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General instructions

This progress/final report is a part of the e-report. Therefore you need to upload it as an attachment to the e-report. Technical Progress Report submitted for the 1st and 3rd year have to be sent by email to EACEA-EPLUS-SSA@ec.europa.eu 
· The 1st Technical Progress Report covers the activities, results and expenditure of the  reporting period from M1 to M12.
· The 2nd Technical Progress Report covers the activities, results and expenditure of the  reporting period from M1 to M36 but focuses on the results achieved from M25 to M36 which were not covered in the Interim Progress Report.
· The Technical Progress Report is submitted by the Co-ordinator on behalf of all the organisations participating in the action. 
· The technical part and financial part of the Report should provide a detailed picture of the project and its progress during the reporting period as described in the original application. 
· Please note that the Agency reserves the right to terminate the Agreement in the event of non-submission of the contractually required report in accordance with article II.16.3.1 (c) of the General Conditions of the Grant Agreement.

Overview

This document comprises the following sections:
Guidance on reporting
The Progress Report:
1
Relevance 
2
Quality of the project design and implementation
3
Quality of the project team and the cooperation arrangements
4
Impact and dissemination 
Checklist for completeness of the Report

It is mandatory to complete all sections in full.

Guidance notes on completion of the sections are found within the sections themselves.
Guidance on reporting
The Technical Progress Reports are not covered by the eReport system. Please fill in the form and send it together with the financial report to EACEA-EPLUS-SSA@ec.europa.eu 
Purpose of the reports

Reporting on your project's progress and achievements is both a crucial and beneficial part of the project management process. The reports you are required to submit serve a dual purpose:

· For your own benefit and use. The reports are means of communication between you and your peers about the project implementation. In addition, reports allow you to share the knowledge created via the project at the disposal of a wider community.

· For the Agency's benefit and use. The assessment of the reports enables the Agency to take a decision on the continuation of the project. 

Reporting period

Reporting period and deadline for submission of reports is specified in grant agreement. A final report, covering the reporting for the entire project duration must be submitted at the latest two months after the end of the project. 

Instructions to complete the reports

Please note the following points before you produce and submit your report to the Agency:

-
You must use the appropriate reporting templates and financial tables provided on the Agency's website.

-
All sections and tables of the report templates must be completed.

-
The report should be written in the language that was used for application (English, French or German). 
-
The report should not be used as a means to signal major changes. These are subject to formal amendment requests that should be submitted separately, at any event, within a minimum of 30 days before the end of the eligibility period.
-
All the information has to be clear and comprehensive. Please avoid using the descriptions from the application of the project.

-
Guidance notes on completion of the sections are found within the sections themselves.
The report consists of a narrative,a financial parts and a Declaration of Honour:
· Narrative part

You will be requested to describe the project implementation in detail. 

· Financial part

You will be requested to present the financial aspects of the project implementation in detail. 

You must keep all supporting documents and records for a period of five years after the final balance of the grant is paid in case of audit. 
· Declaration of Honour
The Declaration of Honour has to be completed and signed by the Legal Representative of the Coordinator on behalf of the partnership. 
Related pre-financing payments
The Technical Progress Reports are used for collecting information about the progress of the projects and are not linked to the prefinancing payments. The data presented in the financial report is not used for analysis of financial information but for monitoring the progress of budget implementation.
Processing the Reports

This document will only be viewed and assessed by representatives of the Agency with in most cases the support of independent experts, to judge the project performance and decide upon the payment of the due part of the grant.

The report, products and outputs will be assessed by the Agency, where applicable, with the help of external experts, on the basis of the award criteria of the call and using a common set of quality criteria such as:

· The extent to which the project was implemented in line with the approved grant application;

· The quality of activities undertaken and their consistency with the project objectives;

· The quality of the products and outputs produced;

· The learning outcomes and impact on participants;

· The extent to which the project proved to be innovative/complementary to other initiatives; 

· The extent to which the project proved to add value at EU level;

· The extent to which the project implemented effective quality measures as well as measures for evaluating the project's outcomes;

· The impact on the participating organisations.

