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Why to report?
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• To inform MA about the progress of the project
• Provides up to date information for all the partners
• Updating the project plan
• Financial check-up 

-> grounds for further payments, contractual obligation



How to prepare for reporting?
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• Division of tasks of each partner and employee

• Schedules for submitting material to the lead partner

• Preparing during reporting period instead of starting 
work at the end of reporting period

– Midterm check-ups



How to report?
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• Clear and consistent presentation

• Simple enough

• Honesty



What MA wants to know 
about your project?
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• What has been done during reporting period

• What challenges have been faced

• Cooperation between partners during the reporting 
period.



Example:
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“All the planned activities has been implemented”

“Project arranged a seminar for the target group. There were 50 participants. “

“Project arranged a seminar for the target group. Seminar was found useful and it 
helped partners to plan further actions in the project. Amount of the participants 
(50) was not as big as anticipated and final seminar was planned to arrange in 
other way based on these experiences.”
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Reporting in 
practice



Reporting in practice
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Report types

• Project update

• Interim report

• Final report
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Payment and reporting plan
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Project update

• Brief progress report
• Reporting period 6 months

– from the start of the project
– from the end of the previous interim report

• Submitted within 15 days of the end of reporting period
• Submitted electronically in PROMAS only
• Partnership agreements attached to first update
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Interim report

• Annual extended progress report

• Narrative and financial part (+ annexes)

• Reporting period one year

• Submitted within one month of the end of reporting period

• Submitted electronically in PROMAS only
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Interim report – narrative part

• Assessment of measures implemented

• Results attained during the reporting period

• Challenges met during implementation

• Achievements

• Cooperation between the partners
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Interim report – narrative part

• Workplan is updated

• Indicator values are provided

• Communication and visibility activities are described
– reached target groups and completed outputs and results, if any

– list published material and links to project related sources.
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Interim report – narrative part

• Annexes:

– Partner´s assessments

– Communication and visibility indicators and outputs form

– Lists of attendees of seminars and other events organised by the project
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Partner´s assessment



Interim report – financial part

• Excel-based spreadsheet – template in programme website

• Realised expenses are reported by cost type

• Informative description of receipts is provided
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Interim report – financial part

• Consists of several spreadsheets
– Financial reports of the lead partner and each of reporting partner

– Consolidated financial report filled by the lead partner

– Realised finances

• Content may not be locked and formulas may not be removed or 
changed
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Final report

• Conclusive report
• Narrative and financial part (+ annexes like in Interim report)
• Reporting period for the narrative part is the total duration of the project
• Reporting period for the financial part is last unreported months
• Submitted within four months of the end of the project
• Submitted electronically in PROMAS. 
• Narrative part also hard copy signed by the project manager
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Processing of reports

• Contact person in operational unit checks
– Narrative report

– Financial report

• Financial unit checks
– Financial report and expenditure verification report
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Processing of reports
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Operational unit: Financial unit:



Processing of reports

• Operational unit’s target schedule for approving reports is 45 days. 
After that the financial unit has 45 days for the financial checks.  

• Additional information may be requested
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What the MA pays attention to

• Relevance

• Efficiency

• Effectiveness

• Sustainability

• Communication and visibility
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T1
T2

T3
T4 T5



Dia 26

T1 Cost efficiency, planned schedule, Roles of the partners, Efficiency of management.
Tekijä; 16.8.2018

T2 How the needs of the target groups has been fulfilled

Involvement of the stakeholders

Measurement of indicators
Tekijä; 16.8.2018

T3 Effectiviness
Tekijä; 16.8.2018

T4 Production of qualified outputs, will the outputs help to achieve the specific objective
Tekijä; 16.8.2018

T5 Sustainability, communication and visibility. Capacity to maintain the results
Tekijä; 16.8.2018



Feedback

• Comments provided in PROMAS
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Modifying the
project



What can be changed

• Work plan

• Partners

• Budget

• Implementation period ( at latest: 2 months before end date)
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What cannot be changed

• Specific objective

• Increase total costs of the budget
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Changes that need to be applied in advance and 
require an appendix to the Grant Contract:

• Changes between cost headings exceeding 15%;

• Changes in the implementation period;

• Changes in the work plan;

• Partner additions or dismissals.
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Change request in PROMAS
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Спасибо за внимание
Kiitos huomiostanne
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