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HOW TO REPORT

v

Joint progress report

N

Activity Financial
report report

020

LP collects information from all
partners via partner reports

Progress report to be submitted
by LP to JS every 6 months

Reporting of project progress
and achievements (outputs and
deliverables)

Reporting of expenditure
(including certificates of
expenditure) and payment claim
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HOW TO REPORT - PRACTICAL HINTS

% Organise the work among partners, make use of WP
leaders

@ Set specific internal deadlines
% Collect information via partner reports in eMS

\/ Ensure time for quality check (partner and project
report)

E’ Think ahead (don” t wait for the last minute)
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A REPORT SHOULD BE...

Consistent Transparent Concrete
Terminology should be It should provide clear It should explain who did
aligned with the one information and detail what and how and give
used by the programme on the progress and evidence

and in the application achievements
form

— -
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HIGHLIGHTS OF MAIN ACHIEVEMENTS iiterreg B
- SUMMARY CENTRAL EUROPE ez

A - Joint progress report B - Reporting per work package C - Certificates of expenditure D - Joint H I n tS

Joint progress report
Period 2 - 01.12.2016 - 31.05.2017

= Style of a news

= Prepare it in
Highlights of main achievements (summary) CO 0 pe ra.tl O n W i t h
Please describe the project progress which was achieved up to the current period. In particular, please highlight if specific objectives andior outputs were reached and exp
The summary should highlight main achievemenis, and be understandable for non-specialists. Please wnte in a style of press release. C O M m a n ag e r'
“A B I U ae x, x| % = 1S sEl====

=  Cumulative info on
key achievements

= Focus only on
content, not on
management issues

-
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PROJECT SPECIFIC OBJECTIVES Interreg

ACHIEVEMENTS CENTRAL EUROPE {5
Hints
Project specific objectives )
= Refer to the project
:pr:rl'll::f:; Level of achievement Explanations SpeCIfIC ObJ eCtlveS
eplectives (as in the AF)
- = Drop down menu for
Objective - - )
e = — selecting level of
] .
Fully achieved aCh ieveme nt
cvpecive. | 10T T - Indicate the
o to & minor degree

not achieved cumulative progress
achieved so far

3-
e b ’ - Give a concise and
clear explanation

= Be consistent with
the work progress
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PROJECT OUTPUTS ACHIEVEMENT

Project outputs achievement (cumulative)

Programme output indicator

5.0.2.1 - Number of strategies and action plans
developed and/or implemented for improved energy
efficiency and renewable energy use in public
infrastructures

5.0.2.1 - Number of tools andlor services developed
and or implemented for improved energy efficiency
and renewable energy use in public infrastructures

5.0.2.1 - Number of pilot actions implemented for

improved energy efficiency and renewable energy
use in public infrastructures

8.0.2.1 - Investment

Output
indicator
target

10.0

40

20

20

Output indicator
values reported
so far

1,00

0,00

0,00

0,00

Qutput
number

T111

T231

T1.21

T21.1

T2.21

AR R

1211

Quiput title

Strategy
OBasdlkfoasldkf

Output transnational
strategy

Action Plan
adsfkoaslkdidaslki

Qutput Tool

Output Pilot actions

Investment ITALY

Invesiment SLOV

Output Planned
quantification delivery
(target) month
9,00 Mai 2017
1,00 Jan 2019
1,00 Mrz.2017
3,00 Jul.2018
8,00 Jan.201%
1,00 Jan.2018
1,00 Jan.2013

Achieved so far (cumulative
for the entire project
including current period)

1,00

0,00

0,00

Level of achievement
{culmulative for the entire
project including current

not started

not started

not started

not started

not started

not started

not started

period)

HILCTIITYy

European Union

CENTRAL EUROPE iz

Hints

Automatically
generated overview
table

Shows cumulative
Information on
outputs as reported
In the work plan

Helps LP to monitor
project progress
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ADDITIONAL RESULT INDICATORS Witerirey

European Union

CENTRAL EUROPE iz

Hints

= Result indicators and
targets (as in the AF)
I N — are listed

600

Project Result Indicators

= Provide a
guantification of
———— — — indicators reached in

- = - the current period

||||||||

EE BE BE
B 8 BB

g
2
E

= Give a concise and
clear explanation on
the reported number
(include reference to
activity or
deliverable number)

_F
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ADDITIONAL RESULT INDICATORS

Thematic result indicators

= Institutions adopting new and/or improved strategies and action plans
= Institutions applying new and/or improved tools and services

