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Disclaimer
This document is aimed at informing the beneficiaries. It serves only as an example. The actual web forms and

templates are provided in the Funding & Tenders Portal Grant Management System (and may contain certain
differences). The reports must be prepared and submitted online via the Portal.
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IMPORTANT NOTICE

What is the Periodic Report?

The Periodic Report/Final Report is the pre-condition for receiving payments; it must be submitted through the EU
Funding & Tenders Portal Grant Management System by the Coordinator within 60 days after the end of the
reporting period.

The Report is divided into a technical and financial report.

The Technical Report consists of 2 parts:
. Part A contains structured tables with project information

. Part B is a narrative description of the work carried out during the reporting period. @
Part A is generated by the IT system. It is based on the information which you enter into the Portal Continueus
Periodic Reporting modules.

Part B (+ annexes) must be uploaded on the Technical Report (Part B) screen. The templates @aﬂable

there.

The Financial Report normally consists of:

. the individual financial statements (Annex 4 to the GA) for each Benefca®:

. a summary financial statement
. a detailed cost reporting table
. a certificate on the financial statements (CFS) (if threshold reached).

The Financial Report is generated by the IT system on the basis of the financial information entered into the

Periodic Reporting module (and any other documents uploaded, e.g. CFS tailed cost reporting table).

How to prepare and submit it?

The Periodic Report must be prepared by the consortium ir&) inuous and Periodic Reporting modules and

then be submitted by the Coordinator.

The Continuous Reporting module is always open &e updated at any moment during the project (submit
e

deliverables, report on milestones, etc.). It automa feeds Part A of the Periodic Report.

The Periodic Reporting module is opened aft of the reporting period. It allows you to:
. download and upload the Part B e hnical Report (upload only by the Coordinator)
. complete their financial statements on=line (each Beneficiary for themselves and their Affiliated Entities)

. consolidate the individual i nci‘ztatements into a summary financial statement (Coordinator)
. upload the detailedicos rting table (each Beneficiary)

. submit the Periodic R oordinator).

ﬂ Make sure that all thetin
report for review’. U
any).

ation in the Continuous Reporting module is updated before ‘locking the periodic
tered after this step will be included in the Periodic Report of the following period (if

& This doc@t agged. Be careful not to delete the tags; they are needed for the processing.
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TECHNICAL REPORT (PART A)

COVER PAGE

Part A of the Technical Report must be completed directly on the Portal Continuous Reporting screens.

1] [2] [3] [4] [..] [Final]

[dd/mmlyyyy], [version No]

TABLE OF S
Project summa

List.of par

List liverables

List of tones (outputs/outcomes)

List of critical risks

Dissemination and communication activities
Events and trainings

Financial support to third parties
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PROJECT SUMMARY

[OPTION 1 by default (all except OG):

-wr
Insert text
a
Insert text O

Insert text
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Insert text

Insert text

Insert text .

LIST OF PARTICIPANTS
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LIST OF DELIVERABLES

[R — Document,
report] [DEM —
Demonstrator,
pilot, prototype]
[DEC —
Websites, patent
filings, videos,
etc] [DATA —
data sets,
microdata, etc]
[DMP — Data
Manag t
PI E
[SE
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[PU — Publi
[SEN —
Sensitive]
[R-UE/! —

EU SI
&
fied]

[S-UE/EU-S —
U Classified]

[Pending]
[Draft]
[Submitted]
[Rejected]
[Approved]
[Removed]

LIST OF MILESTONES



https://eur-lex.europa.eu/legal-content/EN/ALL/?uri=CELEX:32015D0444&qid=1586092489803
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[YES] [NO]

LIST OF CRITICAL RISKS

Foreseen risks O

Unforeseen risks

State of play
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[YES] [NO] [YES] [NO]

DISSEMINATION AND COMMUNICATION ACTIVITIES (9

Dissemination activities

[Conferences] [Delivered]
[Education and training events] [Cancelled]
[Meetings] [Postponed]
[Clustering activities] stitutions] [Ongoing]
[Collaboratlon.wnh EU-funded Policy-makers and
projects] authorities,
international]

[Policy-makers and
authorities, national]
[Policy-makers and
authorities, regional
or local]
[Civil society,

