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INTRODUCTION

The following guidelines give practical advice for Lead Beneficiaries on compiling the
Project Progress Report. They include instructions on how to fill in and complete the Project
Progress Report template of the South Baltic Cross-border Co-operation Programme 20072013. Furthermore, recommendations are given how to organize the processing of reporting
data within the project, including the use and pre-filling of the reporting templates provided
by the JTS to be used at partner level (Partner Progress Report, Shared Costs Template).
The information provided addresses exclusively Lead Beneficiaries. The document is not
designed for instructing individual Partners. However, the information and text sections may
be used by Lead Beneficiaries for drafting project-internal reporting guidelines in order to
facilitate the reporting process at partner level. For this purpose, it is published both as pdfand Word-version.
A detailed introduction to reporting and extensive background information is not subject to
these guidelines. Such information can be found in the following documents that are available
on the South Baltic Programme website www.southbaltic.eu:
• The South Baltic Programme Manual provides background information on the
reporting procedures in general (esp. Ch. 10 “Monitoring and reporting”, Ch. 6.14.
“Sharing of project costs”).
• More detailed information on programme-specific eligibility rules (definition of budget
lines etc.) and relevant national regulations (national eligibility rules, national public
procurement rules etc.) are given also in the Programme Manual (esp. Ch. 6 “Project
budget and eligibility of costs”) as well as on the South Baltic Programme website
(section “How to implement”). The latter provides access to relevant further documents
(i.e. relevant national regulations, EU regulations etc.) via links and downloads and
includes a FAQ section.
• Detailed information on First Level Control, which is closely connected to reporting, is
given in the General principles on the First Level Control for the South Baltic Crossborder Co-operation Programme 2007 – 2013.
In case of any further questions or problems concerning both the process of filling in the
templates and general issues related to reporting, please do also not hesitate to contact the
project managers and financial managers at the Joint Technical Secretariat:
Dominika Butkiewicz

+48 58 746 38 50, dominika.butkiewicz@ southbaltic.eu

Jakub Fedorowicz

+48 58 746 38 54, jakub.fedorowicz@ southbaltic.eu

Igor Kaniecki:

+48 58 746 38 58, igor.kaniecki@southbaltic.eu

Małgorzata Skolmowska:

+48 58 746 38 57, malgorzata.skolmowska@southbaltic.eu

Malgorzata Zdunek:

+48 58 746 38 52, malgorzata.zdunek@southbaltic.eu

Joint Technical Secretariat
South Baltic Cross-border Co-operation Programme 2007-2013
Al. Grunwaldzka 186
80-266 Gdańsk
Poland
Phone/fax: +48 58 761 00 30
E-mail: southbaltic@southbaltic.eu, Website: www.southbaltic.eu.
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REPORTING TEMPLATES PROVIDED BY THE JTS

In the South Baltic Programme, reporting takes place at two levels, the project level and the
partner level (see South Baltic Programme Manual, chapter 10 “Monitoring and reporting” for
further information). There are three types of reports to be compiled at these levels:
• the Project Progress Report at project level,
• the Partner Progress Reports and the Shared Costs Templates at partner level.
The reporting process at the project level is entirely organized by the JTS, which provides
compulsory, pre-filled Project Progress Report templates. With reference to the Lead
Beneficiary Principle, however, it is the task of the Lead Beneficiary to organise the projectinternal reporting process at the partner level (see South Baltic Programme Manual, chapter
10 for further information). The JTS supports the Lead Beneficiaries in this task by providing
compulsory templates of the Partner Progress Report and the Shared Costs Template.
The following sections explain how to use and fill in both the Project Progress Report at
project level as well as the model templates for the Partner Progress Report and Shared Costs
Templates at the partner level in more detail.

3.

PROJECT PROGRESS REPORT

The Project Progress Report presents the state of the implementation of the whole project. It
contains a summary of the activities and costs of all Partners of the project for the given
reporting period, including a List of Expenditures.
The Project Progress Report is compiled by the Lead Beneficiary on compulsory, pre-filled
templates provided by the Joint Technical Secretariat. The basis for this is information
provided by the partners in their Partner Progress Reports and Shared Costs Templates, which
have to be presented to the Lead Beneficiary (see chapters 4 and 5). The Project Progress
Report is submitted by the Lead Beneficiary to the Joint Technical Secretariat as payment
claim for the ERDF reimbursement.
The Lead Beneficiary has to confirm the correctness of the data contained in the Project
Progress Report on the basis of the First Level Control certificates issued for the individual
Partner Progress Reports and Shared Costs Templates. The certification of the Project
Progress Report by First Level Control is not compulsory in the South Baltic Programme.
Instead, the Lead Beneficiary has to submit the First Level Certificates of all individual
Partner Progress Reports and Shared Costs Templates to the Joint Technical Secretariat.
Together, they provide the required full certification of all costs.
However, in order to avoid mistakes and thus minimize risks for the Lead Beneficiary when
summarizing the data and preparing the Project Progress Report, Lead Beneficiaries from
Denmark, Germany, Lithuania and Sweden have the possibility to engage a First Level
Controller for certifying also the Project Progress Report. If desired, the project has to choose
and subcontract a First Level Controller approbated by the country of the Lead Beneficiary
for this task. Related additional costs for the project are considered eligible. In Sweden the
certification of the Project Progress Report can be organised by the centralised FLC system.
Please note that Lead Beneficiaries from Poland do not have such an option at the moment as
the centralised First Level Control Systems in Poland cannot presently offer a certification of
the Project Progress Report.
5
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Technical information on the template

1. Please use only the provided, pre-filled template for compiling your Project Progress
Report. No other templates will be accepted by the JTS.
2. Please do not change the table structure of the reporting template. The automatic uploading
of the information into the programme database is not possible, if you add or delete cells,
rows or columns. However, you can widen the rows in case your text is not entirely visible.
If you do so, please mind to adjust also the page breaks for the print out accordingly.
3. Only the white fields are input fields. All other fields are blocked, as they are pre-filled or
calculated automatically.
4. The correctness of the information is automatically verified for some sections. If the
information is not correct, a relevant error message is displayed. The submitted Project
Progress Report must not contain any error messages.
5. Please indicate all expenditures in original national currency if payments have been done
in other currencies than EUR. The currency conversion into EURO is done automatically
by the template.
6. For filling in the Financial Report, please use the system of 2 decimals in order to avoid
rounding differences. Be aware that in case of copy / paste from e.g. booking software
more than 2 digits after comma can be pasted into the fields, although only 2 are visible. In
such cases the automatic rounding functions contained in the template do not work
anymore and will lead to wrong calculations.
7. If you attach further documents to the Project Progress Report (see chapter 3.3 for further
information) please list them as additional annexes on the sheet "cover sheet" and indicate
their number of pages separately.
8. It is highly recommended to use Microsoft Office version 2007 and operational system
Windows XP when filling in the Project Progress Report. In case of technical problems,
please contact the Joint Technical Secretariat by sending an e-mail to:
southbaltic@southbaltic.eu.
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Filling in the template – step-by-step

The following sections provide sheet-by-sheet and step-by-step advice on how to fill in the
Project Progress Report template. It is described what information is desired in the input
fields for each of the sheets separately. Furthermore, tables with example texts provide a
further orientation by demonstrating how a filled-in sheet can/should look like.
First it is described how to fill in the activity part, afterwards how to fill in the financial part.

3.2.1. Drafting of the Activity Report
Sheet “AR 1 - Activities”
On this sheet, the realized project activities in the given reporting period have to be described
and related to the planned activities that have been defined in the Application Form. This has
to be done for each of the project components separately. The planned activities and their
planned realisation periods are already pre-filled by the JTS in the grey columns. Only the
white cells have to be filled in by the Lead Beneficiary.
Comp.
no.

2 Title:

Planned activities
Building up and
continuous
updates of a
project website

Comp.
no.

3 Title:

Planned activities
Identifying
transport
bottlenecks and
defining measures
for removing them

Communication and dissemination
Planned realisation
period
From
(report.
period)
I/2010

To
(report.
period)
II/2012

Realised
activities in the
reporting period
Second major
update carried
through.
Component
leaders
delivered texts
and documents
for the
download
section.

Outputs
delivered in the
reporting period
- 1 updated
project website
www.sbxy.eu
- 1 feasibility
study on
removing
transport
bottlenecks
available to the
public.

Improving intra-regional transportation
Realised
Outputs
Planned realisation activities in the delivered in the
period
reporting period reporting period
II/2010
II/2010 External expert - 1 “Feasibility
finished its
study on
work on the
improvements for
regional
road transport
feasibility study. bottlenecks in
Final report
Elbląski region”
was delivered
on 25 Sep
2010.

Differences between
realised activities and
the work plan, their
reasons and their
justification
nd
2 major update was
th
planned for the 4
reporting period but
already realized in the
rd
3 as all intermediate
results that should have
been published in this
course are already
available.

Differences between
realised activities and
the work plan, their
reasons and their
justification
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• Realised activities in the reporting period
Please describe in a free text which activities have been carried out in the reporting period.
The description should not refer to each listed planned activity and each partner activity
separately, but give a picture of all the activities in the component as a whole and their
relation to each other. This implies not only to compile all the activities of the individual
Partners (which are usually collected separately by the Partner activity reports), but to further
condense and process this information towards a project perspective. Please avoid also a pure
repetition of the wording given in the first column, but further specify it by providing
information on the concrete way used for carrying out the planned activities.
Please note that the length of the text is limited to 3000 characters for each component.
• Outputs delivered in the reporting period
Please list the outputs delivered in the reporting period. The emphasis is on describing them in
this field, whereas the quantification of outputs will be done on the sheet "AR 2 - Indicators"
(see below). Also here, the description of the outputs should further specify the information
given in the Application Form and give a clear picture of their concrete nature and shape.
Example: The Application Form of a transport project defines “1 regional feasibility study”
as the output of a component. In the activity report, the project further specifies the delivered
output by giving the concrete title “1 feasibility study on improvements for road transport
bottlenecks in Elbląski region”.
• Differences between realised activities and the work plan, their reasons and their
justification
This cell has to be filled if the project implementation in the reporting period differed from
the work plan defined in the Application Form. In case such situation has occurred, please
describe the differences, explain the reasons and reflect on possible impacts on the project
results. Please justify the changes and – in case of potentially negative impacts on the results
of the project – sketch your strategy how to compensate those.
Typical examples for differences are earlier deliveries of outputs, delays in the
implementation process or minor changes of the applied working methods (e.g. organizing
seminars instead or workshops). Even though such changes might have been consulted with
the JTS beforehand (see South Baltic Programme Manual, chapter 9.8. “Changing the
project set up”), you are asked to mention them once again here in order to forward this
information also to the First Level Controllers.
Furthermore, it would have to be mentioned and explained here e.g. if activities have been
carried out, but no related costs reported as the payment has been done only in the next
reporting period.
It is recommended to review all the information given on sheet “AR 1 – Activities” once
again after the Financial Report has been completed. Please make sure that all cost items and
revenues can be related to activities and outputs that are described in this section.
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Sheet “AR 2 - Indicators”
Output indicators and their achievement
Name of
the
indicator

Achiev
ement
rate
[%]

Baseline
value

Target
value

No.

