
Welcome to the Lead Partner and 
Communication seminar 2020!

10.6.2020

We start at 10:00 Finnish time



Before we start

• Mute mics when not speaking.
• Questions – write them into the chat 
window. Q & A right after the talks.

• You can also ask questions directly 
during the Q & A but please raise your 
hand first.

• Tech support: +358453457740/
elisa.bertieri@centralbaltic.eu





Goals for today

• Basic overview 
what it means to 
implement a 
project with us

• Show where to find 
more information



Meet the speakers
Samu Numminen
Project Manager

What it means to be a Lead 
Partner?

Ivo Volt
Project Manager

Financial management

Monika Balode
Project Coordinator

Reporting and eMS

Annika Põldma
Financial Controller

Basic eligibility rules

Ari Brozinski
Communication Manager

Communication
requirements

Elisa Bertieri
Communication Officer

Engaging with our 
community



Today’s agenda

10.15 LP’s general tasks/Partners relations management +Q & A

BREAK ACTIVITY

11.10 Financial management + Q & A

12.00 – 13.00 LUNCH BREAK

13.00 Basic eligibility rules + Q & A

13.40 Communication requirements and digital channels + Q & A

BREAK - SHORT

14.20 Reporting and eMS + Q & A

14:55 Closing the seminar



Lead Partner’s role in 
project implementation

Samu Numminen



New knowledge 
intensive companies

NBS, New Nordic Lift Off

More entrepreneurial 
youth

BE the future, 
ChangeMakers, Teaming 

UP, GirlPower, 
SENsationalSTEM

More exports by the 
Central Baltic companies 

to new markets

Baltic Explorers

Natural and cultural 
resources developed 

into sustainable 
tourist attractions

Rural Lifestyle

Sustainably planned 
and managed marine 

and coastal areas
MAREA

Better urban planning 
in the Central Baltic 

region
B.Green

Reduced nutrients, 
hazardous substances 
and toxic inflows to 

the Baltic Sea
Sustainable biogas, 
CleanStormWater

Improved transport 
flows of people and 

goods

Smart E263/E77

Improved services of 
CB small ports for 

mobility and tourism

CBSmallPorts, 
INTROSERV, Arc Gate

More people 
benefiting from 

stronger CB 
communities

MOL

More aligned 
vocational education 

and training 
programmes
iSEE, SuFi, 

INTELTRANS, EPIG, 
FinLat-Logic, Become 

More Competitive

Competitive economy 
of the region

(32 meur)

Sustainable use of 
common resources

(40 meur)

Well-connected region

(39 meur)

Skilled and socially
inclusive region

(13 meur)

Access to and use and quality of ICT

The shift towards a low-carbon economy 



Lead partner’s role

• Ensuring joint implementation
• Building and keeping trust and motivation in 

the partnership
• Being proactive towards the partners and 

staying informed about all aspects of project 
implementation

• Providing information:
From JS to project partners
From project partners to JS

Lead 
partner 

principle!



Origins of the lead partner 
role

• Lead partner responsibilities originate  
from:

• The project activity plan (application)
• Programme Manual
• Guide for Project Implementation
• Subsidy Contract

• Lead partner delegates the tasks and 
obligations to the partners via 
Partnership Agreements

• Lead partner is also a project partner

Partner

Lead Partner



First tasks of the lead partner

• Co-ordinate fulfilment of the conditions 
(deadline 29.05.2020)

• Check and sign Subsidy Contract  
• Prepare and sign Partnership Agreements
• Fill the necessary information in eMS
• Appoint project management
• Form Steering Group and organise first 

meeting



A happy project world 

Achieving 
RESULTS

- Outputs
- activity plan

Being 
ELIGIBLE:
- Budget
- Costs
- Reporting

Being VISIBLE:
- Communication 

strategy
- Visibility rules



Main result

Specific objectives

Project output indicators

Work plan – activities and
deliverables’ target values

Project budget



Project main results

• Always keep in mind results the project is targeting
• To achieve the results, propose a change in the 

activity plan, reallocation of resources etc. if 
necessary



Outputs

• Programme outputs – reported cumulatively and 
numerically

• Project outputs – based on application
• If necessary for achieving the outputs, propose the 

change in activity plan, propose reallocation of the 
resources,...