[Other scientific collaborati
[Other]
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international]
[Civil society,national,

regional or local]
[Public]
[Standardization &
bodies]
[Scientists] @
[Innovators]

[Specific end-user
communities]
[Education/training
organization/learners]

[Other]

Communication activities

[Industry, business [Website] [Delivered]
partners] ocial media] [Cancelled]

[Innovators] ri terials (brochure, [Postponed]
[Investors] flet, posters, stickers, [Ongoing]

[EU institutions

banners etc)]

[Press release]
[Media article]
[Newsletter]
[Interview]

[Video]

[TV/Radio campaign]
[Event (conference, meeting,
workshop, internet debate,

applicable)] round table, group discussion
ational organization etc)]
N body, OECD etc)] [Exhibition]
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[Other]

EVENTS AND TRAININGS @

FINANCIAL SUPPORT TO THIRD PARTIES

S
R RedE T
\&
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[Planned]
[Open]
[Awarding on-
going]
[Awarding done]

X

[public][private]

11



Project: [insert number] — [insert acronym] — [insert call identifier]

EU Grants: Periodic report/Additional prefinancing report/Beneficiary termination report (EU4H): V1.0 — 01.04.2022

TECHNICAL REPORT (PART B)

COVER PAGE

Part B of the Technical Report must be downloaded from the Portal Technical Report (Part B)/Termination Report screen,
completed and then assembled and re-uploaded as PDF on that screen.

PROJECT
Project number: [project number]
Project name: [project title]
Project acronym: [acronym]
D J
REPORTING PERIOD
X please note that you must report on the entire reporting period. &
RP number: [1] [2] [3] [4] [...] [Final]
Duration: from [dd/mm/yyyy] to [dd/mm/yyyy]
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#@PER-REP-EU4H@#
#@PRO-GRE-PG@# [This document is tagged. Do not delete the tags; they are needed for the processingsj

1. OVERVIEW OF THE PROGRESS
1.1 Summary of work performed and achievements, results and impacts

[OPTION 1 by default (all except OG):

A4

Work performed and main achievements
Short summary of progress towards the project objectives. Hi I@nificant activities and achievements. Provide
clear and measureable details.

Analyse the outcome of the project (so far) and i ctual and expected) impact (on target groups, change,
innovation etc.), including a description of the Europ imension and added value. For the Final Report, include
the conclusions of the action.

Report on objectives not fully achieved or not on @

2. Do not simply cut and paste the proj S| ary (filled in online on the Summary for Publication screen).
Contrary to the summary, this section is for reperting to the EU and will not be published.

Insert text

#SPRPFCGREPGS# #@CON-SOR-CS@# ]

[OPTION 2 for Operating Grants:

Work performed and main achievements

Short summary of progress towards the project objectives. Highlight significant activities and achievements. Provide
clear and measureable details
Report on objectives not fully achieved or not on schedule (postponed to next year).

Analyse the outcome of the activities during the period covered by the EU grant and their impact (on target groups,
change, innovation etc.), including a description of the European dimension and added value of the project.

24 Do not simply cut and paste the project summary (filled in online on the Summary for Publication screen).
Contrary to the summary, this section is for reporting to the EU and will not be published.
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Insert text

#§PRO-GRE-PGS&# #@CON-SOR-CS@# ]

1.2 Consortium set-up

Participants &

Report on changes in the consortium composition (including structural, legal or management change n

See Technical Report (Part A).

Consortium cooperation and division of roles (if applicable)

Report on changes in the way the participants work together (Beneficiaries, ® ntities, Associated Partners,
etc.).

Insert text Q

1.3 Project teams, staff and experts Q&

Project teams and staff Q
Report and explain deviations from Annex 1 ofrthe Grant Agreement regarding the organisation of staff or project
teams. Provide CVs of key actors that had to be replaced (if required).

Insert text

1.4 Consorti agement and decision-making

nsort management and decision-making (if applicable)

Repert @n important changes in the management or decision-making mechanisms.

Insert text

#§CON-SOR-CS§# #@PRJ-MGT-PM@#

1.5 Project management, quality assurance and monitoring and evaluation strategy

Project management, quality assurance and monitoring and evaluation strategy

Report on changes to the overall project management concept, quality assurance and monitoring and evaluation
strategy (if any).

