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TECHNICAL PART

I. Introduction

Provide an executive summary (show overall progress) of your report highlighting:
• The main activities that have been implemented.
• The main results achieved.
• Difficulties encountered.

II. Implementation of Activities versus Work Plan and Logical Framework

• Ensure that the activities are consistent with those indicated in the work plan and logical framework relevant to that period. Highlight and justify any divergence.

Describe:

• The activities implemented in relation to the activities described in your work plan and logical framework.
• Quantify activities and outputs where applicable, according to the logical framework and the objective verifiable indicators included.
• Explain any divergences between planned and actual activities.

• Describe the actual resources used compared to planned.

• Highlight any changes to the logical framework, if any.

III. Partnership

Information on the functioning of the Partnership should be provided here:

• What has been the main role of each partner in implementing the activities described?

• What have been the main strengths and weaknesses of the partnership during this period?

• Describe any problem faced and how you have overcome the obstacles.

IV. Methodology and effectiveness

Describe the methodology applied and if any change has been produced from the initial methodology proposed:

• Management structure, showing current management capacity and technical expertise.

• Any changed needs or circumstances that have forced a change in management approach and the methodology.
FINANCIAL PART

Project Budget EUR:





Funds Disbursed by Commission to date EUR:


Expenditure Incurred by Project to date EUR:

The Financial Section of the Interim Reports and of the Final Report has to be presented as a breakdown of expenditures in a table format. 
This breakdown of expenditure should specify how the financial resources

foreseen in the budget of the contract were used to carry out the activities described in the technical section of the report. 
It must be laid out in such a way as to allow comparison between the means envisaged and the means actually employed. 
The report shall cover the Action as a whole, regardless of which part of it is

financed by the Contracting Authority.

The template provided is an Excel document that should facilitate the preparation of the financial section of the reports and a fictitious example is provided illustrating some of the cases you might encounter. 
This template will have to be adapted in accordance with the specificity of your project’s budget. In general, it will consist of:

• A Summary: Summary sheet that provides the overall picture for the period covered and the preceding periods (in the case of the final report, this will reflect the entire duration of the project).

• Annexes:

(1) One sheet per budget heading (in accordance with the headings in your contract) that provides the detail of the actual expenditure per heading for the period covered. In the template (Annex 5B standard template), these sheets are referred as Annexes A to F. In addition, a sheet (Annex G) is attached which provides data related to the expenditure versus income per partner institution and per year.

(2) One additional document providing explanations and justification on any discrepancy that may have arisen as well as a brief reminder of the reallocation made within budget headings and between budget headings (if any) following the 15 % rule (refer to point 6.4.2 of the Key Note to Beneficiaries) during the period under review.
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