= Funds leveraged based on project achievements

= Jobs created (FTE) based on project achievements

- Trained persons See definitions as
‘ included in the
Communication result indicators implementation manual
chapter B.3

= Unique visits to the project website (digital reach)
= Participants at project events planned in WP C (physical reach)

= WP C event participants satisfied with information provided (satisfaction with
information)

= Joint communication activities implemented with external stakeholders
(external cooperation)

@9 TAKING COOPERATION FORWARD 1




ADDITIONAL RESULT INDICATORS

DO s and DON Ts

v

o

Realistic and transparent quantification

Based on accomplished outputs, deliverables and activities -
explicit reference to be included in the related textbox

Ensure compliance with indicator definitions

Aggregate figures provided by partners after a thorough
quality check

Keep in mind the set targets and monitor the progress

Ensure that no multiple counting occurs, e.g. between
periods and partners

1
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RESULT INDICATOR QUIZ

— i
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TARGET GROUPS REACHED iierreg

CENTRAL EUROPE i

Hints

= Categories of target
groups and target

ki i values (as in the AF) are
IIIIIII = Tanget value :::E‘j.:'::‘;.:;“::hmw ;Ermx;m Explanation of provided quantiication Descriplion of W targel Group involvement i:':?j‘:::%ﬂmw I i Ste d
Rl g 1002 00 o0 I

= Quantify each target

- — — 1 - group reached in the
————— e | - | - — — current period

h e | B = Give a brief explanation
i S = on the reported number

= Describe how each
target group was
involved (e.g. reference
to deliverable or activity
number, if applicable

-
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TARGET GROUPS

DO s and DON Ts

Reported figures should reflect only active involvement of
v target groups (e.g. trainings, interviews, pilot actions etc.)
but not general dissemination activities

Aggregate figures as provided by partners after a thorough
quality check

Consider only entities and not persons
Ensure a transparent quantification
Ensure consistency with project activities

Keep in mind the set targets

C;I No multiple counting of the same entity in the same or
different periods or addressed by different partners

@ - TAKING COOPERATION FORWARD | 15
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REPORTING PER WORK PACKAGE iiterrey

CENTRAL EUROPE gz

Preparation
wiy <: No reporting of activities needed

Linked to lump sum
request

Management Thematic work Communication
work package packages work package

WP M WP C

Management activities Content activities Activities related to
transfer of outputs

Investment
specification

Investments above |
15.000 € ﬂ
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REPORTING PER WORK PACKAGE -

SUMMARY

A - Project report B - Reporting per work package

C - Certificates of expenditure

D - Project report financial tables - E - Annexes

Involved partners

ABC({le irtn
be he cu in how partners were il
n work roups
ati s from
be reporti
h
Start-up activities
lllllllllllllll Delivi
Subsi

JJJJJJJJ

nnnnnnnn

i ontract signed between MA and LP

Hints

Clear summary of WP
progress and status

Describe involvement of
each partner

Explain how target
groups including
associated partners
were involved and how
they will further use the
outputs

Describe problems and
deviations (including

delays) and respective
solutions, if applicable

_F
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REPORTING PER WORK PACKAGE -
OUTPUTS

| of
Planned Cutput 2
Brofect output Ouputdescrighon  Programmeoulputindicalor  delvery  quanificaion (S reporting the current entire projec “‘" ation {outpul
month  (target) period ol period inchiging current acl sheet of
s Investment repart
period)
Sed vilae bibendum purus. Pellentesque habitant morbi irstique senectus of
nélus ¢l malesuada fames ac Wrpis eQestas. Integer WClus, HCIUs at Wlamcorper 0.2 - Numiber of stratégies and
1.1 Strateqy maolestie, orc risus convallls nunc, et porta fells kectus nec tonor, Etam felius action plans developed andior [r—
s — Illﬂ!,m:ulh 2 blandit vel, vestibubumn 8¢ uma. Nunc saplen ante, vehicula ki Impbemented for improved energy Makz01 00 o gtaned 1 # Upload
artor u o
ern -, L
tomgsetec
witas Proceecing 3Ccoroing 10 work plan
s ot penind schecule
4.3 Action Plan stie, orch risus convalll [ s
sdsikbasikdiasikl |, aculis 8w Dlandit vel, vestibubum ac uma. Nunc sapien ante, vehicula i Impbemented for improved energy MrzamT 100 0.00 e Woad
u it ut feugiat fells, a vehicula lectus. Etiam eMficiency and renewabie energy
pasuete sed puries of mollis. Anean sagittes soliciiudin o0k vilse fermentum, s in pubic infrastuctares
Vivamus pha

