	ANNEX II


	Please insert the reference as indicated in your grant agreement

	Grant Agreement n°:
	xxxx


	European Year of Volunteering 2011
FINAL REPORT

Version valid for projects selected for funding under the call for proposals COMM/C2/1-2010 EYV


	CLOSING DATE FOR SUBMISSION:

· within 2 months following the date for ending the action set out in Article I.2.2 of the Grant Agreement


	ATTENTION:
· The final report must be submitted in 2 copies in English, French or German

· The final report consists of two parts:

· Part  I: technical implementation report (narrative section), and
· Part II: financial statements
· final financial statement of eligible costs actually incurred, following the structure of the estimated budget, including a consolidated statement and a breakdown between each beneficiary
· full summary statement of receipts and expenditure of the action
(list of invoices/receipts), including a consolidated statement and a breakdown by beneficiary
The beneficiary must fill out both parts. Failure to accomplish the reporting obligations entitles the European Commission to demand full reimbursement of sums already paid

· Final reports must be sent by post bearing the original signature of the legal representative of the beneficiary

· Handwritten final reports and/or sent by fax or e-mail will not be accepted
· Please include all products developed during the project



	Part I.  Technical implementation report


	A. Project leader


	1. Name of the project leader

	Please, indicate the organisation's legal name and acronym

	Full name:
	
	Acronym
	


	2. Legal address

	Street
	
	N°
	

	Postcode
	
	City
	

	Region
	
	Country
	

	Email
	
	Website
	

	Telephone
	
	Fax
	


	3. Legal representative (person authorised to sign the contract on behalf of the project leader)

	Surname (Ms/Mr)
	
	First name
	

	Function
	


	4. Person in charge of the project (contact person)

	Surname (Ms/Mr)
	
	First name
	

	Function
	

	Email address
	

	Telephone
	
	Fax
	


	5. Profile of the project leader

	Type and status
	 FORMCHECKBOX 
  Non-governmental organisation


	Activity level
	 FORMCHECKBOX 
  Local
	 FORMCHECKBOX 
  Regional
	 FORMCHECKBOX 
  National
	 FORMCHECKBOX 
  European/International


	6. Signature of the legal representative

	I the undersigned hereby certify that all information and financial data contained in this final report are full, real, accurately recorded and eligible in accordance with the Grant Decision.
The beneficiary allows the European Commission to make available and use all data provided in this report for the purposes of managing and evaluating the European Year of Volunteering 2011. All personal data collected for the purpose of this project shall be processed in accordance with Regulation (EC) N° 45/2001 of the European Parliament and of the Council on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies.

Data subjects may, on written request, gain access to their personal data. They should address any questions regarding the processing of their personal data to the Assistant to General-Director of DG Communication. Beneficiaries may lodge a complaint against the processing of their personal data with the European Data Protection Supervisor at any time.



	Project leader

	Name, stamp (if available):
	

	Legal representative

	Name in capital letters:
	

	Place:
	
	Signature:
	

	Date:
	
	
	


	B. Project details


	a. Scope of the project

	Please,  tick the box corresponding to the EU Member State chosen 

	 FORMCHECKBOX 
  Austria
	 FORMCHECKBOX 
  Finland
	 FORMCHECKBOX 
  Latvia
	 FORMCHECKBOX 
  Romania

	 FORMCHECKBOX 
  Belgium
	 FORMCHECKBOX 
  France
	 FORMCHECKBOX 
  Lithuania
	 FORMCHECKBOX 
  Slovakia

	 FORMCHECKBOX 
  Bulgaria
	 FORMCHECKBOX 
  Germany
	 FORMCHECKBOX 
  Luxembourg
	 FORMCHECKBOX 
  Slovenia

	 FORMCHECKBOX 
  Cyprus
	 FORMCHECKBOX 
  Greece
	 FORMCHECKBOX 
  Malta
	 FORMCHECKBOX 
  Spain

	 FORMCHECKBOX 
  Czech Republic
	 FORMCHECKBOX 
  Hungary
	 FORMCHECKBOX 
  Netherlands
	 FORMCHECKBOX 
  Sweden

	 FORMCHECKBOX 
  Denmark
	 FORMCHECKBOX 
  Ireland
	 FORMCHECKBOX 
  Poland
	 FORMCHECKBOX 
  United Kingdom

	 FORMCHECKBOX 
  Estonia
	 FORMCHECKBOX 
  Italy
	 FORMCHECKBOX 
  Portugal
	


	b. Duration and venue(s) of the project

	Please, indicate the total duration of the project from preparation to evaluation, as well as the start and end dates.