Implementing a project is a joint 
effort of all project partners 
• Make sure that all partners understand their 

role and responsibility:
 Implementing activities
 Using the budget
 Disseminating and communicating

• Organise meetings and support the 
partnership

• Make sure all partners know where to get 
information about programme rules



Keeping the project on track

• Be aware follow the sequence of activities, the 
project timeline and using of the budgets

• Be informed and proactively involved in all 
activities – be on top of the project!

• If problems occur (partner(s) underperform(s), some activities 
are not efficient, target groups are not reached, delays occur, over-
or underspending takes place etc.), take initiative:

• talk to your partners 
• analyse the situation
• work out a solution 
• contact the JS 



Reporting process

• Partner report
• FLC checks 
• Project report
• JS checks 
• MA pays



Coordinating the reporting

• Remind of deadlines and set internal ones

• Make sure that partners know where to get 
information about reporting and eligibility

• If partner report is not sufficiently filled in, 
revert the report and explain how to correct



Budget spending

• All reported costs must be relevant and linked 
to activities in the work plan

• Manage and coordinate modifications
proactively

• Follow the use of the flexibility rule
• Timely use of funds



Mid-term progress meeting

• With your JS contact person about halfway 
through the project implementation 

• Prepare to discuss:
• Reaching the objectives, results, outputs
• Implementation of activities
• Budget spending
• Cooperation between project partners



Final reporting

• Compile the final report
• Get Steering Group approval for it
• Submit the final report together with the last 

project report, five months after the end of 
the last reporting period at the latest

• Compile all project outputs into eMS

Video 
guidance 

for project 
closure is 
available!



Lead partner responsibilities after the
project ends

• Sustaining project results and/or outputs
• Fulfilling legal obligations related to maintaining 

documents and materials about the project
• Providing information to JS, MA and auditors upon 

request



Support to lead partner
• Programme manual
• Guide for project implementation
• Guide for project communication
• Subsidy Contract
• Video guidance on eligibility of cost and 

project closure
• www.centralbaltic.eu
• Central Baltic programme events
• JS contact person

Check 
the

FAQ!



Thank you!



Financial and activity 
management

Ivo Volt



Financial management

Lead partner

• Guarantee the sound financial management of the project
• Follow up project spending and budget line spending
• Transfer ERDF amounts to partners immediately
• Plan the needed modifications

Project partner

• Manage its own budget according to sound financial 
management

• Assume responsibility for own costs and repay costs if needed



Something changed – what to do?

• What is the change about?
• What is affected by the change? Objectives, results, 

outputs, partnership, budget...?
• Different types of modifications
• Always start with informing JS Contact Person
• Not all modifications may be approved



No impact to the Subsidy Contract 

Minor adjustments of the project activities and/or 
technical modifications

If minor adjustments do not have an impact to the 
project deliverables, results and/or indicators, 
modification can be done without a formal procedure, 
but should be communicated to the JS (Contact 
Person).



No impact to the Subsidy Contract

FLEXIBILITY RULE
• Simple way to adjust the budget to changed circumstances

• Projects are allowed to overspend max. 20% of individual 
budget lines (Staff costs and Lump sums excluded) on 
project level

• Nature of the equipment pieces can not be changed

• JS follows the project budget based on the total costs per 
budget line totals

• Total budget (incl. partner’s budget) cannot be exceeded

• No switching money between partners

• Lead Partner has responsibility to follow up the budget: all 
cuts needed can be done by the LP



Modification having an impact to the 
Subsidy Contract

• A modification in project activities having an impact 
to the project results and/or indicators

• Budget modifications that do not fall within the 
scope of the flexibility rule

• Partner modifications: if the partnership is modified
• End date extension can only be approved in 

exceptional cases and usually not for more than 3 
months.



Project modification

• Plan well ahead
• Involve all project partners into modification 

discussions
• Communicate to JS contact person
• Not more than 2 times during project implementation
• The request must be submitted no later than 6 

months before the end date of the project



Spending schedule

• Programme will follow the project spending after 
each reporting period

• Slight deviations from the planned budget and 
spending schedule can be accepted

• If project is behind with spending more than 20% 
after the 3rd period, the Programme may request 
the budget decrease



Thank you!



