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	EUROPEAN COMMISSION

DIRECTORATE-GENERAL FOR AGRICULTURE AND RURAL DEVELOPMENT

Directorate K. Relations with other institutions; Communication and Documentation

K.1. Internal and external communication



Model for the final technical implementation report to be submitted under grant agreement no° AGRI- 2011-XXXX in application of Council Regulation n° 814/2000 on information measures on the common agricultural policy

Before completing this form, please read carefully the grant agreement signed between the beneficiary and the Commission and especially:

- Article I.5;

- Article II.5;

- Annex I (description of the measure)

Please complete the attached forms in full. If a question does not apply to the implemented measure, you must enter “not applicable” or “n/a.

Before sending your report to the Commission, please check that you have included all the documents required. This report, together with the final financial implementation report, must be sent to the Commission before the deadline mentioned in art. I.5.1 of the grant agreement.
(signed)
Angela FILOTE
Head of Unit

Specimen letter 
(to be written on the applicant’s headed paper)

Unit AGRI.K.1







….(date)
For the attention of Mrs A. Filote





…(place)
Loi 130 4/148A
European Commission 
Rue de la Loi, 130
1049 BRUSSELS
BELGIUM

Final technical and financial implementation report under grant agreement AGRI-2011-XXX concerning information measures relating to the common agricultural policy

Dear Mrs Filote,

I enclose the final technical and financial implementation report concerning the information measure "………." (Please insert title of the implemented information measure).

The final amount requested is EUR [x], which is composed of:

(i) EUR [x]  representing [x]% of the total final direct eligible costs of the information measure;

and

(ii) EUR [x] representing the lump sum to cover the staff costs.

On behalf of the organisation which I represent, I certify the accuracy of all the information contained in these technical and financial implementation reports.

In case of further questions on these technical and financial implementation reports, the contact person responsible for this grant agreement in our organisation is Mr/Ms ………(Please insert contact tel. and fax n°, and email address).

Yours sincerely,

                                    Signature
First name, surname and title of the legally authorised person responsible within the applicant organisation

Annexes:
1. Final technical implementation report with all supporting documents mentioned therein
2. Final expenditure and income table (to be downloaded from the internet address http://ec.europa.eu/comm/agriculture/grants/capinfo/index_en.htm 
3. Supporting documents for the final financial implementation report mentioned in article I.5.3 of the grant agreement (such as invoices, declarations, receipts, subcontractor information, proofs of other providers of funds, etc.)

 Final Technical Implementation Report
1. General description of the implemented measure
1.1 Title and type of information measure: 
1.1.1 The title of the information measure:

1.1.2 The type of the information measure: 

1.2. Final content of the measure:
Please, give a brief general description of the information measure. (Describe where and when the measure took place and who participated in the conception of the measure and include the persons' CVs. Please also indicate if the dates, the venue and the other organisational details correspond to the ones mentioned in the application for a grant, etc) 

1.2.1 The particular subjects the information measure dealt with:

1.2.2 The names and vocational experience of the contributors with respect to the subjects they dealt with (CV's of speakers, etc.): 

1.3 Dates of implementation:
1.3.1 The date on which the preparation of the measure started: 

1.3.2 The date(s) on which the measure took place:

1.3.3 The date on which follow-up of the measure ended:

1.4 The place(s) where the measure was implemented:
1.5 What is the division of tasks between the applicant and the different co-organisers (if any) involved in the preparation, implementation and follow-up of the information measure as well as the dissemination of the results of the information measure 
(Please attach CV's of the persons involved)
1.6 The requested grant rate and amount:
	Compulsory elements to be provided within the General description of the implemented measure: 
· For conferences, seminars and visits: the final programme as distributed during the measure, mentioning the subjects dealt with, the structure of the event, the agenda and the names of the speakers). 

· For audiovisual productions and publications:  the final script as well as 2 copies (for each language version) of each production. 

· For websites: a printout of the website(s).



2. Relevance and overall value of the information measure

2.1.-2.3 Explain to what extent the information measure achieved the aims as defined in point 2.1 to 2.3 of the Grant Agreement's Form 3

2.4 European dimension and European added value:
2.4.1 How many and which countries are concerned by the information measure? 