The final report will be evaluated on the basis of quality award criteria and scored on a total of maximum 100 points. The below table indicates the scoring approach:

	Title of the award criterion
	Maximum number of points for a criterion

	
	

	Relevance of the project
	25

	Quality of the project  implementation
	30

	Quality of the project team and the cooperation arrangements
	25

	Impact and dissemination
	20


Once the assessment is complete, the Agency will inform the project with an acceptance letter, on the evaluation results e.g. its decision and feedback on the project's progress and achievements.
Incompleteness of a report 

If a report is incomplete (for instance, some parts are missing or incorrect), the Agency may request that further information be supplied and provided through the submission of a new, updated version of the report. In this case, the period foreseen in the contract for payment will be suspended until the additional information has been received by the Agency.

Rejection of a report

In addition, there are a number of elements that are indispensable for the Agency to carry out an analysis of the report. The absence of any of these elements would render the Agency unable to assess the report and would thus lead to a rejection of the report until the missing information had been provided. The rejection letter is addressed to the beneficiary and mentioned the reasons which justify the rejection. The consequence is the application of the article II.24.5 of the grant agreement "Suspension of the time limit for payment". 

In case that a report is not complete and additional information needs to be submitted, the related payment is likely to be delayed. 

Reduction of the final grant in the event of poor, partial, or late  implementation or in the case of non-compliance with publicity obligations

The obligation to comply with the publicity provisions constitutes a substantial obligation and in case of failure, the Agency may apply a 20 % reduction of the grant initially provided for (see Grant agreement, Article I.10.6).

For the purpose of the Articles II.25.4 of the Grant Agreement, the Agency may reduce the amount of the final grant in the event of weak implementation of the action. Those reductions/penalties, in respect of low performance, are applied at the level of the calculation of the amount of the final grant.

If the final report scores below 50 points in total, the Agency may reduce the final grant amount on the basis of poor, partial or late implementation of the project even if all activities reported were eligible and actually took place (see relevant Article your Grant Agreement).

A reduction may be applied to the grant initially provided for of:

· 25% if the final report scores at least 40 points and below 50 points;

· 35% if the final report scores at least 30 and below 40 points;

· 55% if the final report scores at least 20 and below 30 points;

· 75% if the final report scores below 20 points.

The Agency may consider also information received from any other relevant source, proving that the project is not implemented in accordance with the contractual provisions. Other sources of information may include monitoring visits, desk checks or on the spot checks undertaken by the Agency.
1. Relevance 

1.1 Executive summary. Include an overview of the project implementation towards the objective of the project. Clearly identify main objectives and outputs and how they address issues relevant to the participating organisations and the thematic field in which your project operates. Briefly describe the overall work performed from the beginning of the project to the end of the period covered by the report and the main results achieved during the implementation. 
	Enter your text here 



1.2 Objectives of your Sector Skills Alliance. Please explain whether your project activities and results are in coherence with the aims of the Sector Skills Alliances according to your project findings during the implementation. How were the project objectives and/or methodology adjusted to respond to the actual needs of the target groups?

	Enter your text here




1.2.1 Please describe your project results achieved during the reporting period.
Enter your text here

1.2.2 Sectoral Skills Strategy. Please describe your work and current achievements related to the development of Sectoral Skills Strategy. How the Skills Strategy is linked with next project activities? Please mention the specific number of the Sectoral Skills Strategy deliverable and insert a link to the document.
Enter your text here. 
1.3 Innovation. Please describe the innovative and added value for the sector addressed deriving from the project during the implementation. 

	Enter your text here. 