5

25

3

2

Formal
agreements

10

25,00

%

20

50

10

5

List of
participants

35

50,00

Unit

Indicator
value
added in
a given
reporting
period

Indicator
value
achieved
after the
current
reporting
period

Indicator
value
added in
previous
reporting
periods

Source of
verification

Component 0
R+D
institutions
involved in
crossborder
network
Share of
women
participati
ng in
project
events

In this sheet, the indicators that you have defined in the Application Form as well as the
indicator value before the start of the reporting period, i.e. the baseline value plus the value
added in previous reporting periods, are pre-filled by the JTS. Also the sources of verification
are pre-filled (as far as the project has defined them in the Application Form - which is not the
case for the projects approved in the 1st call). Please give in the white column for each output
indicator defined in the Application Form the indicator value that was added in the given
reporting period. The indicator value after the current reporting period and achievement rate
will then be calculated automatically.
Example: A project plans to increase the number of R+D institutions involved in a crossborder network in the course of the project to 25. The 5 institutions involved in the project as
partners have been defined as the “baseline value” in the Application Form. 3 further ones
signed declarations to take part in the network since the start of the project and represent the
“value added in previous reporting periods”. In the period of the report, 2 further agreements
were signed. Thus, the figure “2” has been inserted in the input field “value added in the
given reporting period”.

Sheet “AR 3 - Summary+others”
Description of activities taking place outside the EU territory (max. 3000 characters)
Meeting between LB and associated organization XY in Kaliningrad on 31 March 2010: Presentation
on intermediate results from the complementary pilot actions in RU and agreement on synchronization
of next working steps with the pilots on EU territory. Delegation of LB visited pilot locations for a study
trip.

Please describe in a free text all project activities that have taken place outside the EU
territory in the reporting period. Those might include activities of Associated Organizations
located outside the EU (e.g. a regional feasibility study done by an university in Kaliningrad
region that is involved as associated organization) as well as activities that a project Partner
from an EU country implements outside EU territory (e.g. an international workshop that took
place in Kaliningrad). The information provided, therefore, should refer to both actions that
were financed by EU project Partners within the 10% eligibility rule and those financed from
9
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the ineligible budget of the project (e.g. the ineligible budget of associated organizations from
Kaliningrad).
Please note that the length of the text is limited to 3000 characters.
Short summary description of the project (max. 3000 characters)
The project “XY” aim at improving cross-border transport connections in the South Baltic area Special
attention is paid to…

In this field, you are asked to provide a summary description of your project with a maximum
length of 3.000 characters. Please refer to project objectives, involved Partners, planned
activities and expected results. The text will be used by the JTS for publicity purposes (e.g.
project description provided at the SB Programme website and in programme brochures) and
might be published without further editorial changes. It should therefore be written in simple
and clear language that enables also non-experts and the general public to understand its
contents and objectives. Please prepare it with care and mind to unify the provided description
with other communication tools that you use in your project (e.g. a project leaflet).
When you receive the reporting template from the JTS, the white input field will always be
pre-filled with the last available project description of this kind. In case of the 1st Progress
Report, this will be the summary description provided in the Application Form. In case of
later reports, the text submitted by the project with the last Progress Report is given. Please
replace or revise the pre-filled text according to the purpose described above.
Summary of the main achievements of the project so far (max. 3000 characters)
The feasibility studies on possibilities for removing road transport bottlenecks for each of the
participating regions induced a political process in the regions. The local and regional authorities
agreed to elaborate a list of priorities from a regional point of view, which will be backed up by political
agreements on joint lobbying and implementation. The intention is to better coordinate local and
regional activities in the infrastructure sector. The previously existing competition among the
municipalities especially for external funding, therefore, is in the process of diminishing for the benefit
of the regions as a whole and their inhabitants.

The focus of the text to be provided in this field is achievements and so-called "accumulated"
results of the projects so far. The guiding questions are: Which positive impacts have the
project had so far? What have been the main achievements? In which way has the project
helped to solve the addressed problems and changed the situation of the target group?
When you receive the reporting template from the JTS, the white input field will be pre-filled
with the version from the previous Progress Report. The text is to be updated by the Lead
Beneficiary with each project report so that it gives an up-to-date picture of the current state
of implementation.
Please note that the length of the text is limited to 3000 characters. Also this text will be used
by the JTS for publicity purposes and published without further editorial changes.

10

South Baltic Cross-border Co-operation Programme 2007-2013

Guidelines on reporting, 21 March 2012

Compliance of the project activities with European Community policies
Has any violation occurred within the project implementation in relation to:
the natural environment?
please choose yes or no
yes
If "yes" please provide an
Environmental impact assessment for planned pilot investment was
explanation
negative. Search for alternative location starts.

Please indicate if your project has had any negative impact on the environment, equal
opportunities, development of the information society or violated the rules of State Aid by
choosing from the drop down list “yes” or “no”. If yes, please explain the negative
impacts/violation, the reasons for it as well as the project’s strategy to counteract.

Sheet “AR 4 – Further info”
Anything else you would like to report (problems, complaints to the JTS, highlight of the project
etc.)?

This section can be used for issues that are not covered by the other input fields. You can e.g.
inform the JTS about any problems that occurred in the course of the implementation process,
complain, describe highlights in the project implementation or announce any needs for
support you would like to get from the JTS for the further project implementation.
Have there been any changes to the general project set up (changes of key persons of partners
or associated organisations, schedules etc.)?
nd
rd
As a result of the earlier 2 major update of the project website, it is planned to implement the 3 major
th
th
update already in the 4 instead of the 5 reporting period.

This field should be used in case changes to the general project set up have taken place or
could be expected in the near future. Typical examples are e.g. to inform that the contact
person of a Partner has changed or to announce that a minor or major change in the project set
up that requires prior consent of the JTS is planned in the near future. Based on the
information provided, the JTS will contact the Lead Beneficiary and inform about necessary
next steps (e.g. sending an official request for project changes, updating the Application Form
etc.).
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3.2.2. Drafting of the Financial Report
In case of the financial report, it is not recommended to fill in the sheets in the order that is
given in the template. Instead, it is proposed to start with the sheets “A1. List of expenditures”
as well as “A.2. List of revenues”, and then to proceed to the other ones like described below.

Sheet “A1. List of expenditures”
List of expenditures is the central element in reporting of eligible costs. It consists of
individual cost items. All aggregated financial information of the reporting template needed
for monitoring is generated automatically from the item-based information provided here.
Mistakes in the List of Expenditures can therefore have significant impacts on the aggregated
data that is calculated and provided on other sheets of the template. The list should therefore
be prepared very carefully.
Please note that in case the project uses the model template for the Partner Progress Report
provided by the JTS, the data from the List of Expenditures in the Partner Progress Reports
can be transferred to the Project Progress Report with the help of the copy/paste function of
Excel.
In the following it is explained which information has to be given for each individual cost
item. The tables illustrate the explanations by giving concrete examples.
Reference number within the project
Partner Report ComBudget Item Internal
no.
no.
ponent line
no. reference no. Specification of the item

05

1

2

2

002 WY 09/337

02

1

5

5

014 04/271/GF

04
01

1
1

3
4

5
1

012 KL 08/271
003 KS 09/2

03

1

1

5

024 SBXY/S2

Train ticket for XY Szczecin-Gdansk to kickoff conference in Gdansk on 5 April 10
Catering during project workshop in
Kaliningrad on 12 March 2010
Pre-feasibility study on improvement of
sewage systems in XY river basin, 1st
instalment
Salary Karl Svensson Feb 2010, component 4
Contribution of PP 03 to shared cost in
Component 1, BL 5 (Shared Costs Template
S2)

• Attribution to the project budget
Please indicate for each item:
• the partner who paid the invoice by giving the partner number (please note that in case
of Shared Costs each Partners’ share constitutes an individual item and must be inserted
separately, see chapters 5.2.3. and 5.3.3. for further information),
• the component to which activities the costs are related,
• the budget line to which the costs have to be attributed (please see South Baltic
Programme Manual, chapter 6.2. “Budget lines” for detailed descriptions of eligible
costs in the individual budget lines),
• an item number by choosing from the drop down list contained in the table.
The attribution of the items to a partner, component and budget line activates the automatic
aggregation of data in other sheets of the template (e.g. sheet “FR 2 – Components”). The
created “reference number within the project” (consisting of partner number, component,
12
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budget line and item number) will be used for communication between the JTS / Managing
Authority / First Level Control and the Lead Beneficiary on individual items and can also be
used for your internal filing.
In case the supporting documents cannot be stored in a „project folder” (e.g. in case of
original payslips of permanent staff), you have also the possibility to add an “internal (filing)
reference number” that allows to find the original document in case of an on-the-spot-check.
However, this information is only optional.

Specification of the item
Train ticket for XY SzczecinGdansk to kick-off conference
in Gdansk on 5 April 10
Catering during project
workshop in Kaliningrad on 12
March 2010
Pre-feasibility study on
improvement of sewage
systems in XY river basin, 1st
instalment
Salary Karl Svensson Feb
2010, component 4
OH-costs Karl Svensson Feb
2010, component 4

Date of issuing invoice
Invoice no.
(given by
Supplier the supplier) Day Month Year

PKP

45739

YZ
Catering

2008/244

XY
Consult

2008/244

5

Date of payment
Day

Month Year

April

2009

15

13 March

2009

23 March 2009

2009

27

Feb 2009

15

Feb 2009

6

Feb

April 2009

• Basic information and identification of the items
In order to allow an identification / attribution of supporting documents, please give for each
item
• a specification in English that describes the nature of the costs and allows to relate them
to activities described in the Activity Report,
• the name of the supplier (i.e. the recipient of the payment),
• the invoice no. (usually given by the supplier on the invoice),
• the date of invoice (usually indicated by the supplier on the invoice,
• the date of payment (usually to be taken from bank statements, e.g. monthly
statements).
For some groups of items (e.g. staff costs, overhead flat rates related to staff costs etc.), it is
not possible to give suppliers and dates of invoice. Please look at the examples in the table
above on how to fill in the table in these cases.
Please note that it is the date of payment that attributes costs to the reporting period. As a
general rule, only items paid by a Partner in the reporting period can be included in the report.
Only in exceptional cases, costs paid in previous reporting periods that were not certified with
the previous report may be included, too. Please note that this is only possible after prior
information and approval of the JTS (see also South Baltic Programme Manual, chapter 10.3.
“What has to be reported”).
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Eligible costs [original
currency]
Specification of the item
Train ticket for XY
Szczecin-Gdansk to
kick-off conference in
Gdansk on 5 April 10
Catering during project
workshop in Kaliningrad
on 12 March 2010
Pre-feasibility study on
improvement of sewage
systems in XY river
basin, 1st instalment
Salary Karl Svensson
Feb 2010, component 4

Net
amount

Eligible
VAT

Total
amount

Guidelines on reporting, 21 March 2012

Original
national
currency

Eligible costs [EUR]
Exchange Net
Eligible Total
rate
amount VAT
amount

240,00

52,80

292,80 PLN

3,7745

63,58

13,99

77,57

78,00

0,00

78,00 DKK

7,4521

10,46

0,00

10,46

8.000,00

1.760,00

9.760,00 PLN

3,7745 2119,48

466,29 2585,77

13.324,95

0,00

13.324,95 SEK

10,2543 1299,44

0,00 1299,44

• Amount of costs
Please indicate for each item
• the national/original currency in which the payment has been done and being effective
on the partners account (by choosing from a drop down list),
• the net amount (usually indicated separately on the invoice),
• contained eligible VAT (usually also indicated separately on the invoice – please note
that partners that are “refundable VAT payers” can report only net amounts),
• mind the negative values cannot be entered into the list of expenditures, the eligible cost
is the final costs certified. If, during the verifications of the reported costs, the First
Level Controller finds any corrections to be added to the reported costs, the final cost
reported at the list of expenditures has to be the final certified cost.
After inserting all required information, the template converts the costs for the item into EUR
automatically in order to calculate the payment claim for ERDF reimbursement. In
accordance with the rules of the South Baltic Programme, the exchange rate used for this is
the average monthly rate set by EC for the first month of the given reporting period (see South
Baltic Programme Manual, chapter 9.5.“Use of the Euro”).

