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Interim report

8.10.2019

• Description of first implementation year -
both operationally and financially.

• Narrative report
• Financial report
• Annexes



When to report?
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• Schedule in payment and reporting plan
• Interim report within one month of the end of reporting  

period
• Payment request and expenditure verification report 

within three months of the end of implementation 
period



How to report?
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• Clear and consistent presentation
• Simple enough 
• Plain text
• Divide text with subheading where possible 
• Honesty



Example:
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“All the planned activities has been implemented”

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

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



Content of the interim report
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• Summary
• Work Plan
• Indicators
• Communication and visibility



Summary – four parts
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• Description of the implemented project activities
• Financial situation
• Challenges
• Cooperation between partners – Lead partner´s view



Work plan 
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• More detailed description of the progress by each 
Work Package

• Update information related to status, roles and 
schedule
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Indicators
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• Update realized cumulative
values by the end of reporting 
period.



Communication and visibility
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• Description of implemented communication and visibility 
activities

• Description of target groups
• Description of completed communication outputs and 

results
• List published material during implementation period
• Links to project related sources



Interim report – narrative part
• Annexes:

– Partner´s assessments

– Communication and visibility indicators and outputs form

– Financial report Template

– Lists of attendees of seminars and other events organised by the project
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Templates on programme´s website
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Partner´s assessment
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Communication and visibility indicators
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Interim report – financial part
• Consists of several spreadsheets

– Financial reports of the lead partner and each of reporting partner
– Consolidated financial report filled in by the lead partner
– Realised finances

• Content may not be locked and formulas may not be removed or 
changed.

• Financial report will be attached to the interim report as a .xls file.
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Financial report
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Financial report

8.10.2019



Submission of the interim report
• Electronically in PROMAS

• Remember the annexes
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Processing of reports
• Contact person in operational unit checks

– Narrative report
– Financial report

• Financial unit checks
– Financial report and expenditure verification report
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Operational unit checks:
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• The costs are mentioned in the project budget.

• The costs are related to project plan.

• Staff members in the budget are mentioned also project summary in PROMAS.

• Only travels of staff members are included in travel costs.

• Possible changes made to the budget are acceptable.
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Information in personnel list
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Information in the project budget
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Purchases
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Purchases in PROMAS
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Approval of the interim report
• Prerequisite for the interim payment

• After OU approval financial unit start their checking process

-> Payment order
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Partner change in PROMAS
• Needed when adding or removing partner 

• To be done before contract addendum

• Coming soon!
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Quiz
• www.menti.com

• Code 19 03 38
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Спасибо за внимание
Kiitos huomiostanne

8.10.2019