1.4 EU policy. Please explain how your project is contributing to relevant EU policies indicated in your project proposal (if relevant at this stage).
Enter your text here. 
1.5 Outcomes / Results / Products
1.5.1 List of ALL deliverables. Provide a list of all deliverables included in your project application and realised so far using the table below. 
	Number of Work package (1)
	Deliverables title (2)
	% Achieved
	Delivery date
	Nature (3)
	Dissemination level (4)
	Language versions (5)
	Was this deliverable already submitted with previous report(s) YES/NO

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Copy rows as required

(1)
Please provide the Work package reference used in annex I of your grant agreement.
(2)
Please use the title of the deliverable provided in annex I of your grant agreement.
(3)
Please indicate the nature of the deliverable using one of the following codes:
R – Report
P – Product

I  – Interim product that will be developed further

E – Event

O– Other (please insert comment in the last column to explain the type of the Outcome..)
(4)
Please indicate the dissemination level using one of the following codes:

PU     =
Public

PP     =
Restricted to other programme participants (including Commission services and project reviewers).

CO     =
Confidential, only for members of the consortium (including Agency and Commission services and project reviewers).
(5)
Please identify, for each deliverable, the "source language(s)" – that is the language(s) in which the deliverable may be accessed
1.5.2 List of deliverables submitted with the Progress Report ONLY for the current reporting period
	Please use the space below to list all deliverables/products that have to be evaluated as part of the report. 
Submitting the deliverables for evaluation:
1. The project results and outcomes should be put in secure place on the project website/online platform which will be used for evaluation by EACEA. Please provide the Agency with the link, login and password and make sure the numbers attributed to your products/outputs match with the numbers of the items listed in below table. 
2. For storing your deliverables at the EACEA, please send by post a USB drive with all results submitted for evaluation and all supporting documents to to your project officer: Education, Audiovisual and Culture Executive Agency, Unit A2, Avenue du Bourget 1 (SPA2 03/085), B-1049 Brussels. The USB drive should be posted at the time of submission of your Report.
3. The main project deliverables that have to be publicly available have to be uploaded in Erasmus+ platform for dissemination and exploitation of project results in your project section http://ec.europa.eu/programmes/erasmus-plus/projects/ . The products available there will be analysed only during the Final Report evaluation stage but you may decide to upload finalised results already at the Progress Report stage.


	Number of product/outcome
	Title of products/outcomes/deliverables 


	Comments related to deliverables already submitted with previous report(s): If YES, please indicate changes implemented in accordance to EACEA request

	
	
	

	
	
	

	
	
	


Copy rows as required

1.5.3 List of supporting documents submitted with the Progress Report
	Please use the space below to list all supporting documents that have to be evaluated together with the report. 
Submitting the supporting documents for evaluation:
1. The project supporting documents should be put in secure place on the project website/working platform. Please provide the Agency with the link, login and password and make sure the numbers attributed to your supporting documents match with the numbers of the items listed below. 
For storing your supporting documents at EACEA, please kindly include the supporting documents together with deliverables on the USB drive sent to the EACEA (see the address in 1.5.2) at the time of submission of your eReport.


	Number of supporting document
	Title of supporting documents 



	
	

	
	

	
	


Copy rows as required

2. Quality of the project design and implementation 

2.1. Implementation of the work plan / tasks

2.1.1
Deviation from the work plan

In case of deviation or changes, please explain clearly which project activity was not implemented in line with the initial project, which activity foreseen in the description of the project has been modified. You are also invited to provide here details of problems encountered and the solutions that have either been implemented or are proposed. Please use the work package titles, types and references that you used in annex I of your grant agreement. (Max. 500 characters)

* Specify whether, in case of an amendment, you notified and received the approval from EACEA or not.