	Start date of the project:
(date after which the first costs were incurred)
	…. / …. / ……
	End date of the project:
(date before which the last costs were incurred)
	…. / …. / ……

	Total duration of the project (in months):
	

	Venue(s) where the project took place:
	


	c. Activities

	Please,  tick the box(es) corresponding to the activities carried out by the project for which your are submitting this final report

	 FORMCHECKBOX 
  Exchange of experience and good practice at local,                            regional, national or European level
	 FORMCHECKBOX 
  Development of approaches to reach out new non organised volunteers

	 FORMCHECKBOX 
  Undertaking of studies and research and dissemination of their results
	 FORMCHECKBOX 
  Creation and production of innovative audiovisual and multimedia tools

	 FORMCHECKBOX 
  Conference and seminars
	


	d. Beneficiaries

	Please, list below the name of the beneficiaries

	Organisation name
	Legal status
	Country

	n° 1
	
	
	

	n° 2
	
	
	

	n° 3
	
	
	

	n° 4
	
	
	

	n° 5
	
	
	

	n° 6
	
	
	


	C. Project details  (cont.)


	1. Summary of the project

	Please, give a brief summary of your project (maximum 200 words). Please note that this paragraph may be used for publication. Therefore be accurate and include the theme, the objectives, target groups,  the type of the implemented activities, the methodology applied, the duration, the venue(s), the number of participants, the results achieved, and the amount of the EU grant. The summary should be written in English, French or German, regardless of which language you use to fill in the rest of this report. Please be concise and clear.

	

	Please, indicate and explain the reasons for eventual changes between your initial application and the activities finally implemented, e.g. composition of partners and/or participants, venue(s) of the activity(ies), work programme.

	


	D. Project implementation


	The points below are intended to serve as a guide for the description of the activities undertaken

	Please, enclose with this report the products – if any - developed during the project (video, photos, website, brochures, leaflets, posters, etc) and information on how these were disseminated.

	If more space needed, please extend boxes


	1. Description of activities

	Please give a general description of the project. Indicate:

· the implemented activities;
· the working methods used;
· the sharing of tasks among all beneficiaries;
· the final products developed during the project;
· the tangible results achieved.

	


	1. Description of activities   (cont.)

	Please give details for each of the activities carried out within the framework of your project.

	Activity
	From
(m/yyyy)
	To
(m/yyyy)
	Venue
	Duration
	N° of participants / country
	Beneficiary organizations 
Involved / country
	N° of trainers / facilitators staff

	n° 1
	
	
	
	
	
	
	
	

	n° 2
	
	
	
	
	
	
	
	

	n° 3
	
	
	
	
	
	
	
	

	n° 4
	
	
	
	
	
	
	
	

	n° 5
	
	
	
	
	
	
	
	

	n° 6
	
	
	
	
	
	
	
	

	n° 7
	
	
	
	
	
	
	
	

	n° 8
	
	
	
	
	
	
	
	

	n° 9
	
	
	
	
	
	
	
	

	n° 10
	
	
	
	
	
	
	
	

	n° 11
	
	
	
	
	
	
	
	

	n° 12
	
	
	
	
	
	
	
	


	2. Preparation

	Please, explain how you prepared the project between the beneficiary organizations (meetings, activities, communication, etc.)

	


	3. Active involvement of people in the project

	Please, provide details of people actively involved in the project coming  from the different sectors - governmental, corporate and volunteering at local, regional, national or European level 

	


	4. Sustainable impact and multiplying effect of the project

	Please, explain:

· the direct and indirect impact on the volunteering sector;
· the indicators applied in order to measure the project's impact,
· who benefited from the project (target groups, sectors, etc.);
· the multiplying effect and sustainable impact in a long term perspective.