14
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Insert text

#8PRJ-MGT-PM8§# #@FIN-MGT-FM@#

1.6 Cost effectiveness and financial management

Cost effectiveness and financial management (n/a for Lump Sum Grants)

Inform about significant budget overruns or important changes in the financial management (if any).

Insert text

#8FIN-MGT-FM&# #@RSK-MGT-RM@# \<E

1.7 Risk management

Critical risks and risk management strategy

Report on the state of play concerning the risks and risk mitigation measures (@
See Technical Report (Part A). c
#8RSK-MGT-RM&# #@IMP-ACT-IA@#

1.8 Impact @

Impact

Report on changes in your impact analysis/strateg@vxyd the effects on the project/need for adaptations.

Insert text Q
#EIMP-ACT-IAG# #@COM_DISK@‘

1.9 Communication, di tion and visibility

Communicatio tion and visibility of funding

Report on th nication and dissemination activities undertaken (to whom, which format, how many, etc.).
Describe isibility of EU funding was ensured.

If you rib our project on your website(s) and/or social media accounts, please provide the links.

Insert t

See also Technical Report (Part A).

#8COM-DIS-VIS-CDV§# #@SUS-CON-SC@#

1.10 Sustainability and continuation

Sustainability, long-term impact and continuation

Report on changes in your sustainability analysis/strategy (if any).

For the Final Report, describe the follow-up of the project after the end of the EU grant. How will the results be used
or further developed. Describe the strategy to ensure sustainability of results and long-term impact. Comment on

15



Project: inSert Aumber] — (nsert acony] — (insert call dentiier

EU Grants: Periodic report/Additional prefinancing report/Beneficiary termination report (EU4H): V1.0 — 01.04.2022

Insert text

#8SUS-CON-SC8&# #@FOL-UP-FU@#

1.11 Follow-up to EU recommendations

Insert text @

#8FOL-UP-FUS#

16
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#@WRK-PLA-WP @#
2. WORK PLAN, WORK PACKAGES, ACTIVITIES, RESOURCES AND TIMING @

2.1 Work packages, activities, resources and timing

WORK PACKAGES

Work Package 1

Work Package 1: [Name, e.g. Project management and coordination]

Activities

Report on the implementation status of the activities that were to be implemented

ing the reporting period and explain deviations from Annex 1 of the Grant Agreement. In
case an activity was not implemented or a deliverable not produced, please explai .

Task No Task Name Impleme ? Justification
(continuous (Yes/No/l i (explain what was done and by whom; explain what was not done and why not; indicate
numbering linked to how you intend to handle the situation and new timing; indicate if it was a one-off issue
WP) or how you intend to avoid similar issues in the future)
T1.1 \
T1.2
Other issues nsert text

Mention and explain unexpected events and
adjustments that had to be made. Expl
other tasks, available resources and

Milestones and delive (outputs/outcomes)

See Technical Report (Part A).

17



Project: [insert number] — [insert acronym] — [insert call identifier]

EU Grants: Periodic report/Additional prefinancing report/Beneficiary termination report (EU4H): V1.0 — 01.04.2022

Budget implementation — Use of resources (deviations) (n/a for Additional Prefinancing Report)

Include explanations on transfers of cost categories in the estimated budget (if applicable)

Don’t forget to attach the detailed cost reporting table (if any).
Insert text \
Other issues Insert text @ %

Explain deviations from the budget planning (i.e. differences between actual and planned use of resources, especially for personnel). @

Work Package 2 ...

To insert additional work packages, copy WP1 as many times as necessary.

Subcontracting &

Subcontracting (new subcontracts) (n/a for Lump Sum Grants) (n QSum Grants) (n/a for Additional Prefinancing Report)

Report on new subcontracts. Explain the specific circumstances that cau the need for a subcontract

Include only subcontracts that are best-value-for-money and for which there is no conflict of interest. Keep in mind that subcontracting is not possible for key coordinator
tasks and may normally not cover a major part of the action. ‘

Subcontract Subcontract name escription Costs Justification Best-value-for-
number (subcontracted action task number and BEN/AE (EUR) (why did subcontracting money
(continuous tasks) to which it is linked) become necessary?) (how did you ensure
numbering linked to it?)
WP)
S1.5
S1.6

18
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S2.5

S2.6

Other issues

If subcontracting for the project rises above 30% of the
total eligible costs during the project implementation,
give specific reasons. Mention and explain other issues,
if needed.

