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(Project No. / Agreement No.)

	Reports and Pre-financing
	Deadlines

	· Progress report on implementation of the action  (Annex V)

· Statement of the costs incurred and Request for payment (Annex VI)
	When 70% of the 1st pre-financing has been spent but not later than
15 October 2016 for 2 year projects
15 April 2017 for 3 year projects


Structure of the Report
	Annex V
	Declaration

	
	Narrative sections 

	
	Statistics and Indicators

	
	Example showing how to fill in the tables of achieved/planned outcomes

	
	Table of achieved/planned results

	
	Check-list

	
	

	Annex VI
	CBHE 2015 – Annex VI - Financial Statements (Excel file)


	Please send Annex V and VI (word and excel file) according to the following instructions:

a) Two paper copies: one original (with original signatures) and one copy; sent by the deadline by registered mail (date as per postmark) to:
Education, Audiovisual and Culture Executive Agency (EACEA)

Erasmus+ : Higher Education - International Capacity Building (Unit A4)

Mr Ralf Rahders

Head of Unit 

BOUR 02/17

1, Avenue du Bourget

BE-1049 Brussels

For Annex VI, please send only the spreadsheet "Costs incurred & 2nd prefinancing"
b) One electronic version of both files (word and excel) to be sent to EACEA-EPLUS-CBHE-PROJECTS@ec.europa.eu  when submitting the paper versions of the report.

For Annex VI, you must send the complete excel file.
An electronic Acknowledgement of receipt message will be sent via email upon reception of the paper copies.


DECLARATION

This declaration should be completed and signed by the following people:

1.
the contact person at the Coordinator (institution);

2.
the person who is legally authorised to represent the Coordinator (institution).

We, the undersigned, certify that we have submitted all the required documentation, including the documents mentioned in the checklist.

We certify that the information given in the "Progress report on implementation of the action"  and the "Statement of the costs incurred and Request for payment" is correct to the best of our knowledge and complies with the requirements of the provisions of Article I.4 and II.23 (Annex II) of the Grant Agreement.
Furthermore, we confirm that the information provided has been compiled in close cooperation with all the Beneficiaries who have received a copy of all the documents submitted hereby.
We are aware that amendments to these documents will not be accepted after the date of submission.

	Name of the Coordinator (institution):


	Name of the contact person of the Coordinator

………………………………………………….

Position: 


Place: 


Date: 


Signature: 


Stamp of the Coordinator (institution):


	Name of the legal representative of the Coordinator

 …………………………………………………..
Position: 


Place: 


Date: 


Signature: 



NARRATIVE SECTIONS

This document comprises the following narrative sections:

Section 1
Quality of the project implementation 
Section 2
Impact and sustainability 
Section 3
Quality of the cooperation 
Section 4
Relevance  

Section 5
Horizontal issues

It is mandatory to complete all sections in full and to address all the questions applicable to the project.

Guidance notes on completion of the sections are found within the sections themselves. 

SECTION 1:  QUALITY OF THE PROJECT IMPLEMENTATION
1) Activities implemented

Summarise the activities implemented so far addressing in particular the following issues:

· Extent to which these activities are in line with (or diverge from) the work programme, timetable and partners' share of responsibilities presented in the application;

· The applicability, added value and impact for the partner countries involved of the activities implemented so far
· Describe any obstacle/difficulty encountered and the measures taken to address them.
Maximum 3800 characters

2) Quality Assurance measures 

Please describe the quality assurance (QA) measures applied to the activities implemented so far as well as the measures foreseen for upcoming activities.

You should address in particular the following elements:

· Provide the electronic link to the project quality assurance plan, if available;
· Describe the functioning of the internal QA (i.e. composition of the team(s), roles and actors involved; type and frequency of measures envisaged; feedback mechanisms in place; etc.), the measures already implemented and the remedial actions taken if any;
· Describe the functioning of the external QA (i.e. identity of the external evaluator(s) and criteria used for their selection; type and frequency of measures envisaged; feedback mechanisms in place; etc.), the measures already implemented and the remedial actions taken if any;

Maximum 3800 characters

3) Project Visibility 

· Please indicate the address of the project website and describe briefly its structure (including the purpose and content of sections restricted to the beneficiaries), the maintenance and updating plan in place, as well as the actions implemented for ensuring its visibility to all interested stakeholders.