Specification of the item
Train ticket for XY Szczecin-Gdansk to kick-off
conference in Gdansk on 5 April 10
Catering during project workshop in Kaliningrad
on 12 March 2010
Pre-feasibility study on improvement of sewage
systems in XY river basin, 1st instalment
Salary Karl Svensson Feb 2010, component 4
Contribution of PP 03 to shared cost in
Component 1, BL 5 (Shared Costs Template
S2)

Costs
related to
activity
outside
EU?

Costs
subject
to 10%
rule

Part of
shared
costs?

Shared
costs

Nonshared
costs

no

0,00

no

0,00

77,57

yes

10,46

no

0,00

10,46

no
no

0,00
0,00

no
no

0,00
0,00

2585,77
1299,44

no

0,00

yes

2000,00

0,00

• Programme specific information
Please indicate for each item
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• if it is related to an activity outside the EU territory (the question is related to „10%
eligibility rule”, examples are catering costs at conferences taking place in Kaliningrad,
local transport costs in Kaliningrad etc.), and
• if it is a part of Shared Costs
by choosing “yes” or “no” from the drop down list provided.
On this basis, the attribution of the costs to the categories “shared costs / non-shared costs”
and “costs subject to 10% eligibility rule” will appear automatically as well as the transfer of
this data to other sheets.

Sheet “A1. List of revenues”
The list of revenues has to be filled in according to similar logic as the list of expenditures.
Revenues have to be also reported item-based and be related to:
•
•
•
•

budget lines,
Partners,
components,
reporting periods (to be attributed according to: date on which a project partner receives
the revenue from a third party outside the partnership).

This attribution is not always self-evident for revenues. You are therefore very welcome to
ask the JTS for help in case of any doubts.
Revenues are an exception rather than the rule in the SB Programme. Examples are:
• incomes from selling publications produced and printed with project funds, or
• participation fees for non-partners at project events.
Please find an example in the tables below how to fill in an item into the list of revenues.
Reference number within the project
Partner Report ComBudget Item Internal
no.
no.
ponent line
no. reference no. Specification of the revenue

1

1

1

2

Catering fees for non-partners on
kick-off conference Gdansk

1 WY 09/001
Date of receiving

Specification of the revenue
Catering fees for non-partners on
kick-off conference Gdansk

Specification of the
revenue
Catering fees for
non-partners on
kick-off conference
Gdansk

Day
5

Value of
revenue
[EUR]
Referring
to eligible
budget

63,58

52,98

Month
May
Referring
to
ineligible
budget

10,60

Year

Value of
revenue
[original
currency]

2010

Original
national
currency

Value of
revenue
Exchange [EUR]
rate

240,00 PLN

3,7745

Revenue
related to
Related
activity
Revenues to
outside
subject to shared
EU?
10% rule costs?

no

0,00

no

63,58

Nonshared
Shared
revenu
revenues es

0,00

52,98
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Sheet “FR 1 - Summary”
Summary of project expenditures
Total
budget

Total eligible costs
in core area
of which
in adjacent area
not subject to 10% eligibility
rule
of which
subject to 10% eligibility rule
non-shared costs
of which
shared costs
costs without VAT
of which
eligible VAT
ERDF claimed
Average ERDF co-financing rate
Total ineligible costs
Total costs of the project (eligible +
ineligible)

[EUR]
500000,00
380000,00
120000,00

Costs of the project

Current
Previously
Total reported so far
report
reported
(previously + current)
[EUR]
[EUR]
[EUR]
[%]
[EUR]
50000,00 100000,00 150000,00
30,00 350000,00
45000,00 70000,00 115000,00
30,26 265000,00
5000,00 30000,00 35000,00
29,17 85000,00
47000,00

98000,00 145000,00

398000,00
79,60%
100000,00

3000,00
40000,00
10000,00
43000,00
7000,00
39500,00
79,00%
20000,00

2000,00
5000,00
85000,00 125000,00
15000,00 25000,00
80000,00 123000,00
20000,00 27000,00
77000,00 116500,00
77,67%
30000,00 50000,00

600000,00

70000,00 130000,00 200000,00

10000,00

Remaining
budget

50,00

5000,00

29,27 281500,00
50,00

50000,00

33,33 400000,00

No input is required on this sheet. All data is calculated automatically from the data provided
in the List of Expenditures and the List of Revenues, including the automatic deduction of
revenues from the reported project costs.
After you have completed the List of Expenditures and the List of Revenues, you can use this
sheet for checking whether your project has kept the budget limits (total budget, “budget
ceiling” for activities outside the EU – 10% eligibility rule). Relevant cells for checking this
are marked in red in the table above.
Please note that
• the total budget of the project,
• and the “budget ceiling” for costs related to activities outside the EU territory
defined in the Application Form costs cannot be exceeded.
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Sheet “FR 2 - Components”
Eligible costs per component and budget line
Total

Costs of the project

Total eligible
budget

Staff
Travel and
accommodation
Administration
Investments /
equipment
External
expertise +
services
TOTAL

Previously
Current report
reported
[EUR]
[EUR]
[EUR]
Component 3
80000,00
20000,00
30000,00

Total reported so far
(previously + current)
[EUR]
[%]

Remaining
eligible budget
[EUR]

50000,00

62,50

30000,00

20000,00

5500,00

4500,00

10000,00

50,00

10000,00

5000,00

1500,00

3800,00

5300,00

106,00

-300,00

500,00

500,00

0,00

500,00

100,00

0,00

30000,00

17000,00

5000,00

22000,00

73,33

8000,00

135500,00

44500,00

43300,00

87800,00

64,80

47700,00

No input is required on this sheet. All data is calculated automatically from the data provided
in the List of Expenditures and the List of Revenues, including the automatic deduction of
revenues from the reporting project costs with reference to components and budget lines.
After you have completed the List of Expenditures and List of Revenues, you can use the
provided information for checking whether your project has kept the budget limits in the
budget lines and components. Relevant cells for checking this are marked with red in the table
above.
Please note that
• the costs in the individual budget lines and components on the level of the project
cannot exceed the originally planned total eligible budget of a budget line and/ or
component by a cumulative amount of more than 10% of the total eligible project
budget
without prior notification and approval of the JTS / Managing Authority (see South Baltic
Programme Manual, chapter 9.8. “Changing the project set up” for further information,
including a model calculation for determining the “accumulated reallocation amount”).

Sheet “FR 3 - Partners+ineligible”
Ineligible
budget

Partner 29
Partner 30
AO 1

[EUR]
2000,00
0,00
10000,00

Ineligible
costs in
the current
report
[EUR]
500,00
0,00
2000,00

Please indicate the total ineligible costs incurred by Partners and Associated Organizations in
the reporting period. This information is indicative only. No detailed specification and
documentation on ineligible costs is required.
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Eligible
Previously
costs so Remaining
reported
far
eligible
eligible
(previous +
budget
costs
current)
[EUR]
[EUR]

TOTAL

180000,00

40000,00

90000,00

90000,00

Lead beneficiary
Partner 2

100000,00
80000,00

30000,00
10000,00

50000,00
40000,00

50000,00
40000,00

All data is calculated automatically from the data provided in the List of Expenditures and the
List of Revenues, including the automatic deduction of revenues from the reporting project
costs with reference to components and budget lines.
After you have completed the List of Expenditures and List of Revenues, you can use the
provided information for checking whether the Partners have kept their budget limits.
Relevant cells for checking this are marked with red in the table above.
Please note that Partners cannot exceed their total budgets indicated in the application form.

Sheet “FR 4 – Indicative info”
Sources of financing of eligible and ineligible costs
Eligible costs
Ineligible costs
Sources of
financing
Costs in Sources of financing
Costs in
the
Public
Public
the current
Public
in it:
Public
in it:
current
funding
funding
Private
report
national
EIB
national
EIB
report
from the
from the
funding
funding financing
funding
financing
EU
EU
[EUR]
[EUR]
[EUR]
[EUR]
[EUR]
[EUR]
[EUR]
[EUR]
[EUR]
Lead
100000,00 75000,00 25000,00
0,00 5000,00 1000,00 4000,00
0,00
500,00
Beneficiary
Partner 1
20000,00 15000,00 5000,00
0,00 2000,00
0,00
0,00 2000,00
0,00

Please indicate for each Partner separately
• for the eligible costs reported: grants from the European Investment Bank (EIB)
contained in the national co-financing of Partners (if relevant);
• for ineligible costs reported:
o the origins of the funds used by Partners or Associated Organisations for covering
ineligible costs with reference to pre-defined categories EU funding, national
public funding, private funding,
o European Investment Bank (EIB) grants contained in the ineligible costs.
This information is indicative only. No detailed specification and documentation is required.
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Indicative payment forecast for the next 4 quarters
Period
Planned spending [EUR]
I quarter
II quarter
III quarter
IV quarter

Please indicate the project payment forecast for the following quarters. The forecast should be
based on planned costs connected with activities planned within next 4 quarters of the
following year.
The information provided here should be compared with the financial and activity timetable
from the Application Form and possible differences should be explained in the AR 1, in the
field “Differences between realised activities and the work plan, their reasons and their
justification” and / or in the AR4, “Further info”.

Sheet “FR 5 - Reimbursement”

Lead Beneficiary
Partner 1

ERDF received in ERDF received in
previous reporting
the current
ERDF received
periods
reporting period
so far
[EUR]
[EUR]
[EUR]
5000,00
8000,00
13000,00
3000,00
7000,00
10000,00

On this sheet, information on ERDF (re-)flows to the project and the individual Partners have
to be given. Please indicate
• in case of Lead Beneficiary: the ERDF reimbursement received from the South Baltic
Programme in the period of the report and at the same time distributed between
Partners,
• in case of the Partners: the ERDF reimbursement received (i.e. booked as income on the
Partner’s account) from the Lead Beneficiary in the period of the report.

