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Checklist – Progress/Interim/Final Narrative report
	Dear Beneficiary, we understand your needs and would also like to speed up the verification process, which is why, before submitting the Progress/Interim/Final Narrative Report, we recommend you to use this checklist as a self-verification tool prior to the submission of the report. 


Project report identification   

	Project title and acronym
	

	Project eMS code
	BSB……..

	Project progress report number
	


Part A – Administrative check
	No
	Administrative criteria
	Yes
	No
	NA

	A.1
	The report is submitted by the LB by the set deadline
	
	
	

	A.2
	All sections/fields in the eMS are filled in with the required information and the degree of details is similar with the one depicted by the application form / Grant Contract
	
	
	

	A.3
	All partners filled in their individual contribution to the project’s overall progress
	
	
	

	A.4
	“Supplementary Information” section is filled in or updated 
	
	
	

	A.5
	The described activities are within the reporting period

corresponding to the defined periods within the e-MS system. If not, the delays are mentioned.
	
	
	

	A.6
	The progress reported is consolidated at project level.
	
	
	


Part B – Quality check
	No
	Monitoring questions
	Yes
	No
	NA

	B.1
	General information on project’s implementation
	
	
	

	B.1.1
	Highlights of main achievement are cumulative (overview from start of the project to the current period), clearly described, and understandable for non-specialists.
	
	
	

	B.1.2
	Description of actions related to synergies with other initiatives/projects, details on capitalisation activities are included in the report (this information must be filled at least at final report).
	
	
	

	B.1.3
	The project website (if existing) is up to date. 
	
	
	

	B.1.4
	The LB has identified problems in the project implementation and reported them in the Section Problems and solution found 
	
	
	

	B.1.5
	Adequate follow-up of all outstanding/ open questions/recommendations of the previous Monitoring visit Reports and/or JTS action plans are provided (where appropriate).
	
	
	

	B.2
	Detailed reporting for activities
	
	
	

	B.2.1
	The progress on outputs, activities and their deliverables are clearly described in a style of press release and understandable for all activities. 
	
	
	

	B.2.2
	The Outputs/activities/deliverables are realized according to their schedule and correspond to their description of the Work Plan in the last approved version of the application form in eMS and, in case of deviations, those are detailed and explained in the dedicated sections.
	
	
	

	B.2.3
	Reported output indicator/s values are in line with the reported project progress. 
	
	
	

	B.2.4
	Progress of the investments (if applicable) is clearly described, and appropriate evidence is attached (pictures, videos)
Information about the real progress of works or delays/reasons for delay, estimate about duration and a schedule for recovery are provided in the report.

Information on the progress of obtaining building permits and other relevant documents (e.g. execution details, authorisations, approvals, drawings, consents) are provided in the report.
	
	
	

	B.2.5
	Target group involved in the implementation of the activities during the reporting period is progressing well towards its targets. The reported progress/ numbers can be objectively demonstrated 
	
	
	

	B.2.6
	The description of problems is clear and complete and the adopted/proposed measures are suitable to overcome the problems.
	
	
	

	B.2.7
	The project’s contribution to the horizontal principles during the reporting period is detailed within the project report (positive/neutral/negative effects, if the case, are mentioned and well-described).
	
	
	

	B.2.8 
	Elements of ensuring sustainability as proposed in the Application form were mentioned (in case of final report).
	
	
	

	B.2.9
	Good quality pictures of equipment/supplies procured/installed/made operational during the reporting period are attached. 
	
	
	

	B.2.10
	Equipment/goods are labelled with the Programmes’ visibility stickers.
	
	
	

	B.2.11
	The mandatory annexes as defined by PIM and Grant contract are uploaded under appropriate sections:
· Declaration Lead Beneficiary/Beneficiary (PIM -Annex no.1)
· Updated procurement plan (PIM- Annex no.7)
· Documentary evidence of outputs and deliverables;
· Good quality photos taken during events (meetings/training sessions/workshops/conferences/fairs, PSC meetings) organised by the project; 
	
	
	

	B.3
	Visibility checks
	
	
	

	B.3.1
	Implementation details about the visibility actions undertaken by the project during the reporting period are described and they are compliant with the grant contract provisions.
	
	
	

	B.3.2
	During the reporting period, rules provided by the Communication and visibility manual were followed 
	
	
	

	B.3.3
	The audio-visual productions are uploaded in the eMS final report or a link to the source where published is provided 
	
	
	


PAGE  
4

[image: image1][image: image2.png][image: image3.png]** %
* *
* *
* *

* ok

Programme funded by
FUUROPFAN UNION