· Describe and, if applicable, provide the electronic link to any information and support material produced by the project for visibility and promotion purposes.

· Explain how the consortium ensures that the visibility, exploitation and publicity obligations described in the grant agreement (art. I.10.8, I.10.9) are respected.
Maximum 3800 characters

4) Equipment

· Describe the equipment(s) already acquired by the project and, if applicable, present the timetable and type(s) of equipment still to be acquired (by and for whom). 

· Justify how equipment items have been used  in the project activities (for teaching, learning, research, the provision of new services, etc.) for the different target groups (specifying the nature of these target groups and the estimated number of final beneficiaries of the equipment on a yearly basis) and describe the actions implemented (/foreseen) for maximising their usage;
· Indicate where it has been installed.

· As compared to the proposal, what changes have occurred (/do you foresee) for the purchase and/or usage of equipment?
Maximum 3800 characters

For Curriculum Development projects

5) Bologna principles 
· Explain to what extent the new curriculum takes into account the principles set out in the Bologna process (e.g. integration in the 3 cycles, definition of learning outcomes in accordance with a national or European Qualification Framework EQF, application of student-centred approaches, compatibility with European Credit Transfer System ECTS and with the European Standards and Guidelines ESGs for QA, etc.)

Maximum 3800 characters

Zan

6) New/updated courses

For each of the courses intended to be developed (/updated) for the benefit of the partner country Higher Education Institutions (HEIs), specify

· The title of the course, its volume (when applicable, in ECTS),

· The HEIs (or other type of training organisation) that will include the course in their curricular/training offer, and the degree/diploma it will be part of

· The level of development reached as compared to the final product

· Describe for each of the partner countries involved, the recognition and accreditation procedures to be followed and the activities already implemented in this respect. In case the Partner Countries involved are Bologna signatory countries, explain to what extent the accreditation process will be done in accordance with the EQAR (European Quality Assurance Register) Guidelines.
Globally (i.e. for the totality of the courses intended to be developed/updated) and as compared to the proposal, express in percentage the level of achievement so far concerning 

· The development/update tasks

· The recognition/accreditation tasks
· The percentage of courses already implemented/delivered to the target group(s)
Maximum 3800 characters

Teaching / Training Activities

7) Mobility for Teaching, Training and/or project research activities

Describe the type and objectives of the teaching / training / research  carried out and the mobility flows linked to them.

Explain the methodologies adopted by the partnership for informing, identifying and selecting the participants who have been or will be involved in these activities.

Maximum 3800 characters

SECTION 2: IMPACT AND SUSTAINABILITY 

1) Awareness raising, dissemination, sustainability and exploitation of the project results 
Explain briefly the actions already taken (as well as those envisaged until the end of the project) for raising awareness and contributing to the dissemination, exploitation and sustainability of the results achieved (/products delivered) by the project. In particular:   

· Provide an electronic version of the project Dissemination and sustainability/exploitation if available;
· Explain the role (and commitment) taken by the partner country beneficiaries in this respect and the concrete measures taken for:
· ensuring the visibility of the project at all levels (i.e. department and faculty, institution, local and regional, national, international); 
· guaranteeing the sustainability of the project outcomes beyond the project lifetime (specify the funding sources if known) …)
· Please add a list of realised deliverables/project products

Explain and justify any change as compared to the dissemination and sustainability measures envisaged in the application.   
Maximum 3800 characters

SECTION 3: QUALITY OF COOPERATION 
Organisation of the project teams

1) Project management

Describe the project management procedures and in particular

· The process for finalising the Partnership Agreement and, if applicable, the difficulties encountered (and solutions found) in this process

· The management tools used (e.g. dashboards/roadmaps, data/information collection and sharing systems, etc.)

· The performance indicators established 
· The internal communication mechanisms adopted (i.e. language, meetings, on-line…) and the decision making processes chosen. 

· Explain any modification or adaptation of the project management approach as compared to the application  
Maximum 3800 characters

2) Involvement of partners and stakeholders

· Describe the share of responsibilities between partners and in particular the role given to Partner country partners.