3.2.3. Completing the report
The following sheets contain formal and technical requirements that are necessary to confirm
and validate the content-related information of the Progress Report. It is recommended to fill
them in after all content-related parts have been completed.

Sheet “Cover sheet”
The majority of the sheet is pre-filled by the JTS. Only the cell below has to be filled in.
Internal reference of the report in the filing
system of the Lead Beneficiary (if
relevant)

SB2345/1

Please insert the reference number / signature (if existing) given to the report in the internal
filing system of your organization, so that it can be easily identified and found in case of an
on-the-spot check by a First Level Controller or Second Level Controller.
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Sheet “Bank+Contact information”
Position in the project
Name of the institution
Name and surname of contact person
Address (street, house no.)
Town
Postal code
Phone
Mobile
Fax
E-mail
Website

Lead Beneficiary
Coop Institute
Karl Svensson
Seaside Street 24
Svendhamn
SE-23 335
+46 470 654 678
+46 180 565 876
+46 470 654 670
karl.svensson@xy.se
www.coop-svend.se

The contact information in the white cells is pre-filled by the JTS from its contact database.
Please update / correct the contact details of the Lead Beneficiary, project manager, financial
manager, information manager and First Level Controller in case of changes / mistakes.
Project Website

The project website address should be given in this field.
Bank information on the project account
Holder of the account
Address of the holder (street, house no.)
Town
Postal code
Country
Name of the bank
Address of the bank (street, house no.)
Town
Postal code
Country
Bank code (BIC/SWIFT)
IBAN
Account number
Internal reference (if needed)

The bank information should be given, make sure the information given is the same as in the
Subsidy Contract. If the bank account is changed during the project implementation, this has
to be reported to the JTS immediately, in order the Register of changes to be prepared.
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Sheet “Confirmation”
This sheet is the central element for validating and confirming the information given in the
Project Progress Report.
10. the verification of the project expenditures was carried out precisely and objectively.
within the current reporting period the Partners’ reported revenues, in
accordance with the art. 55 of Regulation (EC) No 1083/2006,
300.00
amounted to:
from which the following amount referred to eligible budget and was
280.00
deducted from the reported costs:

The total eligible validated costs presented in this report amount
to [EUR]:
of which shared costs [EUR]:
The ERDF reimbursement claimed with this report amounts to
[EUR]:

The following costs could not be considered in this report:

EUR;
EUR;

306.712,46
65.733,12
230.034,34

The cost of Partner no. 7 amounting to
21.200 EUR could not be included in
the report, as the FLC verification of the
Project Progress Report has not been
finalized. In agreement with the JTS,
these costs will be reported with the
next Project Progress Report

Please provide information about costs that could not be certified for the present Project
Progress Report, but will be reported later on. Give the number of the partner who is affected
as well as the estimated amount of the costs. Describe also briefly the reasons for postponing
the reporting.
Please note that a later reporting of costs incurred in a given reporting period with the report
for the next period is only possible in exceptional cases beyond the influence of the partner
(e.g. if the First Level Controller cannot deliver the certificate in time) and upon previous
agreement with the JTS (see South Baltic Programme Manual, chapter 10.3). If such situation
occurs, the Partner should contact the Lead Beneficiary, who has to send written request (e.g.
an e-mail) to the JTS for permission on behalf of the Partner.

Confirmation by the First Level Controller (optional)
I confirm that the verification of the project expenditures was carried out precisely and objectively.
First level control reports and checklists in relation to the validation of the Project Partner's
expenditures were completed and are available upon request.
I hereby confirm that I (as well as the institution I represent) am independent from the project's
activities and financial management, and authorised/approbated as First Level Controller in the
country/region of the Lead Beneficiary.
First level
Name and surname
Bengt Larsson
controller
Position held within the institution
Senior Auditor, Head of Unit
Place, date
Lund, 15 Feb 2009
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Signature and stamp (if existing)

In case a First Level Control is employed for verifying the integration of the costs certified in
the Partner Progress Reports and the Shared Costs Templates (which is optional only, see
chapter 3 for details), the First Level Controller has to sign the “confirmation” sheet in
addition to the Lead Beneficiary.
Please fill in the name and position of the signing First Level Controller who confirms the
report as well as place and date of signing in the electronic version of the report.
Together with the Project Progress Report, I present the following annexes:
No. of
No. of pages
Annex no. Description
documents (in total)
A1
List of expenditures
1
3
A2
List of revenues
1
1
First level control certificates for Partner Progress Reports
A3
12
12
(incl. LB)
A4
First level control certificates for Shared Costs Templates
1
1
A5

Partnership agreements

7

35

A6
A7
A8
A9
A 10

Please indicate
• the number of pages of the printouts of the annexes “A.1 List of expenditures” and “A.2
List of revenues” separately,
• the number of the original signed First Level Control certificates of Partner Progress
Reports attached to the report and the total number of pages of these documents,
• the number of original signed Shared Costs Templates attached to the report and the
total number of pages of these documents,
• the names, number and number of pages for all other attachments to the report.
For more detailed information on compulsory and optional attachments/annexes that have to
be submitted to the JTS with the report, please see chapter 3.3. “Attachments to the Project
Progress Report”.
Signature by the Lead Beneficiary
Project partner Name and surname
Position held within the institution
Place, date

Karl Svensson
Managing Director
Svendhamn, 15 Feb 2009

Signature and stamp (if existing)

Please fill in the name and position of the signatory who confirm the report on behalf of the
Lead Beneficiary (e.g. the person who signed the Application Form, or another person entitled
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to sing the Project Progress Report by internal division of responsibility / power of attorney)
as well as place and date of signing in the electronic version of the report.
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Attachments to the Project Progress Report

The Project Progress Report should be submitted only with attachments that are explicitly
requested by the JTS and listed below. Any additional information or documents (e.g. project
publications, documentation from meetings, detailed accounting proofs) are not required.
The following further attachments have to be submitted:
• in case of all Project Progress Reports:
o original signed and stamped (if possible) First Level Control certificates of all
Partner Progress Reports and Shared Costs Templates,
• in case of the 1st Project Progress Report:
o scans of the approbation certificates of the First Level Controllers in
decentralised systems (Denmark, Germany, Lithuania),
o scans of the signed Partnership Agreements;
• in case the project contains investments, e.g.
o financial-economic analysis,
o analysis of environmental impact,

o decision on development plan of the area (e.g. local land use plans, local detailed
plans),
o technical documentation,

o building permit, building notification,

o ownership/disposal right of the project ground and
o other supporting documents

In case your project contains investments, please contact the JTS to clarify the concrete
requirements before compiling the report.
All these attachments, which supplement and extend information supplied in the Project
Progress Report template, should be listed in the respective section on the sheet
“Confirmation”.

3.4.

Preparation of the paper version of the Project Progress Report

After all data has been filled into the Excel-file in the way described above, the whole Project
Progress Report has to be printed out. Before, please
• assure that all fields have been properly filled in, and
• adjust the page breaks and cell sizes so that all the filled in text sections and figures are
visible.
The paper version of the Project Progress Report to be sent to the JTS must be confirmed by
the Lead Beneficiary in the section “signature by the Lead Beneficiary” on the bottom of the
sheet “confirmation” in the following way:
• indicate the date of signing by the Lead Beneficiary,
• stamp it with the Lead Beneficiary’s official seal (only if such exists),
• the person authorised to sign in the name of the Lead Beneficiary has to sign in the
signature field.
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In case a First Level Control is employed for verifying the integration of the costs certified in
the Partner Progress Reports and the Shared Costs Templates (which is optional only, see
chapter 3 for details), the First Level Controller has to sign in the in the section “Signature by
the Lead Beneficiary” on the sheet “confirmation” in addition to the Lead Beneficiary in the
following way:
• indicate the date of signing by the First Level Controller,
• stamp it with the First Level Controller’s official seal (only if such exists),
• the First Level Controller has to sign in the signature field.

3.5.

Submission of the Project Progress Report to the JTS

A complete Project Progress Report submitted to the JTS comprises of
•

•

an electronic version to be sent via e-mail to report@southbaltic.eu, containing
o the Project Progress Report template that includes “List of Expenditures” and “
List of Revenues”,
o scans of the original signed and stamped (if possible) First Level Control
certificates of all Partner Progress Reports and Shared Costs Templates,
a paper version to be sent via normal mail / courier as a dully signed and stamped
(only if possible) unbound printout (one paper original), consisting of
o a print out of the filled-in, signed and stamped Project Progress Report
template that includes the “List of Expenditures” and “List of Revenues”, with
the original signature and stamp (if possible) of an official representative of
Lead Beneficiary on the sheet “Confirmation”,
o original signed and stamped (if possible) First Level Control certificates of all
Partner Progress Reports and Shared Costs Templates,

Please return the Project Progress Report as excel-file via e-mail to report@southbaltic.eu and
as a signed print out (via post to the address given below) by
•
•

11 March (reporting period: 1 July - 31 Dec),
9 September (reporting period: 1 Jan - 30 June),

It is the date of sending the e-mail (electronic version) and the post stamp (signed print out)
that will be considered.
The printout version (one paper original) has to be sent to the following address:
Joint Technical Secretariat
South Baltic Cross-border Co-operation Programme 2007-2013
ul. Rzeznicka 58
80-822 Gdansk
Poland
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PARTNER PROGRESS REPORT

The Partner Progress Report presents the activities and costs of one partner for the given
reporting period. It contains information about activities and costs of the respective partner,
including a List of Expenditures. Partner Progress Reports have to be compiled by all
partners, including the Lead Beneficiary.
The following chapter provides information on how to use the Partner Progress Report
Templates provided by the JTS. Besides technical information, it includes information how
the Lead Beneficiary can pre-fill the templates. Furthermore, advice is given how the partners
have to fill in those parts, which differ from the Project Progress Report.

4.1.