Reporting of outputs only applicable for thematic work
packages and investment specifications

~C000D

Hints

Planned outputs (as in
the AF) are listed

Indicate for each output
its current level of
achievement (drop down
menu)

Quantify the outputs
finalised in the current
period

Only for finalised outputs
- upload output
documentation (output
fact sheets)

]
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OUTPUTS ierrey

European Union

CENTRAL EUROPE Gieniewen

Types of outputs

B X <9 27

Strategies and

) Tools Pilot actions Trainings Innovation
action plans J

networks (only
SO1.1)

See definitions as included in the implementation
manual chapter B.3

- ‘I

L

—
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WHAT IS AN OUTPUT FACT SHEET?

Hints

Finalised outputs have to be documented within an “output
v factsheet” (templates tailored to each output type)

Presents complementary (summary information) to the
deliverable reflecting the final stage of the output

One output factsheet per output - presenting the
achievements

Example:
Outputs: 4 action plans developed for 4 central European cities
- to be documented within 4 output fact sheets

@9 TAKING COOPERATION FORWARD 21




OUTPUT FACT SHEETS iterrey

* ok
European Union
CENTRAL EUROPE iz
eeeeeeeeeeeeeee

Structure iierreg
= Summary description
_ OUTPUT FACT SHEET
= NUTSs region(s) concerned Strategies and action plans

- Expected impact and benefits for the
territories and target groups :

= Sustainability and transferability el ptar PP e

=  Lessons learned and added value of TN
COO p e ratl O n Summary description af the strategy/action plan (developed andier implemanted)

= References to relevant deliverables and
Web-links dhax. 2000 charmiors

— b
@g TAKING COOPERATION FORWARD 22



REPORTING PER WORK PACKAGE -
ACTIVITIES AND DELIVERABLES

Start-up activilies

Subelisy Conlract signed Subsily contract signed between MA and LP

Upload doliverable documentation

Partiership Agrsment signed

Upload deliverable documentation

Ensure consistency regarding the level of achievement/
status for the different levels (specific objectives,
outputs, activities and deliverables)

Hints

Planned activities and
deliverables (as in the
AF) are listed

Indicate for each
activity and deliverable
Its current status (drop
down menu)

For deliverables include
a concise explanation
on the progress

Upload only finalised
deliverables

_F
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WHAT MAKES A GOOD QUALITY
DELIVERABLE?

Hints

v

Building on existing knowledge, practices and lessons learnt
Clear contribution to achievement of an output

Comprehensive documentation of performed activities and
their outcomes

At least executive summary in English (in case of use of
national language(s))

Thorough quality check by the WP leader and the LP

Proper layout and compliance with publicity obligations,
consistency of number, title (with AF) and file name

Presenting value for money

_F
@g TAKING COOPERATION FORWARD
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OUTPUTS AND DELIVERABLES

Recommended file name indexing

Deliverables:
CExx acronym Dxxxxx short title_date

Output fact sheets:
CExx acronym Oxxxxx short title _date

Investment report:
CExx acronym Ixxxxx short title _date

o @e TAKING COOPERATION FORWARD 25



HOW TO DOCUMENT MEETINGS? iicerreg

Management meetings
(e.g. steering committee,

4

coordination)

Minutes of meeting:

Qe

Date and place

Represented partners and
participants

Main points of discussions
Conclusions/decisions
Relevant annexes, if applicable

CENTRAL EUROPE Gieniewen

Stakeholder
meetings/events

S == Summary:
= Date and place

= Number and types of
participants/target groups

= Topics tackled and links to
deliverables, outputs

= Expected effects and follow up

= |f relevant, annexes: e.g. pictures,
media coverage web-links etc.

_l -
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INVESTMENT SPECIFICATION

A - Project report B - Raporting per work package

Investment spec
Hr. Title Start date
" Investment Salsdkiclo Feb.204T
Involved parmners
Abbreviation Nama
ABC Ministerio ABC{lead Panner)

C - Certificates of expenditura

End date
Jan.2018

Please describe the progress in the current reponing period and explain how parners were involved in the activites (who did what).

For thematic and communication work packages, please explain how target groups (and other stakeholders) were involved In the activities and development of the project outputs,

Status.
not staried

I applicabile, ploase descrile and justily any problems and devistions including debays fom the work plan as presented in the application form and the solutions found.