Basics of eligibility rules

Annika Põldma



Contents

• Basic rules for eligibility 
• Budget lines
• Public procurement 
• Reporting, controls & cash flows

• Reporting flow
• Layers of controls
• Cash flow

Being Eligible: 
Budget, costs, 
reporting



EU Regulations
Programme Manual

Guidance Documents

Basic 
Principles

Directly related 
to Project 

Implementation

Free from 
Conflict of 

Interest

Reported in 
Euro

Sound Financial 
Management

Audit Trail

Eligibility Rules 
for each 

Budget Line



Directly related to project 
implementation

Project

(Lead) 
Partner

Activity/
Cost

Subsidy 
Contract 

& 
Partnership 
Agreement

Application 
Form



Eligibility of costs: budget lines 
Staff costs

Office and administration

Travel and accommodation

External expertise and services

Equipment

Infrastructure and works

Budget 
flexibility



Application 
Form

Subsidy 
Contract 

& 
Partnership 
Agreement

Linking Activity/Cost with Partner 
and Project: Staff Costs

Project

(Lead) 
Partner

Activity
/Cost

Work contract/
Appointment decision

Pay slips
Proof of payment

Either full 
time or with 

Fixed %



Application 
Form

Subsidy 
Contract 

& 
Partnership 
Agreement

Linking Activity/Cost with Partner and 
Project: Travel to project meeting

Project

(Lead) 
Partner

Activity
/Cost

Work contract/
Appointment decision

Paid invoice(s)
Daily allowances
Proof of payment



Application 
Form

Subsidy 
Contract 

& 
Partnership 
Agreement

Linking Activity/Cost with Partner 
and Project: Travel for SG members 
and target group

Project

(Lead) 
Partner

Activity
/Cost

Minutes of the meeting/ 
List of participants

Paid invoice(s)
Proof of payment



Application 
Form

Subsidy 
Contract 

& 
Partnership 
Agreement

Linking Activity/Cost with Partner and 
Project: External expertise and service –
Kick off meeting

Project

(Lead) 
Partner

Activity
/Cost

Contracts / written 
agreements

Proof of delivery: list of 
participants & presentation 

of the external speaker
Paid invoice(s)

Proof of payment



Application 
Form

Subsidy 
Contract 

& 
Partnership 
Agreement

Linking Activity/Cost with Partner and 
Project: External expertise and service –
Project studies and publications

Project

(Lead) 
Partner

Activity
/Cost

Documented procurement process 
Contracts / written agreements

Proof of delivery 
Paid invoice(s)

Proof of payment



Public Procurement in your project

Within your project public procurement refers 
to the purchase of goods, services and works 
by public and private project partners with 
ERDF co-financing.
As ERDF co-financing is taxpayers’ money, 
project partners are expected to carry it out 
efficiently and with high standards of conduct 
in order to ensure high quality of service 
delivery and safeguard the public interest.



Public Procurement Requirements of 
the Programme

• Applies to all partners
• No artificial splitting of purchases 

• cumulative amounts count
• type of the service crucial

• Framework contracts applicable
• Joint procurements



Reporting, 
payments and 
controls

European Commission

FIRST LEVEL CONTROL

SECOND LEVEL AUDIT

Audit 
Authority & 

Group of 
Auditors



Sound Financial 
Management

Audit Trail

Stay 
eligible!



Thank you!

Please look eligibility videos on our website:
http://centralbaltic.eu/content/video-guidance-0



Communication requirements & beyond

Ari Brozinski, 10 June 2020 

CentralBaltic Central Baltic Programme



Who is 
programme
comms?



Communication requirements & beyond

•Rules of thumb – don’t leave
without these!

•Where to find information?
•Engaging in our project
community



Rules of 
thumb



Rules of thumb

• Tell about your project
• All projects are obliged to disseminate information 

about the project proceedings

• Don’t forget us!
• All projects have a joint communication 

message: the benefit of the funding received from 
the European Union through the European Regional 
Development Fund (ERDF) = tell boldly what 
change you are initiating in your project area!



Rules of thumb

• Use the (correct) references!
• EU Flag
• Text “European Union” + “European Regional 

Development Fund”
• Programme logo

• Exception for small items
• Additional requirements of different 

organisations
• Sizing of the flag



No scroll!



White BG







Rules of thumb

• On your LP/PP 
website

• Aims, partners, 
amount of funding 
and its source and 
description of 
activities

• When ended, 
information about 
the achievements



Rules of thumb

• Setup an information poster
• All project partner organisations must display in their 

premises at least one information poster (minimum size A3) 
• About the project and the received EU funding. 
• Well visible for the public such as an entrance area of a 

building.

• Template available on centralbaltic.eu!





Rules of thumb

• Keep results available
• Public availability of results is to be guaranteed also after 

the project closure, preferably for at least 5 years



Where to find 
information?