Technical information

1. The instructions on the “How to use” sheet are addressed to the Lead Beneficiary. They
should be deleted (the "How to use" sheet has to be hidden) or re-written before using the
template within a project and sending them to the Partners. It is recommended that the
Lead Beneficiary gives instead own instructions and contact details on this sheet.
2. The template is designed in a way that it
a) collects all information from the Partners that are needed for compiling the
Project Progress Report template to be filled-in by the Lead Beneficiary and
submitted to the JTS and
b) allows an "easy transfer" of data by copying/pasting the List of expenditures /
List of revenues and other financial data to the Project Progress Report template.
3. Please do not change the table structure of the reporting template. However, you can widen
the rows in case your text is not entirely visible. If you do so, please mind to adjust also the
page breaks for the print out accordingly.
4. The sheet “FLC certificate” is designed in accordance with the "General principles for First
Level Control" of the South Baltic Programme. The sheet has to be used in the given
format and wording for the certification by the First Level Controller and filled in
manually. No amendments to the text are allowed. Furthermore, it is important that all
fields in the FLC certificate are filled in (see chapter 4.5. below for further details).
5. The white fields are meant as input fields for the partners, whereas the orange fields
contain information that should be pre-filled by the Lead Beneficiary before the template is
sent out to the partner. All other fields (grey) are calculated automatically from data
provided in these fields and protected so that the structure / automatic calculations cannot
be destroyed by accident. In case you would like to get access to these fields, please
contact the JTS.
6. All expenditures have to be indicated in original national currency if payments have been
done in other currencies than EUR. The currency conversion into EURO is done
automatically by the template.
7. In case the Lead Beneficiary decided not to pre-fill the templates but delegates the filling
of all information to the partners, it is recommended to change the colour of the Lead
Beneficiary input fields into white in order to keep the logic.
8. Please advice your partners to use the 2 decimals system only. Be aware that in case of
copy / paste from e.g. booking software more than 2 digits after comma can be pasted into
the fields, although only 2 are visible. In such cases the automatic rounding functions
contained in the template do not work anymore and will lead to wrong calculations.
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Pre-filling by the Lead Beneficiary

The following chapter provides sheet-by-sheet information how the Lead Beneficiary can prefill the Partner Progress Report templates with information from the Application Form and the
previous Partner Progress Reports. Although the fields could also be filled in by the Partners
themselves, it is recommended that the Lead Beneficiary / Financial Manager takes over this
tasks, as this helps to minimise mechanical mistakes and errors that have to be corrected later
on.

Sheet “Cover Sheet”
Project information (according to subsidy contract / application form)
South Baltic Cross-border Co-operation
Programme
Programme 2007 - 2013
South Baltic Business Hub
Project title
SBBH
Project Acronym
1.
Priority axis
1.1.
Measure
20.01.2009
Date of valid version of subsidy contract
15.01.2009
Date of valid version of application form
13.03.2009
Date of valid version of partnership agreement
01.02.2009
Date of project start
31.01.2011
Date of project completion
300 000.00
Total eligible budget of the project [EUR]
2 000.00
Total ineligible budget of the project [EUR]
Please fill in all cells marked with orange. The information can be copied from the pre-filled
Project Progress Report received from the JTS, with the exception of the row “Date of valid
version of the partnership agreements”. This field has to be filled in with the date given in the
Partnership Agreement with the respective Partner.
Project partner information
Name of the partner
Partner no. in the application form
Eligibility attribution of the partner

Coop Institute
LB
core area

Please fill in these fields with the information given in the relevant sections of the Application
Form (tables 1.7., 1.10.). The eligibility attribution has to be indicated by choosing from a
drop down list.
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Budget of the project partner within the project
National co-financing [EUR]
ERDF contribution [EUR]
Co-financing rate of the partner [%]
Total eligible budget [EUR]
Total ineligible budget [EUR]

25 000.00
75 000.00
75.00
100 000.00
2 000.00

Total budget (eligible + ineligible) [EUR]

102 000.00

Please fill in these fields with the information given in the relevant sections of the Application
Form (table 1.7., 1.10.). The co-financing rate has to be indicated by choosing from a drop
down list.
Basic information on the progress report
Reporting period
No. of the report:
Internal reference of the report in the filing
system of the partner (if relevant)
Please fill in all cells marked with orange. The information on the reporting period can be
copied from the pre-filled Project Progress Report received from the JTS.
Please be informed the reporting periods are defined by the Programme and they are not
dependant on the project start of end dates. The only possible reporting periods are:
01.01.201x – 30.06.201x or 01.07.201x – 31.12.201x
The only exceptions are interim reports.
The number of the report has to be indicated by choosing from a drop down list. It should be
the same as for the Project Progress Report.
Exchange rates to EUR used for the current reporting period
DKK
EUR
LTL
PLN
SEK

7.4453
1.0000
3.4528
4.1775
10.4515

The exchange rates are already pre-filled in the compulsory templates sent out to the Lead
Beneficiary for the respective reporting period, with the average monthly rate set by the EC
for the first month of the reporting period (in accordance with the Programme Manual,
chapter 9.5. “Use of the Euro”). They are visible only for information of the Partner and the
First Level Controller. In case you need to have access to these fields, please contact the JTS.
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Sheet “Contact+Bank info”
Position in the project

Name of the institution
Name and surname of
contact person
Address (street, house no.)
Town
Postal code
Phone
Mobile

Project Partner
Coop Institute
Karl Svensson

First level Controller
Larsson Audit
Bengt Larsson

Seaside Street 24
Svendhamn
SE-23 335
+46 470 654 678
+46 180 565 876

Landside Street 12
Svendhamn
SE-23 336
+46 470 432 222
+46 180 432 222

+46 470 654 670
Fax
karl.svensson@xy.se
E-mail
www.coop-svend.se
Website
Bank information on the partner account

Holder of the account
Name of the bank
Address of the bank
Bank code (BIC/SWIFT)
IBAN
Account number
Internal reference (if needed)

+46 470 432 220
bengt.larsson@lars-audit.se
www.lars-audit.se

Coop Institute
Svendhamn Bank
Mountain street 10, SE-23 336
Svendhamn, Sweden
NDIJHTS
SE36587263857209367567586
87263857209
SB.3355.12

The purpose of the sheet is to have a regularly update of the contact and bank data of the
Partner and First Level Controller stored by the Lead Beneficiary. It is recommended to prefill the latest available data and to ask the Partner for updating if changes occur in the
meantime (see also chapter 3.2.3.).

Sheet “AR 1 - Activities”
Component no.

3

Title:

Please indicate the title of the components 3 – 5 in accordance with the titles given in the
Application Form, Att. 2.
Realisation period

Planned activities
Identifying transport bottlenecks and defining measures for
removing them

From (report.
period)

To (report.
period)

II/2009

II/2010

Please pre-fill the planned activities and their realisation period in the orange fields for all
components. They should be either copied from the pre-filled Project Progress Report sent by
the JTS to the Lead Beneficiary or possible other project-internal documents which specify
activities of each Partner in more detail, if such exist (e.g. definition of partner activities in the
Partnership Agreements). The realisation period can be indicated by choosing from a drop
down list.
In case your project has less than 5 components, you can hide the non-relevant tables by using
the “hide” function of Excel.
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Sheet “AR 2 - Indicators”
Name of the indicator

Indicator value
added in the
given reporting
period

Unit

Component 0
Brochures disseminated
Feasibility studies produced

number
number

Please pre-fill the indicators defined in the orange fields for all components. They should be
either copied from the pre-filled Project Progress Report sent by the JTS to the Lead
Beneficiary or possible other project-internal documents which specify activities of each
Partner in more detail, if such exist (e.g. definition of partner activities in the Partnership
Agreements).
In case your project needs additional lines per component for further output or result
indicators on the sheet "AR 2 - Indicators", it is possible to add some by using the "unhide"
function of Excel. In case your project has less than 5 components, you can hide the nonrelevant tables by using the “hide” function of Excel.

Sheet “FR 1 - Summary”
Summary of eligible and ineligible partner expenditures
Total budget
[EUR]
Reported costs in the current report
Deducted revenues referring to
eligible budget
Total eligible costs
in core area
of which
in adjacent area
not subject to 10%
eligibility rule
of which
subject to 10% eligibility
rule
non-shared costs
of which
shared costs
costs without VAT
of which
eligible VAT
ERDF claimed
ERDF co-financing rate
Total ineligible costs
Total costs (eligible + ineligible)

Costs of the project partner
Current
report
[EUR]
0.00

Previous
reports
[EUR]

Total of reports so far
(previous + current)
[EUR]
[%]

Remaining
budget
[EUR]

0.00
30000.00
n/a
n/a

0.00
0.00
0.00

3000.00
3000.00
0.00

3000.00
0.00
0.00

n/a

0.00

2800.00

0.00

n/a

0.00

200.00

0.00

n/a
n/a
n/a
n/a
22500.00
75.00
0.00

0.00
0.00
0.00
0.00
0.00
75.00

2500.00
500.00
2325.37
674.63
2250.00

0.00
0.00
0.00
0.00
2250.00
75.00
0.00

22500.00

0.00

2250.00

2250.00

10,00
0,00
0,00

0.00

0,00

10,00

0.00

0,00

0.00

10,00

0.00

Please pre-fill the previous the costs reported by the Partner previously in the orange fields for
all components. The amounts should be copied from the column “total of reports so far
(previous + current)” on the same sheet of the respective previous Partner Progress Report.
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Sheet “FR 2 - Components”
Eligible costs per component and budget line
Total

Costs of the project

Total
eligible
budget
[EUR]

Staff
Travel and accommodation
Administration
Investments / equipment
External expertise + services

2000.00
5000.00
4000.00
3000.00
1000.00

TOTAL

15000.00

Current
Previously
report
reported
[EUR]
[EUR]
Component 1
0.00
500.00
0.00
0.00
0.00
200.00
0.00
150.00
0.00
150.00
0.00

1000.00

Total reported so far
(previously + current)
[EUR]
[%]

Remaining
eligible budget
[EUR]

500.00
0.00
200.00
150.00
150.00

25,00
0,00
5,00
5,00
15,00

1500.00
5000.00
3800.00
2850.00
850.00

1000.00

6,67

14000.00

Please pre-fill the columns marked with orange for all components in the following way:
• The column “Total eligible budget” should be pre-filled with the detailed Partner
budget defined in the Partnership Agreement.
• The column “Previously reported” should be copied from the column “total of reports
so far (previous + current)” on the same sheet of the respective previous Partner
Progress Report.

Sheet “FR 4 - Reimbursement”

Project partner

ERDF received in
previous reporting
periods

ERDF received in
the current
reporting period

ERDF received so
far

[EUR]

[EUR]

[EUR]

500.00

0.00

500.00

Please pre-fill the field marked with orange by copying the data from the column “ERDF
received so far” on the same sheet of the respective previous Partner Progress Report.

4.3.

Sheet protection

In order to avoid that automatic calculations get corrupted (especially: currency conversions,
aggregation of data), all sheets of the template that contain financial information are
protected. Only the white and the orange fields can be filled in. The grey fields are not
accessible for the user so that the structure / automatic calculations cannot be destroyed by
accident. In case you would like to get access to these fields, please contact the JTS.
Exceptions are the sheets AR 1 – activities and AR 2 – indicators. They are not protected, as
their structure might have to be changed by the Lead Beneficiary (hiding / un-hiding rows, see
chapter 4.2). It is recommended that the Lead Beneficiary protects the structure with an own
password after adjusting it to the specific needs of the project and before sending the sheets
out to the Partners.
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Filling in data by the Partner

The structure of the input fields for Partners in the Partner Progress Report is for the most
parts equal to the input fields for the Lead Beneficiary in the Project Progress Report. The
descriptions provided in chapter 3.1, therefore, can also be used by the Lead Beneficiary for
instructing Partners.
Only the structure and input fields of the following sheets show differences in comparison to
the Project Progress Report that must be considered in the context:
• Sheet “Contact + bank info”: Only the contact details and bank information of the
Partner organisation must be filled in.
• Sheet “Confirmation”: The structure is simplified in comparison to the sheet of the
Project Progress Report, as the First Level Control certificate is placed on a separate
sheet (see chapter 4.5. below).
• Sheet “AR 2 - Indicators”: Only the indicator values added have to be given, as the
target values are defined only at project level in the Application Form and cannot be
monitored at partner level.
• Sheet “FR 3 - Indicative info” and “FR 4 – Reimbursement”: The sheet numbering is
different from the Project Progress Report, as there is no sheet “FR 3 Partners+ineligible" contained in the Partner Progress Report.
• Sheet “FLC certificate”: This sheet is not contained in the Project Progress Report
(see chapter 4.6. below).

