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PARTNER REPORT



* Additional report shall likely be asked in this period or in case of de-commitment risk 

Reporting periods

Reporting 
periods

are 
indicated

in the 
approved

AF

«Define
periods» 
section

Reporting period Time frame Reporting date

1st period Project Start date - 30 June 2020

(up to 6 months)

30 September 2020

2nd period 1 July  – 31 December 2020

(6 months)

31 March 2021

3rd period 1 January – 30 June 2021

(6 months)

30 September 2021

4th period 1 July  – 31 December 2021*

(6 months)

31 March 2022

(including final report)

5th period 1 January – 30 June 2022* 

(more than 6 months in case 

project started later than January 

2020)

30 September 2022



Partner Report: Project Partner’ tasks

The FLC checks the report and issues the certificate 
of the expenditure  via eMS

Drafts its partner report in eMS, providing information on the content side of project 
implementation

Collects all incurred expenditure and related proof of evidence and upload in the 
List of expenditure section. 
Provide PP declaration / request for reimbursement (to be uploaded in the 
Attachments section, template available in the ADRION website. 

Submits partner report to FLC via eMS

Partner report MUST be sent to FLC within 10 days following the end 

date of reporting period: 10 July for 1st reporting period!

Start 
preparing 

your report 
well in 

advance



Partner Report: how to start  

Once PP is assigned with partner role in eMS, PP can: 
 access reporting section; 
 create its partner report for each reporting period; 
 create report 0 if it was involved in preparation activities.

If PP has realized no activities or has paid no expenditure, it must create a partner 
report EUR 0, to be validated by the FLC (except for preparation costs).  



Partner Report: summary, project outputs

Partner report is focussed on activities implemented throughout the reporting period

Pay attention
to start and 
end date of 

report

Provide 
description and 

documents 
attesting PP’s 

contribution to 
outputs



Partner Report section: Rarget groups reached

Provision of: 
 Documents attesting the effective involvement of the declared target groups (e.g. 

agenda, minutes, signature list of a meeting /event etc.); 
 Upload documents in the Attachments section or at deliverable level; 
 Information (quantification) on male and female participation as GENERAL PUBLIC.
NO visits to project website or distributed promotional material (leaflet etc.) are 
accepted!
Respect t.g. categories included in the approved AF !

Information on 
target groups 

effectively and 
actively involved in 

the project, 
reliable 

quantification, 
supporting 
documents



Partner Report: reporting per WP

Information on state of implementation of each implemented deliverable
Provision of documents attesting contribution provided at deliverable level!

Respect of approved work plan and time plan!

Information on 
contribution to 

implementation of 
activities and 

problems 



Partner Report: List of Expenditures

FLAT RATES for 
Staff /Office & 
administration 

are 
automatically 
calculated by 

eMS

Supporting documents must be uploaded for 
each inserted expenditure (invoices, public 

procurement docs etc. ref. To Implementation
Manual)

IPA Partners funded with ERDF fund must click  
here when inserting each expenditure

Currency is 
automatically 

converted into EUR 
using the monthly 

currency conversion 
rate applicable at the 

moment of PR 
submission



- The expenditure was paid after the end of the reporting period, was not included 
in the PP request for reimbursement and not processed by the FLC; 

- The certificate was issued by the FLC after the time limit set by the programme for 
including it in the concerned project report;

- The verification was pending in relation to the contradictory process between the 
beneficiary and its FLC; 

- Verifications by the FLC and/or the MA/JS were pending following the outcomes of 
controls and audits carried out at programme level.

Partner Report: expenditure of activities related to previous reporting period 

Partner report can include expenditure of activities related to previous 
reporting period only in the following cases:  



Partner Report: Contribution And Forecast

PP is asked to: 
 forecast spending for 

the following reporting 
period (not 
mandatory) 

 confirm the amount of  
financial contribution 
(15%); 

 confirm /modify 
source of co-financing  
included in the AF.

