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• 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

• Understanding of reporting 
and general advice

• Tips and tricks

Content



Reporting procedure

LP

Report
PP2 Report

PP3 

Report

15 DAYS AFTER END OF REPORTING PERIOD

FIRST LEVEL CONTROL
UP TO 3 MONTHS

Project 

Report

4 MONTHS

JOINT SECRETARIAT
UP TO 3 MONTHS



Partner report



Partner report: content



Reporting

•Why?

•Who?

•How?



Reporting: why?
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AF Eligibility 
rules



Reporting – Who?

• FLC and LP



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



Reporting

•Why? 
To prove the progress and eligibility of cost

•Who?
Lead partner and first level controllers

•How?



How? General advise

1. Bases – Application Form
Common agreement for 

deliverables, 

target groups, outputs

2. Plan. Follow deadlines!

3. Guidance documents 
Guide for Project Implementation



Partner report
Guide for Project Implementation



Content part: tips



Project outputs

Agree in partnership



Target groups



Target groups

• Project Report No 2



Target groups

• Report based on the common 
agreement in the partnership

• Apply the same methodology of 
calculation as in the AF

• Do not report twice the same 
participants



Activities and 
deliverables

Description! 



Activities and 
deliverables

• Description! 

• Proof

attach!

correct/informative TITLE in 
English

attachment in national language 
– summary



Activities and 
deliverables

•Description! 

•Proof

•Have a big (project) 
picture in mind 



Activities and 
deliverables



List of Expenditure:     tips





List of expenditure (LoE)

Fill in English!

Include payment date

Report in the currency 
paid 

Field «Description 2» -
link to activity plan

Add attachments!!!



Attachments

Partnership Agreement to the 1st report/when 
updated

Bookkeeping list/General ledger

Correct/informative/precise title of 
attachment/in EN

Clear reference to where (number of output, 
deliverable etc.) the attachment is related to



1. COHERENCE 

Report

activities & 

deliverables

LoE

item of cost

AF

activities & 

deliverables

Partner 

budget



Coherence 

HOW?



Coherence
HOW?

1

2

3

Link cost in LoE to reported activities with 

desciption (same titles the AF/report content 

part/LoE

Limit report to the activities paid and 

reported in the certain reporting period

Use example – Annex No 3

Guide for Project Implementation 





Coherence
HOW?



Why quality matters?

Faster payments!
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Saving resources!



More information

• Guide for Project Implementation

• Project contact persons at the JS

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