4.5.

Confirmation by the Partner

The Partner Progress Report has to be signed for confirmation by the Partner in three places
(usually before it can be submitted to and certified by the First Level Controller:
• on the sheet "Confirmation",
• on the sheet "A1. - List of expenditures",
• on the sheet "A2. - List of revenues".
The signatory has to be authorised to sign such documents in the name of the Partner
organisation (e.g. the person who signed the Application Form or another person entitled to
sing the Project Progress Report by internal division of responsibility / power of attorney).
Please fill in the name and position of the signatory who as well as place and date of signing
in the electronic version of the report on the sheet “Confirmation”.

4.6.

Certification by the First Level Controller

The certification of the Partner Progress Report by an approbated First Level Control is
compulsory (see General principles on the first level control for the South Baltic Crossborder Co-operation Programme 2007 – 2013, chapters 3, 4, and 5 for more detailed
information). The filled-in Partner Progress Report has to be submitted together with the
accountancy documents to the First Level Controller for certification. The First Level
Controller validates the expenditures by signing the Certificate. After this, the partner sends
the verified Partner Progress Report together with the Certificate to the Lead Beneficiary for
summarizing activities and expenditures at project level in the Project Progress Report.
The sheet “FLC certificate” contains the certificate that has to be used by the First Level
Controller of the partner for certifying the Partner Progress Report. The input fields have to be
filled in manually. The text and structure of the certificate must not be changed.
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Please note that all figures and information that have to be filled in can also be found on the
sheet “Confirmation”, where they are automatically calculated based on the financial
information given in the input fields on the sheets “FR 3 - indicative info”, “FR 4 - ”, “List of
expenditures” and “List of revenues”. It has to be ensured that the information given on the
sheet “Confirmation” and in the “First Level Control Certificate” is identical.
The First Level Control certificate has to be filled in the following way:
• All white fields have to be filled in with data, this includes:
o indicating all required aggregated financial data, i.e.
 revenues and revenues referring to eligible costs (if not relevant, amount
should be indicated as “0”,),
 total eligible shared costs,
 total eligible non-shared costs,
 Total eligible costs,
 ERDF reimbursement claimed
o choosing the appropriate option from the drop down list offered in the fields
concerning on-the-spot verifications (points 9, 10, 11).
o Indicating the name and position of the First Level Controller
o Indicating the date of signing by the First Level Controller,
• the First Level Controller has to stamp it with its official seal (only if such exists),
• the First Level Controller has to sign in the signature field.
In the exceptional case that the certified amount had to be reduced by the controller but the
Partner did not deliver a corrected version of the Partner Progress Report (see General
Principles on the First Level Control for the South Baltic Cross-border Co-operation
Programme 2007 – 2013, chapter 5.3.1. for further details), the First Level Controller has
furthermore to explain this situation under the point “The following expenditures have been
not certified without correcting the signed paper version of the Partner Progress Report
before issuing the certificate” on the First Level Control certificate.

4.7.

Transferring data from the Partner Progress Report to the Project
Progress Report

The Partner Progress Report Template is designed for an easy transfer of the financial
information to the Project Progress Report by using the copy/paste functions of Excel. Only
parts of the indicative information to be provided on the sheet “FR 3 - Indicative info” have to
be aggregated manually before filling it into the Project Progress Report template.
The following data has to be transferred in the following way:
• Sheet “FR 1 - summary+ineligible”: The amount indicated in cell C26 should be
transferred to the respective partner’s row in the column T of the sheet “FR 3 –
Partners+ineligible” of the Project Progress Report by using the copy/paste functions of
Excel.
• Sheet “FR 3 - Indicative info”: The amounts indicated in cells F15, H15, I15, J16, K16
should be transferred to the respective partner’s row in the columns F, H, I, J, K of the
sheet “FR 4 – Indicative info” of the Project Progress Report by using the copy/paste
functions of Excel.
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• Sheet “FR 3 - Indicative info”: The amounts indicated in cells C19-22 should be
aggregated with the figures given by all other Partners and then inserted into the cells
C63-66 of the sheet “FR 4 - Indicative info” of the Project Progress Report.
• Sheet “FR 4 - Reimbursement”: The amount indicated in cell D12 should be transferred
to the respective partner’s row in the columns D of the sheet “FR 5 - Reimbursement”
of the Project Progress Report by using the copy/paste functions of Excel.
• Sheets “List of expenditures” and “List of revenues”: All items can be transferred to the
same sheet of the Project Progress Report by using the copy/paste functions of Excel.
As some columns are protected from writing in both the Partner Progress Report
template and the Project Progress Report template, the data must be copied in several
packages:
o List of expenditures: copy/paste separately columns A, C-Q, S, X, Z;
o List of revenues: copy/paste separately columns A, C-L, Q.
In case you experience difficulties in pasting data copied from the gray fields, please use the
option “paste values” from the Excel menu.
Please note that the activity part of the Partner Progress Reports should not be transferred by
copy/paste to the Project Progress Report. The Lead Beneficiary is asked not only to compile
all the activities of the individual partners (which are usually collected separately by the
Partner activity reports), but to further condense and process this information towards a
project perspective (see also chapter 3.2.1.).
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SHARED COSTS TEMPLATES

In case cost sharing is applied within the project (see Programme Manual, chapter 6.14.,
pp.70-74 for a definition and detailed information on cost sharing), projects are obliged to
compile the costs that are shared for each reporting period separately on Shared Costs
Templates. It has to be drawn up by the so-called Implementing Partner, which is the partner
that implements the activity that is subject to cost sharing and that pays related costs to
suppliers and providers outside the partnership.
The Shared Costs Template contains information on the costs of the Implementing Partner
that are to be shared, including a List of Expenditures, and a calculation of the shares of each
partner on the basis of the method / model agreed within the partnership.

5.1.

Choosing the appropriate template

Projects can choose between two templates provided by the Joint Technical Secretariat for
compiling Shared Costs. They are designed for different procedures for calculating the shares
of the individual partners:
a) Aggregated procedure
According to this procedure, the costs of all items of an Implementing Partner that are
to be shared are first aggregated and afterwards divided with reference to Partner,
component and budget line. It is recommended when the number of items to be shared
or the number of partners of the project is large.
b) Item-based procedure
According to this procedure each item separately is divided into partner shares
according to the cost sharing method agreed among the partners of a project. It is
recommended when the number of items to be shared or the number of partners in the
project is small.

5.2.

Template for aggregated procedure

The template operationalises the aggregated cost sharing procedure as described in chapter
5.1. above. It foresees that the Implementing Partner lists all items that are to be shared
(sheets “A1. List of expenditures” and “A2. List of revenues” of the model template) and
defines the cost sharing method (sheet “S2 – Cost sharing method). On this basis, the
aggregated partner shares are calculated.

5.2.1. Technical information on the template
1. The Excel file is a template that has to be used by the Implementing Partner(s) to list
Shared Costs and as the basis for certifying them by its/their First Level Controllers.
2. The template is designed in a way that it collects all information on Shared Costs that are
needed for transferring and integrating them into the Project Progress Report and Project
Progress Report templates.
3. Please do not change the table structure of the reporting template. However, you can widen
the rows in case your text is not entirely visible. If you do so, please mind to adjust also the
page breaks for the print out accordingly.
4. The sheet “FLC certificate” is designed in accordance with the "General principles for First
Level Control" of the South Baltic Programme. The sheet has to be used in the given
format and wording for the certification by the First Level Controller and filled in
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manually. No amendments to the text are allowed. Furthermore, it is important that all
fields in the FLC certificate are filled in (see chapter 5.5. below for further details).
5. Please advice your Partners to use the 2 decimals system only. Be aware that in case of
copy / paste from e.g. booking software more than 2 digits after comma can be pasted into
the fields, although only 2 are visible. In such cases the automatic rounding functions
contained in the template do not work anymore and will lead to wrong calculations.
6. All expenditures have to be indicated in original national currency if payments have been
done in other currencies than EUR. The currency conversion into EURO is done
automatically by the template.
7. In case Shared Costs are partly referring to activities inside the EU territory and partly
activities outside EU territory (and thus subject to the "10% eligibility rule"), it is
necessary to separate the costs and to use two separate Shared Costs Templates for the
respective parts if applying the aggregated procedure.
8. The white fields are input fields. All other fields are calculated automatically from data
provided in these fields.
9. The total of eligible Shared Costs given in the field C12 on the sheet "S3 - Shared Costs by
partner" can differ from the total given in the cell C16 on the sheet "S1 - summary" due to
rounding differences when attributing the costs to the Partners. Please adjust the figures in
the table on the sheet "S3 - Shared Costs by partner" manually so that the total of the table
matches with cell C16 on the sheet "S1 - summary", if necessary.

5.2.2. Filling in data by the Implementing Partner
Sheet “Contact + bank info”
The sheet has to be filled in analogously to the same sheet of the Project Progress Report (see
chapter 3.2.3.).

Sheet “Confirmation”
The sheet has to be filled in analogously to the same field of the Project Progress Report (see
chapter 3.2.3.).

Sheet “S 2 – Cost sharing method”
In this sheet, you have to give information about the method that is applied by the project (as
defined in the Partnership Agreement or any other written agreement on this matter) for
calculating the shares of the individual partners. According to the method chosen, only one of
the columns has to be filled in

TOTAL
Lead beneficiary
Partner 2
Partner 3

Partners share on shared costs
[agreed percentage]

Partners share on shared
costs
[agreed absolute amount]

[%]

[EUR]
100.00

0.00

25.00
45.00
30.00
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If the partnership agreed to share costs according to a percentage defined for the individual
Partners, the percentage of each Partner has to be filled into the column “Partners’ share on
shared costs [agreed percentage]”. Please ensure that the percentage of all partners sum up to
100%. In case of mistakes, the sheet will display an error message.

Partners share on shared costs
[agreed percentage]

Partners share on shared
costs
[agreed absolute amount]

[%]

[EUR]

TOTAL

0.00

77,834.00

Lead beneficiary
Partner 2
Partner 3

23,500.00
41,658.00
12,676.00

If the partnership agreed to share costs according to absolute amounts defined for the
individual Partners, the amounts of each Partner has to be filled into the column “Partners’
share on shared costs [agreed absolute amounts]”. Please ensure that the amounts of all
Partners sum up to the total amount of Shared Costs reported in the given Shared Costs
Template. In case of mistakes, the sheet will display an error message.
Whatever method is chosen, the respective other column should not be filled in. In case of
mistakes, the sheet will display an error message.