· Explain how less experienced partners are involved and, if applicable, why some partners are less (/not) involved.

· Explain how the partner country needs (for HEIs, the target groups or the society at large) are taken into account by the management teams
· Explain how and to what extend the Public Authorities (at national, regional or local level) from the partner countries have been involved in the project implementation. Specify their role and the nature of their contribution.
· Explain how and to what extent students and other external stakeholders are involved in the project management and/or implementation. Specify the type of stakeholders, their number, their role and the nature of their contribution
If applicable, explain to what extent the project contributes to increased cooperation between universities and non-academic sectors of the society?
Maximum 3800 characters

Financial management

3) Management of the grant 

· Describe the grant management procedures in place and explain how the partners have been familiarized with the rules for managing the grant.

· If applicable, describe how the specific concerns, needs or constraints of the partners (particularly from Partner countries) have been taken into account

· How is the project coordnato informing the consortium members on the use of the grant? Please specify the internal methodology used to communicate the financial reports on the use of the grant.
· Explain any difficulty encountered (or that could be encountered) for what concerns the management of the grant (transfer of funds to partners, reimbursement of costs, tender procedure…).
Maximum 3800 characters

SECTION 4: RELEVANCE 

1) Relevance in relation to project objectives  

In comparison to the original proposal, describe any change that may have affected the project relevance and added value for the partner countries involved.

Explain or justify in particular: 

· how the consortium dealt with internal and/or external constraints  (e.g. legislative changes,  labour market needs, lack of motivation/commitment of partners, lack of availability of staff, cultural differences, visa issues, exchange rate fluctuations etc.);

· to what extent the project is still relevant to their national context (how does it address the national strategies and policy development)

· how the activities implemented are contributing to reaching  the project objectives as specified in the proposal in accordance with the following topics: 

· Improving quality of education  and teaching (priority b)

· Improving management and operation of HEIS (priority c) 
· Developing HE sector within society at large (priority d)
Maximum 3800 characters

2) EU Education, Cooperation & Development policies
Explain:

· To what extent is the project aligned with the EU Higher Education objectives (cf Education & Training  2020, Bologna Process);
· How the project contributes to disseminating these policies and the tools attached to them (e.g. ECTS, Diploma supplement, EQF, QA, etc.) in the partner countries;

· if applicable, provide concrete examples on the project contribution to visibility and attractiveness of the European Higher Education Area ;
· To what extent does the project contribute to the EU Cooperation & Development policies;
The synergies created between this project and other on-going or planned cooperation activities between the EU and the Partner Country partners.
Maximum 3800 characters

SECTION 5: HORIZONTAL ISSUES
1) If applicable, explain how the recommendations given by the Agency (in the expert's assessment of the application, in the feedback from monitoring visits, in monitoring exchanges with the Agency, etc.) have been followed up
Maximum 3800 characters

2) If applicable, describe how and to what extent the project addresses transversal (/cross-cutting) issues relevant for the EU and its partner countries (e.g. gender balance, sustainable development, migration, unemployment, social cohesion, etc.).

Maximum 3800 characters

STATISTICS AND INDICATORS
This section aims to gather statistical data and indicators of performance for the period covered by this "Progress report on implementation of the action"
	Main targets

	Please indicate whether your project has links, targets or objectives related to

	YES

	Teacher training 
	

	Vocational Education and Training
	

	
	

	Bachelor level
	

	Master level
	

	Doctorate level
	


	Training and mobilities
(please note that this section DOES NOT INCLUDE data on students/staff mobilities covered by the Special Mobility Strand component)

	Enter the code of the partner country concerned 

in the first lines and figures in the second and third:

	Training of partner country staff and students
	
	
	
	
	
	

	
	(Country of origin:____________) 

	Number of academic staff from the partner country’s Higher Education Institutions trained/retrained 
	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of teaching staff (professors, assistants with teaching tasks, etc.) trained and/or retrained to the date of the report submission
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	Number of non-academic staff from the partner country’s Higher Education Institutions trained/retrained 
	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number University administrative staff (librarians,  staff from the International Office, IT specialists, etc.) trained to the date of report submission
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	Number of staff from the partner country’s non Higher Education Institutions trained/retrained
	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of staff of non HEI (enterprises, NGOs, Chambers of Commerce, Government, local administration, etc.) trained to the date of report submission:
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	Number of students from the partner countries who have attended programmes/courses developed in the framework of the project 
	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of students from the partner countries that have been trained and/or retrained in the programmes/courses developed by the project to the date of report submission:
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	Academic/administrative Staff mobility
	