	


	5. Evaluation and follow-up

	Please, give details:

· of the evaluation activities carried out with the participants and with your partners (if applicable), during the project and after the project implementation (meetings, presentations, material etc.);
· of the follow up of this project, if planned (e.g. continuous contact with the partners, etc.).

	


	6. Visibility

	Please,  describe:

· how you ensured the broad visibility of your activities and of the project as a whole;
· how your strategy was implemented;
· which products did your develop;
· what are the tangible results of the project.

	


	7. Dissemination and exploitation of results

	Please,  give a detailed description of standard measures undertaken:

· to disseminate the products developed during the project;
· to exploit the results of the project.

	


	8. Achievements

	According to what you described above, please summarize what you achieved with this project in relation with e.g.

· the objectives of the European Year of Volunteering;
· the specific objectives of the call for proposals;
· the priority themes of the call for proposals;
· the innovative and qualitative elements.

	


	9. Quantitative information

	
	Total

	Number of organizations involved in the project
	

	Number of participants involved in the project
	

	Number of people indirectly targeted through the activities
	


	Part II.  Financial statements


	A. Final financial statement of eligible costs actually incurred and of income


	All items in EURO 

	I the undersigned hereby certify that the costs declared can be considered eligible in accordance with the Grant Agreement, that all receipts have been declared, and that the request for payment is substantiated by adequate supporting documents that can be
 checked.

	1. CONSOLIDATED STATEMENT

	ELIGIBLE COSTS
	Estimated costs

(as established in the agreement)
	Actual costs

(as actually effected by the project)

	Direct costs
	
	

	1.
	Staff costs

	
	

	2.
	a) travel
b) subsistence (accommodations and meals) costs
	
	

	3.
	Costs of equipment (new or second-hand)
	
	

	4.
	Consumables and supplies costs
	
	

	5.
	Meeting costs
	
	

	6.
	Production / Translation / Dissemination / Information costs / other
	
	

	Sub-total direct costs
	
	

	Indirect costs (up to 7% of all direct costs)
	
	

	Total eligible costs
	
	

	Ineligible costs
	
	

	TOTAL COSTS
	
	

	INCOME 
	Estimated
income
	Actual
income
	Name, description

	1.
	National/regional/local institutions
	
	
	

	2.
	Other Union funding for this project 
	
	
	

	3.
	Private donors
	
	
	

	4.
	Own resources (including partners')
	
	
	

	5.
	Other resources
	
	
	

	6.
	Total grant requested from the European Commission
 
	
	
	

	TOTAL INCOME
	
	
	


	PAYMENTS

	Pre-financing instalment already received from the European Commission
	

	Balance claimed OR amount to be reimbursed to the European Commission
	


	Organisation legal name:
	
	Stamp
(if available)
	

	Legal representative:
(Surname, First name)
	
	
	

	Position in the organisation:
	
	Signature:
	

	Date: (dd/mm/yyyy)
	     
	
	


	2. BREAKDOWN BY BENEFICIARY

	DETAILED CALCULATION (one detailed calculation to be included for each beneficiary)


Beneficiary: 
	A. ELIGIBLE DIRECT COSTS

	1. Staff costs

	Please, indicate the personnel costs directly linked to the activity (including names, functions and whether the person is directly recruited for this project). Separate clearly internal staff from your organisation or partners from recruited personnel.

	Name
	Function
	Nr of days or months
	Gross salary per day or month
	Actual costs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL STAFF COSTS
	


	2. Travel and subsistence (accommodation and meals) costs

	a.  Travel costs (including local transport)

	Please, note that only cheapest means of transport and fares are subject to reimbursement (APEX airfare, 2nd class train ticket, etc.).