NAME of the PP



Partner Report: Attachments, Personal data attachments

Section devoted for sensitive 
information or data (e.g.: contracts, 

pay slips) 

Names of 
uploaded files 
must be clear 

and fully 
comprehensible 

PP is allowed to 
open and close

Attachments
section



Partner Report: submission

1° step: 
check the 

saved 
report

2° step: 
Report 

submission
must be 

completed
within 30 
minutes 
from the 

check

Once the project report is submitted, it:
- can’t be modified anymore; 

- is submittedto the assigned FLC, which can request additional integration. 



Partner Report: state of validation

ATTENTION!
The expenditure 

considered as 
ineligible is deducted 

by the FLC!

FLC CERTIFCATE includes: 
 information on the controls performed;
 description of findings; 
 conclusions and recommendations;  
 follow up measures for the next partner 

report; 
 quality of the report.



Partner Report: flow and timeline

PP 3 report documentation

Controller 
validation

Upload on eMS

PP 2 report documentation

Controller 
validation

Upload on eMS

LP as PP1 report 
documentation

Controller 
validation

Upload on eMS

Certificate of 
expenditure 

Certificate of 
expenditure 

Certificate of 
expenditure 

Lead 
Partner 

DEADLINE!  
Submission to the 
FLC within 10 days 

from the end date of 
each reporting 

period!

FLCs needing almost
3 months to 

complete validation
of expenditure

CERTICATE to be  
issued within

reporting deadline (+ 
3 months from the 

end date of reporting 
period – e.g. 1° r.p.: 

September 2020) 



PROJECT REPORT



Content and finance reporting: 

Content report 

Feeding indicators

Inform on the progress of 
activities implementation 

Inform on outputs, deliverables 

Eventual deviation/delays 
encountered

Finance report

Advancement of expenditure

Project and PP/LP partner 
performance

Finance performance at ERDF 
and IPA level (not based on 
total project budget)

Project Report

Define
deadline for 

receiving PPs’ 
contributions

in time!



Project Report: Report section 

Section REPORT requires to 
provide DETAILED information 
and data on:
 Main project achievements

from the start of the project; 

 Level of achievement of 
project specific objectives; 

 Level of achievement of 
project main ouputs; 

 Reached target groups; 

 Problems and solutions found;

 Descrition on implemented
horizontal principles. 



Project Report: Work packages section 

Workpackage section requires to 
provide DETAILED information at
WP level on:

 Overall description of progress 
achieved in the current
reporting period and 
contribution provided at PP 
level at WP level; 

 Encountered problems/      
deviations/delays and 
identified solutions; 

 Level of achievement of 
planned outputs (uploading of 
relevant docs);

 Status of implementation of 
each deliverables (uploading
of relevant docs). 



Project Report: Certificates

 Financial reporting is compiled automatically by the system 
based on available FLC certificates included in the project report 
by the Lead Partner; 

 The financial report shall contain only that expenditure duly 
validated by the FLC.

Do not 
forget to 
click on it



- The LP ensures that expenditure presented by the other PPs has been verified by the 
appointed FLC and correspond to the planned activities reported in the AF (art 13.2 c) of 
Regulation No 1299/2013); 

- A declaration duly signed and dated by the LP legal representative, attesting that 
aforementioned controls in accordance with art. 6 of the subsidy contract have been performed; 

- In case of persistent doubts on what declared by one PP, the LP may decide not to include that 
specific expenditure in the request of payment, ensuring the deduction of that item of 
expenditure from the controller report.

Request for payment

The LP is responsible for submitting  the declaration /request for payment, 
which  includes the eligible validated amounts based on FLC certificates (to be 

uploaded in the attachments section).

Template available in ADRION website



Payment flow

Project partners

Lead partner 

PP/LP submit via eMS report and
proof of expenditure to the national
controllers for validation

FLC

FLC submits via eMS the
validation of documentation -
certificate - related to incurred
expenditure

MA/JS

LP submits project report and
request for payment to the
MA/JS

Reporting Payment 

MA/JS performs the required
verifications and pays the LP the
claimed ERDF/IPA II amounts

The LP ensures that PPs receive
the total amount of their
respective share of ERDF / IPA II
funds without delay and in full.