Sheet “S 3 – Shared cost by partner”
Component 0
Total

Staff
[EUR]

Travel and
External
Administra- Investments
accommoexpertise
tion
/ equipment
dation
+ services
[EUR]

[EUR]

[EUR]

[EUR]

TOTAL

0,00

0,00

0,00

0,00

0,00

0,00

Lead beneficiary
Partner 2
Partner 3
Partner 4
Partner 5
Partner 6

0,00
0,00
0,00
0,00
0,00
0,00

0,00
0,00
0,00
0,00
0,00
0,00

0,00
0,00
0,00
0,00
0,00
0,00

0,00
0,00
0,00
0,00
0,00
0,00

0,00
0,00
0,00
0,00
0,00
0,00

0,00
0,00
0,00
0,00
0,00
0,00

All data is calculated automatically from the data provided in the S2 sheet, List of
Expenditures and the List of Revenues.
Please be advised that due to the rounding down formulas the total eligible costs can differ
from total eligible costs in the list of expenditure (consult the chapter 5.2.3. in order to
prevent differences in total eligible cost.)
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Sheet “A1. List of expenditures”
The sheet has to be filled in analogously to the same sheet of the Project Progress Report (see
chapter 3.2.2.).

Sheet “A2. List of revenues”
The sheet has to be filled in analogously to the same sheet of the Project Progress Report (see
chapter 3.2.2.).

5.2.3. Transferring data from the Shared Costs Template to the Partner
Progress Reports
After filling the required data like described above, the template will automatically calculate
shares for each partner, component and budget line separately in the sheet “S3 – Shared costs
by partners”. The table below gives an example of the created data.
Total

[EUR]

Travel
and
accommodation
[EUR]

Staff

Component 1
Administration

Investments
/ equipment

[EUR]

[EUR]

External
expertise
+
services
[EUR]

TOTAL

0.00

0.00

0.00

0.00

0.00

0.00

Lead beneficiary
Partner 2
Partner 3
Partner 4

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00
0.00
525.00
0.00

0.00
0.00
0.00
0.00

0.00
0.00
2,000.00
324.00

Please note that due to the rounding of ERDF it may happen that the total amount of shared
costs calculated on the sheet “S3 – Shared costs by partners” differs from the total given on
the sheet “A1 - List of expenditure”. In such a case, it is recommended to adjust the shares of
the partners on the sheet “S3 – Shared costs by partners” manually, so that the total eligible
costs on sheet “S3 – Shared costs by partners” matches the total on the sheet “A1 - List of
expenditures”. The easiest way of unifying is to adjust the share of the Lead Beneficiary.
The created – and if necessary manually adjusted – data can then be taken for integrating the
Shared Costs into the “List of expenditures” / “List of revenues” of the Partner Progress
Report and next to the Project Progress Report. The required information should be given like
indicated in the example below:
Reference number within the
project
Partner
no.

Report
no.

Component

Bud
-get
line

03

1

1

5

03

1

1

3

04

1

1

5

Ite
m
no.

Specification of the item
Contribution of PP 03 to
shared cost in
Component 1, BL 5
Contribution of PP 03 to
shared cost in
Component 1, BL 3
Contribution of PP 04 to
shared cost in
Component 1, BL 5

Invoice
no. (given
by the
supplier)

Eligible
costs
[EUR]
Total
amount

Part of
shared
costs?

SCT S2

2,000.00

yes

SCT S2

525.00

yes

SCT S2

324.00

yes
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For such aggregated Shared Costs items, it is not necessary to indicate a date of invoice and
date of payment in the “List of expenditures” / “List of revenues” of the Partner and Project
Progress Reports, as their attribution to the reporting period is already confirmed with the
certified “Shared Costs Template” of the Implementing Partner.
Instead of an invoice number given by the supplier, the number / code of the Shared Costs
Template to which the item refers should be indicated.

5.3.

Template for item-based procedure

The template operationalises the item-based cost sharing procedure as described in chapter
5.1. above. It foresees that the Partner shares are calculated manually for each cost item
separately and given on the sheets “A1. List of expenditures” and “A2. List of revenues”.

5.3.1. Technical information on the template
1. This excel file a template that has to be used by the Implementing Partner(s) to list Shared
Costs and as the basis for certifying them by its/their First Level Controllers.
2. The template is designed in a way that it collects all information on Shared Costs that are
needed for transferring and integrating them into the Project Progress Report and Project
Progress Report templates.
3. Please do not change the table structure of the reporting template. However, you can widen
the rows in case your text is not entirely visible. If you do so, please mind to adjust also the
page breaks for the print out accordingly.
4. The sheet “FLC certificate” is designed in accordance with the "General principles for First
Level Control" of the South Baltic Programme. The sheet has to be used in the given
format and wording for the certification by the First Level Controller. No amendments to
the text are allowed.
5. Please advice your Partners to use the 2 decimals system only. Be aware that in case of
copy / paste from e.g. booking software more than 2 digits after coma can be pasted into
the fields, although only 2 are visible. In such cases the automatic rounding functions
contained in the template do not work anymore and will lead the wrong calculations.
6. All expenditures have to be indicated in original national currency if payments have been
done in other currencies than EUR. The currency conversion into EURO is done
automatically by the template.
7. The white fields are input fields. All other fields are calculated automatically from data
provided in these fields.

5.3.2. Filling in data by the Implementing Partner
Sheet “Contact + bank info”
The sheet has to be filled in analogously to the same sheet of the Project Progress Report (see
chapter 3.2.3.).

Sheet “Confirmation”
The sheet has to be filled in analogously to the same field of the Project Progress Report (see
chapter 3.2.3.).
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Sheet “A1. List of expenditures”
The items to be integrated into the “List of expenditures” / “List of revenues” of the Partner
and Project Progress Reports should in this case look like follows:
Reference number within the
project
Partner
no.

Report
no.

Component

Bud
-get
line

Ite
m
no.

02

1

1

5

01

03

1

1

5

05

04

1

1

5

08

Eligible
costs
[EUR]
Specification of the item
Share of PP 02 on
external project
management by XY
Consult 01-04/2009
Share of PP 02 on
external project
management by XY
Consult 01-04/2009
Share of PP 02 on
external project
management by XY
Consult 01-04/2009

Date of
payment

Total
amount

Part of
shared
costs?

28.04.200
9

400.00

yes

28.04.200
9

300.00

yes

28.04.200
9

350.00

yes

If the costs shares are calculated item-based, for each of them the date of payment has to be
indicated in the “List of expenditures” / “List of revenues” of the Partner and Project Progress
Reports. It is the date of the payment of the invoice by the Implementing Partner to the
supplier which has to be inserted.
Otherwise, the items have to be specified like described for the Project Progress Report (see
chapter 3.2.2.).

Sheet “A2. List of revenues”
The sheet has to be filled in analogously to the sheet “A1. List of expenditures” and the same
sheet of the Project Progress Report (see chapter 3.2.2.).

5.3.3. Transferring data from the Shared Costs Template to the Partner
Progress Reports
The created data can then be taken for integrating the Shared Costs into the Partner Progress
Report and next to the Project Progress Report. For this, the items in the Sheets “List of
expenditures” and “List of revenues” can be transferred to the same sheet of the Partner
Progress Report by using the copy/paste functions of Excel. As some columns are protected
from writing in both the Partner Progress Report template and the Project Progress Report
template, the data must be copied in several packages:
• List of expenditures: copy/paste separately columns C-Q, S, X, Z;
• List of revenues: copy/paste separately columns C-L, Q.
Note: The conversion from the currency in which the payment has been done to EUR has to
be carried through and verified by a First Level Controller only once. This is done in the
course of the compilation and certification of the Shared Costs Template.
It is therefore sufficient to copy only the amounts in EUR from the Shared Costs Template to
the Partner Progress Reports.
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Confirmation by the Implementing Partner

The Shared Costs Template has to be signed for confirmation by the Implementing Partner
(usually before it can be submitted to and certified by the First Level Controller) on the sheet
“Confirmation”. Please fill in the name and position of the signatory who as well as place and
date of signing in the electronic version of the report.
The signatory has to be authorised to sign such documents in the name of the Partner
organisation (e.g. the person who signed the Application Form, or another person entitled to
sing the Project Progress Report by internal division of responsibility / power of attorney).

5.5.

Certification by the First Level Controller

The certification of the Shared Costs Template by the First Level Control is compulsory (see
General principles on the first level control for the South Baltic Cross-border Co-operation
Programme 2007 – 2013, chapters 3, 4, and 5 for more detailed information). The filled-in
Shared Costs Template has to be submitted together with the accountancy documents to the
First Level Controller of the Implementing Partner for certification. The First Level
Controller validates the expenditures by signing the Certificate. After this, the Implementing
Partner sends the verified Shared Costs Template together with the Certificate to the Lead
Beneficiary for information and further distribution to all partners involved in cost sharing, as
they need to include their shares in their Partner Progress Reports (see chapter 3.1.2. above).
The sheet “FLC certificate” contains the certificate that has to be used by the First Level
Controller of the Partner for certifying the Shared Costs Template. The input fields have to be
filled in manually. The text and structure of the certificate must not be changed.
Please note that all figures and information that have to be filled in can also be found on the
sheet “Confirmation”, where they are automatically calculated based on the financial
information given in the “List of expenditures” and “List of revenues”. It has to be ensured
that the information given on the sheet “Confirmation” and in the “First Level Control
Certificate” is identical.
The First Level Control certificate has to be filled in the following way:
• All white fields have to be filled in with data, this includes:
o indicating all required aggregated financial data, i.e.
 reported eligible shared costs
 deducted revenues (if not relevant, amount should be given as “0”)
o Indicating the name and position of the First Level Controller,
o Indicating the date of signing by the First Level Controller,
• the First Level Controller has to stamp it with its official seal (only if such exists),
the First Level Controller has to sign in the signature field.
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THE CORRECTION REPORT

The following chapter provides advice for the specific situation that might arise when the
correction of the already reported costs is necessary. Such situation may occur when the
reported costs have been already certified by the FLC and the Project Progress Report was
submitted to the JTS for the reimbursement and / or the Project Progress Report has been
already reimbursed.
According to the article 7 (1) of the Subsidy Contract “should on the basis of the controls
conducted by the authorised bodies be found that funds were taken in an undue manner in
excessive amounts, the Lead Beneficiary shall be obliged to reimburse these funds”.
The detailed procedure of informing about the ineligible costs which were certified and
reported is described in the General principles on the first level control for the South Baltic
Cross-border Co-operation Programme 2007 – 2013. The FLC inform the Partner and the
Managing Authority of the Programme about the costs found to be ineligible.
The MA informs the Lead Beneficiary about the need of paying back the amounts due. If the
costs found ineligible were already reimbursed by the Programme, the interest of 10% above
the baseline rate applied by the European Central Bank as of the day of transferring resources
back, should be added to the amount due.
The Lead Beneficiary should inform respective Partner and the request for payment should be
issued, starting the reimbursement procedure. After the due amount is reimbursed to the MA,
LB should inform the JTS about the corrected and reimbursed amounts.
The JTS prepares the pre-filled Correction report, which at minimum consists of;
o the list of expenditures, where all the corrected items from a previous Project
Progress Report are listed by the JTS, and the LB is asked to double check
listed items
o the part AR4 which LB is asked to fill it in.
o the parts FR3 and FR4, in which the amounts spent, but found ineligible can be
allocated to the ineligible budget of the project.
o Parts FR1 and FR2 which display the changes in eligible spending made via
the Correction report
o Parts Cover Sheet and Confirmation
The accrued interest should not be revealed in the Correction report.