	Activity


	Nr of persons
	Origin
	Destination
	Means of transport
	Actual costs

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Sub-total (a)
	

	
	

	b. Subsistence costs (accommodation and meals)

	Activity


	Nr of persons
	Nr of days
	Average cost per day
	Actual costs
(Total nr of days * Average cost per day)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Sub-total (b)
	

	
	

	TOTAL TRAVEL AND SUBSISTENCE COSTS
	


	3. Equipment costs (new or second-hand)

	Only that part of the equipment's depreciation that corresponds to the project's lifetime and the rate of its actual use for the purposes of the project may be taken into account by the Commission

	Activity
	Specification
	Cost 
	Depreciation rate
	Degree of use in the project (%)
	Actual costs

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	TOTAL EQUIPMENT COSTS
	


	4. Consumables and supplies costs

	Activity
	Specification
	Nr of units
	Unit price
	Actual costs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL CONSUMABLES AND SUPPLIES COSTS
	


	5. Meeting costs

	If applicable, please, separate clearly the different phases of your project (e.g. preparation, activity, follow-up, etc.) in the “specification” column.


	a.  Rental of rooms for meetings, conferences, other events, etc.

	Description of the activity

	Nr of days
	Cost per day
	Actual costs

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Sub-total (a)
	


	b.  Tranlsation for meetings

	Activity and language from / to
	Number of pages
	Price / page
	Actual costs

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Sub-total (b)
	


	c.  Interpretation costs (including travel, accommodation and fees)

	Activity and language from / to

	Nr of interpreters
	Nr of days
	Cost per day
	Actual costs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Sub-total (c)
	


	d.  Hire of booths for interpretation (including equipment)

	Description by activity
	Nr of days
	Cost per day
	Actual costs

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Sub-total (d)
	


	e.  Fees for external speakers

	Activity
	Nr of speakers
	Nr of days
	Cost per day
	Actual costs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Sub-total (e)
	


	f.  Other costs

	Please,  indicate other potential costs linked to meeting costs

	Specification by activity
	Actual costs

	
	

	
	

	
	

	
	

	
	

	Sub-total (f)
	

	TOTAL MEETING COSTS
	


	6. Other costs (Production / Translation / Dissemination / Information costs / Other)

	Please, indicate costs for producing and distributing information documents and published materials (CD-ROM, video, books, leaflets, etc.) including the number of copies.

	a.  Production

	Activity
	Nr of copies
	Unit price
	Actual costs

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Sub-total (a)
	


	b.  Translation

	Activity and language from / to
	Nr of pages
	Price per page
	Actual costs

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Sub-total (b)
	


	c.  Dissemination / Information costs

	Activity
	Nr of items
	Unit price
	Actual costs

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Sub-total (c)
	

	
	

	d. Insurance costs

	Specification by activity

	Actual costs

	
	

	
	

	
	

	
	

	Sub-total (d)
	

	
	

	e.  Other costs

	Specification by activity
	Actual costs

	
	

	
	

	
	

	
	

	Sub-total (e)
	

	
	

	TOTAL OTHER COSTS ( PRODUCTION / TRANSLATION / DISSEMINATION / INFORMATION / INSURANCE)
	


	TOTAL ELIGIBLE DIRECT COSTS
	

	


	B. ELIGIBLE INDIRECT COSTS (general administrative costs)

	Please, indicate other potential costs.

	Specification
	Actual costs

	
	

	
	

	
	

	
	

	Subtotal
	

	TOTAL ELIGIBLE INDIRECT COSTS
	


	C. INELIGIBLE  COSTS

	

	Specification
	Actual costs

	
	

	
	

	
	

	
	

	Subtotal
	

	TOTAL INELIGIBLE  COSTS
	


	TOTAL COSTS A + B  + C


	ACTUAL INCOME

	National/regional/local institutions
	

	Other Union funding for this project  (please specify)
	

	Private donors
	

	Own resources (including partners)
	

	Other resources (e.g. in kind)
	

	Grant requested from the European Commission

(a maximum of 60% of the total eligible costs and not exceeding the maximum amounts established by Member State in point 4 of the call for proposals) 
	

	TOTAL INCOME
	


	B. Full summary statement of receipts and expenditure of the action
(list of invoices/receipts)


	Please attach a list of invoices and receipts  
(EXCEL format)


!!!  The full summary statement of receipts and expenditure of the action must include a consolidated statement and a breakdown by beneficiary.
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