2.4.2 Explain how the information measure affected the countries identified above
3.  evaluation of the information measure
3.1. How did the measure meet the needs for information identified in the point 3.1 of the application for a grant (the "ex-ante" evaluation)?
3.2. What were the main messages transmitted by the information measure?

3.3. Target audience:
3.3.1 Do the beneficiaries of the information measure correspond to the main target audience set out in the application for a grant?
3.3.2-3.3.3Do the number and the type of direct beneficiaries reached correspond to the objectives set out in the application for a grant? 

Please specify the  number and the type of beneficiaries.
3.3.4 Do the number and the type of indirect beneficiaries reached correspond 
       to the objectives set out in the application for a grant? 
      
How have you calculated the approximate number of indirect beneficiaries?

(The reply to this question must be accompanied by figures on the coverage of the media present during the measure, facts on the multiplier capacity of the organisations involved in the measure, and any other document proving the multiplier effect of the implemented measure. Please see point 3.5.2.).
	Compulsory elements for the target audience:

· For conferences, seminars and visits:  Please attach the original attendance list(s) signed by the participants for each day of the event including the name of their organisation, their address and country of origin.
· For publications: Please attach proof of the number of copies distributed and information on the readers reached.
· For audiovisual productions: Please attach official statistics of TV and radio audience for the days of diffusion. 
· For websites: Please attach statistics on the number of visitors.



3.4. What are the means of communication used and how have they been used?

3.5. Assessment of the results after the execution of the information measure (ex post-evaluation) in particular: 

3.5.1. Which methods, indicators or criteria enabled you to quantify and qualify the impact of the information measure on the direct beneficiaries? 

Please, attach original evaluation tools, such as questionnaires filled in by the participants or other relevant evaluations, as well as an analysis of these evaluation tools.
3.5.2. Which methods, indicators or criteria enabled you to quantify the impact of the chosen dissemination policy on the indirect beneficiaries (such as the press or media coverage of the information measure, the diffusion of the results, etc.). 

(The reply to this question must be accompanied by facts on the multiplier capacity of the organisations involved in the measure, any other document proving the multiplier effect of the implemented measure and by figures on the coverage of the media present during the measure using  the tables below)
(Please use the tables below and attach statistics on TV and radio audience, newspaper coverage and readers, press cuttings or any other material documenting the level of media coverage achieved by the implemented measure).
	1. TV/Radio reports (please add as many lines as necessary)
	
	

	
	
	
	
	
	

	 
	Name of TV or radio channel
	Coverage (national, regional, local, etc)
	Number of reports/emissions
	Audience                               (please indicate source of figures)
	Comments (eg. date and time of report etc)

	1
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 

	6
	 
	 
	 
	 
	 

	7
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 

	9
	 
	 
	 
	 
	 

	10
	 
	 
	 
	 
	 

	
	
	
	
	
	


	2. Print and online media (please add as many lines as necessary)
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	 
	Name of print/online medium
	Type of Medium (please check the applicable box)
	Circulation figures
	Comments

	 
	
	National
	Regional
	Local
	Specialised press
	Weekly
	In-house newsletter
	 
	 

	1
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 
	 
	 
	 
	 

	6
	 
	 
	 
	 
	 
	 
	 
	 
	 

	7
	 
	 
	 
	 
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 
	 
	 
	 
	 

	9
	 
	 
	 
	 
	 
	 
	 
	 
	 

	10
	 
	 
	 
	 
	 
	 
	 
	 
	 


4. Material relevant to the measure
Please attach:
· The final programme of the implemented measure

· The experience of the speakers (CV's) in relation to the subjects dealt with 
· A copy of all speeches and presentations made during the event(s)

· The attendance list signed by all the participants
· A copy of all documents distributed or drawn up during the measure
· A copy of media coverage (statistics on TV and radio audience, newspaper coverage and readers, press cuttings or any other material documenting the level of media coverage achieved by the implemented measure)
· All other relevant documents (invitations, press releases, minutes of preparatory meetings, etc. )
· Any publicity material relevant to the measure (posters, flyers, gadgets, advertisements in the press, etc.)
5. Publicity of community co-financing
5.1. Was the Community co-financing indicated during the implementation of the measure and mentioned on all communications or publications made by the beneficiary about the measure?

(For conferences, seminars and visits please include all documents relevant to the measure mentioned in the measure's expenditure budget. Please also include photos taken during the event. For all other productions, the Community co-financing must be visible on the production itself).
13