Website

• FAQ
• Project 

communication
• Video guidance!
• Tips & tricks
• Template for 

communication 
plan

• Programme Manual
• Guides and

templates
• Logo files



Programme Facebook



Project Database



Comms webcast/AMA on 25.6.

• Where is the file?
• I really want to wave the EU flag!
• Is this OK?
• Follow webpage and event calendar!



Thank you!



Engaging with Central Baltic
online communities

Elisa Bertieri



Central Baltic 
Communication 

Network for 
Projects

Twitter

Central Baltic online communities



The Central Baltic Communication 
Network for projects



What is it?

A community of 
Central Baltic projects

• Across calls
• (Across period)



What is it for?

Sharing ConnectingExchanging



Sharing

What are 
projects up to?



Exchanging

Communication 
tips



Connecting

Through joint 
discussions



Sharing

Results Activities Visibility



Results

Example from 
BOOSTED



Activities

Example from 
Sustainable Gateways



Visibility

Example from 
Augmented Urbans



Twitter



Using hashtags for community 
building 



Using hashtags for community 
building 

#CBresults



Join the communities!

Twitter:
https://twitter.com/Cen
tralBaltic

Central Baltic Communication 
Network for projects:
https://www.facebook.com/gr
oups/cb.communication.netwo
rk/



Thank you!

www.centralbaltic.eu

CentralBaltic

Central Baltic Programme



Project reporting

Monika Balode



• Mindset
• Planning and management of reporting
• Tips and tricks

 Guide for Project Implementation

This Photo by Unknown Author is licensed under CC BY-NC-ND

• Planning and management 
of reporting

• Tips and tricks

 Guide for Project 
Implementation

Content



Objective of the reporting

This Photo by Unknown Author is 
licensed under CC BY

AF Eligibility 
rules



Management: reflection of 
what is implemented

1. Good implementation – bases for 
good reporting

2. Reflect overall picture of the project 
achievements, use common terminology



Management: time, agreement

3. Agree on internal deadlines

4. Follow the deadlines and start 
filling in well in advance



Reporting procedure

FIRST LEVEL 
CONTROL

PROJECT 
REPORT

PARTNER
REPORT



Reporting 

Partner 1
Report

CONTENT

Partner 1 
Report 
LIST OF 

EXPENDITURE

Project Report
CONTENT

Partner 2
Report

CONTENT

Partner 2 
Report 
LIST OF 

EXPENDITURE

Partner 1

LIST OF 
EXPENDITURE

Partner 2

LIST OF 
EXPENDITURE



Why quality matters?

Faster payments!
This Photo by Unknown Author is licensed under CC BY

Saving resources!



TAKE WITH ME 



Other tips?



Include direct links of partners websites’ 
where information about project is published

Links of PPs websites: 1st 
Project Report



Reporting programme output 
indicators

Values for PROGRAMME OUTPUT INDICATORS
are only reported for those indicators which 
quantification target is more than 0



Target groups reached



Target groups reached

The same methodology of calculation as in 
the AF

• Reporting based on the common agreement 
in the partnership

• Do not report twice the same participants



Activities and 
deliverables

Description ≠ statement



Activities and 
deliverables: description



Activities and 
deliverables

Proofs!
•attach!
•correct/informative TITLE in 
English

•attachment in national language –
summary



Partner Report –
List of expenditure (LoE)



Partner Report –
List of expenditure (LoE)



Partner Report – SCO
List of expenditure (LoE)

• Projects having simplified costs in the budget 
– report only budget line Staff cost. 

• Follow strictly the method of the calculation 
of staff cost according to the programme 
guidance.



List of expenditure (LoE)

4
2

5

1. English!

2. Payment date

3. Report in currency paid

4. Description 2 field - link 
cost to activity plan

5. Add attachments



LoE: Description 2
Annex No 3
Guide for Project Implementation



List of expenditure (LoE)

4
2

5

1. English!

2. Payment date

3. Report in currency paid

4. Description 2 field - link 
cost to activity plan

5. Add attachments



Guide for Project 
Implementation: List of 
evidences for reporting



Guide for Project Implementation:
Annex No 1
List of evidences for reporting



Coherence

AF

Report-
Content

LoE



Submitting Project Report

Remember to attach the
CONFIRMATION LETTER!



Support

• Guide for Project Implementation

• Project contact persons at the JS

• eMS support (ems@centralbaltic.eu)
• Technical errors and problems



Thank you!