Programme
Pm’ec‘t Qutput descriplion outpul
apy maicatar
Sod yitye Dibendum purus. Pellentesque habitant mori Nsbigue senectus el netus et malesusada
"na fames ac turpis egestas. nteger luctus, lectus al allamcorer molestie, orc risus convallis nunc, eget 034
Invesiment porta fefis lechus nec tortor, Ftiam tellus som, iaculis eu blandit vel, vestibulum ac urma. Nunc sapien
ITALY ante, vehicula id tomor ul. placerat congue velit P tut feugiat fefis, a vehicula lectus. Ciam

posuere sed purus &1 mallis. Aenean sagiiis sollicitudin odio viiae fermentum, Vivamus pha

[Please describe the progress of activithes and deliverables achieved In the curment reporting period.

Ana

Activity Title
Investment mplementation

Start month
[FETET

Planned
delivery
manth

Jdan, H1E

End month
0zmg

Cutput

D - Project report financial tables

rpuanlification

(target)

E - Annexes

Expenditur - cunent moport

% of expendilure rmported 5o la

- €0,00 0,00 %
000 Chacsctars Hamaining
1000 Charassers Remaining
Achieved so far Achieved in Level of achievement Uipload autput

(IR PbiNg the currenl {odiet
penod not Aod entire project inchuding fact sheet of investment

inaciisded) P current penod) repar)

non gl - #) Uplaad

Status

iilerrey

European Union

CENTRAL EUROPE Gieniewen

Hints

Only iIf investment
specification has
been foreseen in the
AF

Similar reporting
structure as other
WPs (but no
deliverables)

]
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REPORTING ON INVESTMENTS

Hints

Clearly describe the current status of implementation
v Highlight delays and potential risks for successful realisation
Investment to be considered as output

Report accompanying activities under the linked thematic
work package (pilot action)

Upload investment report for finalised investment(s)
(programme template)

_F
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INVESTMENT REPORT Wierrey

*
European Union
CENTRAL EUROPE i
Development Fund

Structure

llll_l.l:_.'ll}:}-_-;-
= Investment description and technical

characteristics
. INVESTMENT REPORT
= |nvestment location

Investment number and title Vrsion 1

= Investment costs
= Ownership and durability

Responrible partner PP nams
and nusmbery

= TN effect and added value Linkes o0t con (rumser
- Expected impact and benefits for the R
territory and target groups, leverage of funds Gl e ot e A b r

embadding into the linked pilet action

= Compliance with regulatory requirements

en. LINEEDND chasctens pdwzeuding mn the sreesie=e=i ies s reished cestl

= Contribution to sustainable development and
horizontal principles

= References to relevant deliverables and web-
links

]
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WP COMMUNICATION

A - Project report B - Reporting per work package C - Certificates of expenditura D - Project report financial tables E - Annexes

Communication work package
Nr. T 5 &0 far
© - . gt stanl -

B0 Chur scbors Remiving
I applicable, please describe and justily any prodiems and deviations including delays from the work plan as presented in the application form and the solutions found.
+300 Chaeers Renainng
Communication objectives: What i6 the progress toward the communication oljectives as defined in the application form? The lvel of should Hawever, the &hould describa achievaments in this reporting penod.
Infiuence attitude and behaviour
Description Level of achievment
Sed vitae bdendum purus. F maorD tristique tus 81 netus fames ac turpls egestas. Integer luctus, 3 =
tus af ullamcorpes mokestie, s all ol porta Sl leches for. Eliam beflus sem, iaculiy eu blandd werslibubun
. N 63080 ande. v 1oor Wt 0aceral Gonous VeAL. Fraesent lfouaat s, 3 VaTiu i, E1AM aosur 5od s |
*planations _ Fully ach ved
0 & larpe cegree
03 minoe degees
not achiaved

Feaise awareness and increase knowledge

~C000

iilerrey

* *
*

European Union

CENTRAL EUROPE i

Development Fund

Hints

Indicate how far
communication
objectives have been
reached (level of
achievement and give a
short explanation)

Indicate for each
activity and deliverable
Its current status (drop
down menu)

Include a concise
explanation on the
progress of
deliverables

Upload only finalised

deliverables
- s
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IN CASE OF QUESTIONS PLEASE ADDRESS THE JS!

WE WILL BE HAPPY TO SUPPORT YOU DURING

PROJECT IMPLEMENTATION

-—' y il
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