After the Correction report is filled in, it has to be submitted to the JTS in electronic version,
to the email address; report@southbaltic.eu.
The Lead Beneficiary should inform all the relevant Partners about the correction, and the
copy of the Correction Report should be distributed and further filed for the proper audit trial.
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.
The Confirmation part should be signed by the Lead Beneficiary and scan of the signed
document should be provided to JTS.
In case the Partner reports are pre–filled by the Lead Beneficiary for project partners, the
Lead Beneficiary should remember to amend the values of costs spent until now, and the
remaining eligible budget.

43

South Baltic Cross-border Co-operation Programme 2007-2013

7.

Guidelines on reporting, 21 March 2012

THE FINAL PROGRESS REPORT

The final Progress Report acts as the request for the final payment to the project. The report
can cover the last reporting period “regular” implementation costs together with the costs of
the project closure or the costs of the project closure only
The costs of the project closure might occur even after the end date of the project
implementation, until submission of the final report to the JTS.
Only the costs of the Component 1 (management and Coordination) are eligible as the costs
of project closure. The costs of closure can only be reported under all budget lines.
The final Progress Report consists of the ordinary Project Progress Report form and the
additional parts. There are three additional parts in the final report;
1. Results indicators
This part is dedicated to the description of the results achieved during the overall project
implementation.

The first 5 columns and the 7th column are pre-filled by the JTS basing on the Project
Progress Reports and on the Application Form of the project. The LB should fill in the
column “Value after the project” and the two last columns.
2.

Evaluation
This part of the Project Progress Report is a part in which the LB is asked not only to self
– evaluate the project implementation, but also to give opinion on the Programme rules,
procedures, and cooperation with the Programme structures.
The part of the report is divided into the following sub-chapters;
a) technical project implementation;
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b) thematic work;

c) cross- border impact

d) local / regional impact;

e) relations to the EU Strategy for the Baltic Sea Region;
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The last chapter of the report consists of some additional question;

The LB has to submit the final report to the JTS within 120 calendar days from the end of the
project implementation period (the date is defined in the Subsidy Contract).
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FURTHER ADVICE AND SPECIFIC PROBLEMS

The following chapter provides advice for specific problems that might arise when filling in
the reporting templates and organising the project-internal reporting process by the Lead
Beneficiary. Please have a look to this chapter with each report, as it is updated and extended
by the JTS with every report with reference to the experiences of the previous reporting
round.

8.1.

Quality assurance of reporting within the project

Usually, the Lead Beneficiary, financial manager and project manager have a better overview
about the project structure and are much more familiar with the programme rules. In order to
avoid unnecessary mistakes and misunderstanding on the side of the partners when drawing
up the Partner Progress Report, it is therefore recommended that the Lead Beneficiary
establishes a system for quality insurance in the project-internal reporting. Especially the
following means proved to be necessary in effective in this context:
• Pre-checks of Partner Progress Reports: The Lead Beneficiary should pre-check the
filled-in reporting templates of the Partners before they are submitted to the First Level
Controller for certification. This can help to avoid time-consuming ping-ponging
between the Partner and the First Level Controller. Besides checking the correctness of
the Partner Progress Report in formal terms (e.g. if the right sheet has been used, if all
input fields have been filled in correctly, etc.), especially advice in the attribution of
costs to the budget lines and components can be of help for the Partners. The
Partnership Agreements provide the possibility to make the pre-check by the Lead
Beneficiary obligatory before the Partner Progress Report is submitted to the First Level
Controller.
• Check of the formal correctness of First Level Control Certificates: Before the Project
Progress Report is submitted to the JTS, the Lead Beneficiary should check if the First
Level Control certificates of the Partner Progress Report and Shared Costs Templates,
which have to be attached, are formally correct. Especially the following aspects should
be checked:
o The valid / right version of the certificate has been used (please mind that there
are different certificates for the Project Progress Report, Partner Progress Report
and the Shared Costs Template).
o The budget figures indicated in the certificate are identical with the amounts
integrated for the Partner in the Project Progress Report.
o All other data (e.g. name of the project, name of the Partner, name and position of
the First Level Controller, date of signing the certificate) has been completely and
correctly filled in.
o All the fields have been filled in, in case of no information is to be filled in (e.g.
no follow up verification of the on-the-spot check has taken place), the the
options “-----“ or “n/a” have been chosen so that all white fields are filled.
Please note that formal mistakes in the First Level Control certificates are the major
reasons for corrections in the Project Progress Reports and delays in the ERDF
reimbursement procedures. Corrections initiated by the Lead Beneficiary before
submitting the Partner Progress Report to the JTS can help to shorten the clarification
process with the JTS considerably.
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Sequence and timing of reporting and First Level Control

In the South Baltic Programme, reports have to be compiled and certified trice a year,
covering activities and costs of 6-months reporting periods. After the end of the reporting
period, projects have 70 calendar days for drawing up the reports and carrying through the
First Level Control. The reporting periods and deadlines for submitting the Project Progress
Report are as follows:
• Reporting period 1 Jan to 30 June > reporting deadline to the JTS: 9 Sept;
• Reporting period 1 July – 31 Dec > reporting deadline to the JTS: 11 March.
The process of preparing the reports and certification by First Level Controller has to be
organised within these timeframes. All First Level Control certificates have to be submitted as
originals from the Partners to the Lead Beneficiary, and then by the Lead Beneficiaries to the
Joint Technical Secretariat.
Furthermore, the following has to be considered that due to the absence of compulsory First
Level Control at project level in the South Baltic Programme:
• The compilation of the Partner Progress Report requires certified Shared Costs
Templates, as Shared Costs have to be acknowledged be the First Level Controllers
when certifying the Partner Progress Reports;
• The compilation of the Project Progress Report requires that all First Level Control
Certificates of Partner Progress Reports and Shared Costs Templates are in place, as the
Lead Beneficiary has only after the certification reliable data for compiling the Project
Progress Report and all certificates have to be submitted to the Joint Technical
Secretariat together with the Project Progress Report.
This implies that the certification process has to follow the sequence Shared Costs Template –
Partner Progress Report – Project Progress Report (if the project decided for the optional First
Level Control at project level), and that clear deadlines have to be defined for compiling the
reports by the Partners and issuing the certificates by the First Level Controllers. These are to
be settled by the Lead Beneficiaries in the Partnership Agreements.
The general recommendation for the respective time frames is as follows (see also figure 1
below):
• The Shared Costs Template should be certified by the First Level Controller of the
Implementing Partner until 10 days after the end of the reporting period at the latest.
This might imply that the preparation of the Shared Costs Template by the
Implementing Partner and submission to the First Level Controller should take place
until 5 calendar days after the end of the reporting period, preferably already during the
reporting period (if the cost structure allows for that)
Example: The only item to be shared is the 6-monthly invoice of the external project
manager. If this invoice is issued and paid e.g. one month before the end of the
reporting period, the certification is the Shared Costs Template can be started
immediately after the payment and finished before the end of the reporting period;
• The Partner Progress Report should be certified until 50 calendar days after the end of
the reporting period at the latest. In order to assure this, the Partner should submit the
complete set of necessary documents to the First Level Controller 10 calendar days after
the end of the reporting period, i.e. immediately after the Shared Costs Template has
been certified (if costs sharing is applied). After this, the First Level Controller,
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therefore, would have 30 to 40 calendar days for verifying the expenditures and issuing
the First Level Control certificate;
• The compilation of the Project Progress Report (incl. optional certification by First
Level Control) and submission to the Joint Technical Secretariat should be scheduled
with further 20 calendar days. This period ensures an appropriate time for aggregating
the data and drafting the summary activity report, as well as a buffer in case of
difficulties in the delivery of the Partner Progress Reports and First Level Control
Certificate or needs for corrections.
As the deadline for submitting the Project Progress Report is fixed, delays in one part of the
process would have to be compensated in other parts. This requires proper communication
and cooperation between all parties involved.
Figure 1: Timing and sequence of reporting and First Level Control
FLC / certification of
Shared Costs Templates
- only Implementing Partner(s)
- verification of shared costs

FLC / certification of
Partner Progress Reports
- all Partners, incl. Lead Beneficiary
- verification of non-shared costs
- acknowledgement of shared costs
of each Partner on the basis of
certified Shared Costs Templates

Shared Costs Partner
Template
Progress Report
10
40
calendar days
calendar days
End of
reporting period

8.3.

Project
Progress Report
20
calendar days

< 70 calendar days >

Deadline for submitting the
Project Progress Report
to the JTS

Delayed delivery of Project Progress Report

Meeting the deadlines for submitting the Project Progress Report to the JTS is defined in the
Subsidy Contract as necessary prerequisite for the payment claim. In case a project cannot
meet the deadline, therefore, the Lead Beneficiary is obliged to contact the JTS immediately
as soon as a delay seems inevitable. The JTS will then search in dialogue with the Lead
Beneficiary for a solution case-by-case.
So far, the main reasons for delays in the submission of the Project Partner Reports are
• insufficient planning and preparation for reporting and First Level Control at the partner
level, and
• delays in the certification of Partner Progress Reports in centralised First Level Control
systems.
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According to the Lead Beneficiary Principle (see Programme Manual, chapter 5.3. for further
information), it is the responsibility of the Lead Beneficiary to organise the reporting process
within the project. It is therefore expected that the Lead Beneficiary advises the Partner on the
requirements of reporting and First Level Control and assists them in fulfilling their
obligations and meeting the deadlines, as well as to overcome difficulties.
Please note that a delayed delivery of the Project Progress Report can be accepted only as an
exception in well-justified cases and upon prior notification and approval by the JTS.
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JOINT TECHNICAL SECRETARIAT
South Baltic Cross-border Co-operation
Programme 2007-2013
Al. Grunwaldzka 186
80-266 Gdańsk
Poland
Phone/fax +48 58 761 00 30
E-mail: southbaltic@southbaltic.eu
www.southbaltic.eu

Managing Authority
Ministry of Infrastructure and Development of Poland
Territorial Cooperation Department
ul. Wspólna 2/4
00-926 Warszawa
www.mir.gov.pl
www.funduszeeuropejskie.gov.pl

Part-financed by the
European
Union
(European Regional
Development Fund)
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