	Workpackage

Title
	Workpackage Type and Reference
	Planned Starting Date
	Actual Starting Date
	Planned duration
	Actual duration

	
	
	
	
	
	

	Deviation and the reason for it 


	Proposed or Implemented Solution



Copy table as required

2.2
The work plan overview for the next period. Please indicate separately if you foresee any modifications of the work programme. Please note that all changes have to be communicated to EACEA by submitting an amendment request.
Please provide an overview of planned activities until the end of the project. Please highlight any foreseen changes for each work package compared to the work plan of the application. (Max. 3000 characters)
Enter your text here. 
2.3 Project methodology/approach. Please present the methodology/approach for achieving the objectives, including major milestones, measurable indicators. 
	Enter your text here. 




2.4 ECVET and EQAVET. Please explain how you are applying ECVET principles and EQAVET (if applicable) recommendations if planned in the application. What measures and steps are planned/done for validation, certification and recognition of the acquired knowledge, skills and competencies?
	Enter your text here. 




2.5 Occupational profiles addressed and ESCO. Please list all occupational profiles your proposal is developing/revising/updating. How do you take on board the information available in ESCO for your work. Please mention about the outcome of your meeting(s) with ESCO team in case any meetings were organised. Indicate whether your project results were considered for updating/revising/creating new occupational profiles in ESCO (please list the profiles that were/will be affected).
Enter your text here. 

2.6 EU Skills Panorama. Please describe whether your the research results could be published on the EU Skills Panorama. Please mention the results of any communication with the EU Skills Panorama team at Cedefop.
Enter your text here. 
2.7 Quality assurance measures. Please describe the quality measures that have been introduced for assessment of implementation processes and quality of deliverables. How the findings and recommendations of the quality evaluation are followed up and implemented? Please provide some concrete examples.
	Enter your text here. 



2.8 Overall project management. Please explain the overall management of the project, the coordination and monitoring arrangements. Report on any particular difficulty the project encountered related to the management.
	Enter your text here. 




3. Quality of the project team and the cooperation arrangements
3.1. Involvement of Partners. Please indicate the actual involvement of each partner by describing his specific tasks in each of the work packages. 
In case some partner have included affiliated entities in the application form please insert additional rows under the row of the relevant partner using the same numbering as in the Detailed description of the project of the application form (M1-Mx). Then for each work package concerned, please list the number of days and tasks allocated to each affiliated entity.
	No of Work package
	
	Partners involved
	 Country
	Actual tasks carried out in the work package

	
	
	
	
	

	
	
	
	
	

	1
	Lead partner 
	P(n)
	 
	 

	 
	
	P(n)
	 
	 

	
	 
	P(n)
	 
	 

	
	
	P(n)
	 
	 

	Subtotal 
	 
	 
	 

	2
	 Lead partner
	P(n)
	 
	 

	 
	 
	P(n)
	 
	 

	
	 
	P(n)
	 
	 

	Subtotal 
	 
	 
	 

	3
	 Lead partner
	P(n)
	 
	 

	 

 
	 
	P(n)
	 
	 

	
	 
	P(n)
	 
	 


Copy rows as required

3.2. Organisation of meetings. Please provide details of the project meetings organised (partnership meetings, workshops, seminars, events, etc.) and the partners/stakeholders that attended.

	Meeting Location
	Date
	Partners that participated
	Purpose of the meeting

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Copy rows as required

3.3.
Involvement of Staff per category.  Please indicate the involvement of each member of staff on the project per category/ per partner. Copy the table for each partner in the consortium.

	Partner name:
	

	Category
	Staff name (Last name, first name)
	Type of contract (Internal or recruited for the project)
	Period of assignment

	
	
	
	From 
	To

	
	
	
	
	

	
	
	
	
	


Copy rows as required

3.4 Cooperation arrangements with partners
3.4.1 Please provide a qualitative evaluation of the overall cooperation between the consortium members.

Describe the tools and methods put in place to manage the consortium, and to ensure cooperation among partners. 

