Turkish

	UK


	United Kingdom


	SK

TR
	Slovak Republic

Turkey
	
	
	
	


Annex 2. Codes for products and results 

	Code
	Type of product

	A1
	Course / module

	A2
	Report

	A3
	Study

	A4
	Learning materials

	A5
	Teaching materials

	A6
	Curricula

	A7
	Certification system

	A8
	Database / directory

	A9
	Network

	A10
	Guidelines

	A11
	WWW page

	A12
	Other (specify)
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