Insert text

Timetable

Timetable (projects up to 2 years)

Report on deviations from Annex 1 of the Grant Agreement.

Fill in the planned implementation in beige and the deviations in red. Adapt and r

Starting date:

xO

t lines/columns as necessary.

ACTIVITY

MONTHS

Task 1.1-...

Task 1.2 - ...

Task ...

19
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Timetable (projects of more than 2 years)

Report on deviations from Annex 1 of the Grant Agreement.
Fill in the planned implementation in beige and the deviations in red. Adapt and repeat lines/columns as necessary.

Starting date:

,‘@z

ACTIVITY

YEAR 1

YEAR 2

Task ...

necessary.

Report on deviations from
Fill in the planned impleme

Timetable (projects of only 12

ex

rant Agreement.
n in beige and the deviations in red. Adapt and repeat lines/columns as

YEAR 3 YE YEAR 5 YEAR 6
Q||| Q]| Q Q|| Q| Q QlQelQe|Q]Q|Q]|]Q| Q] |Q
1 2 3 4 1 2 3 1 2 3 4 C 3 4 1 2 3 4 1 2 3 4
Task 1.1-...
Task 1.2 - ...

20
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Starting date:

MONTHS @
ACTIVITY &

Task 1.1-...

Task 1.2 - ...

Task ...

#SWRK-PLA-WP8#
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#@ETH-ICS-EI@#

3. OTHER

3.1 Ethics

Ethics

If your Application Form contains a section on ethics, report on any changes to ethics issues identified in Annex 1 of
the Grant Agreement (if any).

#SETH-ICS-EI8# #@SEC-URI-SU@#

3.2 Security

Insert text @

@Q

Security

of the Grant Agreement (if any).

If your Application Form contains a section on security, report on any (:hﬂg@@ty issues identified in Annex 1

Insert text O

#8SEC-URI-SU8# #@DEC-LAR-DL@# &
4. DECLARATIONS O

[OPTION 1 by default (all except OG): Q

Double funding \

Information concerning r grants for this project

24 please note that the, prohibition of double funding from the EU budget (except YES/NO

We confirm t best knowledge neither the project as a whole nor any parts of it
benefit/have be from any other EU grant (including EU funding managed by
E ember States or other funding bodies (e.g. EU Regional Funds, EU

, tc). If NO, explain and provide details

that to our best knowledge neither the project as a whole nor any parts of it are
e) submitted for any other EU grant (including EU funding managed by authorities
in EU Member States or other funding bodies (e.g. EU Regional Funds, EU Agricultural
Funds, etc). If NO, explain and provide details.

#8DEC-LAR-DLS&#

[OPTION 2 for Operating Grants:

Rate of use for the action (n/a for Additional Prefinancing Report)

Declare if there were any changes to the rate of use for the action (i.e. the percentage of your organisation’s activities

22
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We confirm that to our best knowledge we do not benefit/have not benefitted from any other
EU operating grant for the same period. If NO, explain and provide details.

We confirm that we have not requested any other EU operating grant for the same period-
NO, explain and provide details.

#8DEC-LAR-DLS&#
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FINANCIAL REPORT

INDIVIDUAL FINANCIAL STATEMENT

The Financial Statement must be filled out directly on the Portal Financial Statements screen.

CONSOLIDATED FINANCIAL STATEMENT

The consolidated Financial Statement is generated automatically by the system. @

\&
S
ANNEXES O

Standard
Detailed cost reporting table (annex 1 to Part B) (template avai aI Reference Documents) — mandatory (n/a for
B)

LIST OF ANNEXES

Lump Sum Grants)

Certificate on the financial statements (CFS) (annex 2 to Part
mandatory if threshold reached (n/a for Lump Sum Grant&
Special O

n/a Q

plate available on Portal Reference Documents) —

24
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HISTORY OF CHANGES

PUBLICATION
VERSION DATE CHANGE
1.0 01.04.2022 Initial version (new MFF).
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