	Enter your text here



3.4.2
Provide details of any changes to the partnership (withdrawals/replacements) and the impact on the work plan if any. (Remember that any change to the partnership is subject to a formal amendment and has to be approved by the Agency.) Report on any particular difficulty the project encountered related to the management of the partnership and the solution provided. 
	Enter your text here



4. Impact and dissemination
4.1
Dissemination and exploitation
Describe implementation of dissemination and exploitation strategies in order to assure sustainability of the project. How were different stakeholders involved in the project, thus increasing sustainability of the results? Provide details of confidential results, intellectual property rights issues, copyrights, potential commercialisation (where applicable). Include login and password details for any confidential areas of the project website/s.

	Enter your text here. 




Links with other sectoral initiatives. Please describe how your project is linked with other sectoral initiatives. Have you achieved some synergies?

Enter your text here
4.2 
Impact 
Based on the initial indicators described in part IV of the application, please highlight the main impact of project results (outputs and outcomes) for actors, structures, sectors or systems that your project has generated so far. Please also describe what is the impact on the target groups (including participating institutions and stakeholders). 

	Deliverable 
	Target groups/potential  beneficiaries
	Impact 
	Quantitative indicators
	Qualitative indicators

	
	
	
	
	

	
	
	
	
	


Copy rows as required

4.2.1
Impact for the sector concerned. Please describe the short-term impact of the project activities/deliverables for the partnership and organisations active in the sector. How are you ensuring that planned objectives of the project would be fulfilled?
	Enter your text here



4.2.2
Reaching outside the partnership and engaging with sectoral stakeholders. Please describe the involvement of relevant stakeholders and specify activities they were contributing. Did you encountered any challenges to involve some stakeholder groups? Please explain which groups were more difficult to engage and the solutions implemented.
Enter your text here
4.2.3
Involvement in Pact for Skills initiative. Please describe involvement of our consortium in activities of the Pact for Skills initiative.

Enter your text here
4.2.4
Roll-out at national and regional levels. Please present your action plan for a roll-out at national/regional levels (if it is a specific deliverable please mention the number). Please list and describe the activities taken already for implementing the action plan and the results achieved.
Enter your text here
4.2.5 Open access. Please describe how the results achieved are available to the public. If there are any limitations please provide more details about it.
	Enter your text here 



4.2.6
Other information (optional). This point could cover e.g. lessons learned, best practices and success stories identified, measures taken related to the sustainability of the project results and any other information you would like to communicate to the Agency and that was not covered in the previous questions.
	Enter your text here



Erasmus +: Sector Skills Alliances

Self-control check-list "BENEFICIARY" for completeness of reports
To be enclosed in the Progress / Final Report

	Self-control check-list
	Yes
	No
	N/A

	1. The Agency's template for the progress report is respected.
	
	
	

	2. The report is written in the language of the application (English, French or German)
	
	
	

	3. All parts of the report are completed 
	
	
	

	4. The Financial reporting table in excel format has been completed and is attached to the report.
	
	
	

	5. The costs are presented against the unmodified contractual budget breakdown. 
	
	
	

	6. All deliverables/products and supporting documents are submitted via the link to secure online partnership platform with indicated login and password. Please ensure that numbering of the documents would correspond with the numbering used in Report tables 1.5.2 and 1.5.3.
	
	
	

	7. All deliverables/products and supporting documents are sent to your project officer: Education, Audiovisual and Culture Executive Agency, Unit A2, Avenue du Bourget 1 (SPA2 03/085), B-1049 Brussels. Please ensure that numbering of the documents on USB would correspond with the numbering used in Report tables 1.5.2 and 1.5.3.
	
	
	

	7. The main project deliverables that have to be publicly available have been uploaded in Erasmus+ platform for dissemination and exploitation of project results in your project section but only at the Final Report stage http://ec.europa.eu/programmes/erasmus-plus/projects/
	
	
	

	8. The Declaration of honour is signed by the legal representative of the project. If this Declaration has been signed not by the legal representative, then include an authorisation of signature for the person signing. 
	
	
	




















xx/xx/20xx to xx/xx/20xx
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