	
	
	
	
	

	
	(Country of origin:____________)

	Number of partner country – programme country mobility flows of more than 2 weeks

	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of partner country staff mobility flows from the partner country to the programme country to the date of report submission: 
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	
	(Host country:____________)

	Number of programme country - partner country mobility flows of more than 2 weeks

	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of programme country staff mobility flows from the programme country to the partner country to the date of report submission:
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	
	(Country of origin:____________)

	Number of partner country – partner country mobility flows of more than 2 weeks
	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of staff mobility flows within the same partner country to the date of report submission:
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	


	And between two different partner countries:
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	


	Student mobility 
	
	
	
	
	
	

	
	(Country of origin:___________)

	Number of partner country – programme country mobility flows of more than 2 weeks


	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of partner country student mobility flows from the partner country to the programme country to the date of report submission:
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	
	(Host country:______________)

	Number of programme country - partner country mobility flows of more than 2 weeks


	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of programme country student mobility flows from the programme country to the partner country to the date of report submission:
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	
	(Country of origin:____________)

	Number of partner country – partner country mobility flows of more than two weeks
	
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:
	Country

Code:

	Please indicate the number of student mobility flows within the same partner country to the date of report submission:
	Number Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	

	
	
	
	
	
	
	

	And between two different partner countries:
	Number

Male
	
	
	
	
	

	
	Number

Female
	
	
	
	
	

	and the percentage this represents as compared to your objectives at the end of the project
	%  compared to objectives
	
	
	
	
	


Links to European Higher Education policies
	Please indicate whether the project contributes to the introduction (/promotion) of one or more of the following elements in the Partner Country university(/ies).  

Please include a brief comment for each of the ticked items.

YES

Diploma supplement
Adoption of a system based on three main cycles, undergraduate (Bachelor), postgraduate (Master) and Doctorate

Introduction of double/multiple or joint degrees

Establishment of an ECTS system

Promotion of quality assurance procedures at institutional or national level

Qualification frameworks
Lifelong learning policies and approaches

Modular curriculum structure
New teaching and learning methods

E-Learning
University/Enterprise cooperation

Links between the labour market and degree programmes

Links with other EU education programmes




Equipment:
TYPE OF EQUIPMENT ACQUIRED

list (multiple choice)
a) books and pedagogic material
b) audio-visual equipment
c) Computers and software
d) lab material
e) others
CONSORTIUM MEETINGS
Estimated dates of consortium meetings until the end of the projects

1) dd/mm/yyyy   Location

2) dd/mm/yyyy   Location

3) dd/mm/yyyy   Location
Table of achieved / planned results



	Title and reference number of the work package (WP)
	

	

	Indicators of achievement and or/performance as indicated in the project proposal
	


Activities carried out to date for the achievement of this result:

	Activity N°
	Activity 

Title
	Start date
	End date
	Place
	Description of the activity carried out
	Specific and measurable indicators of achievement

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Activities to be carried out for the achievement of this outcome (entire project period: 2 or 3 years)

	Activity N°
	Activity 

Title
	Start date
	End date
	Place
	Description of the activity to  be carried out
	Specific and measurable indicators of progress

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Changes that have occurred in this result since the original proposal:

	


Table of achieved / planned results

	Title and reference number of the work package (WP)
	

	
	

	Indicators of achievement and or/performance as indicated in the project proposal
	


Activities carried out to date to achieve this result:

	Activity N°
	Activity 

Title
	Start date
	End date
	Place
	Description of the activity carried out
	Specific and measurable indicators of achievement

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Activities to be carried out to achieve this outcome (before the end of the project)

	Activity N°
	Activity 

Title
	Start date
	End date
	Place
	Description of the activity to be carried out
	Specific and measurable indicators of progress

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Changes that have occurred in this result since the original proposal:

	


Please add as many tables as necessary.
CHECK-LIST

WHAT INFORMATION NEEDS TO BE SENT?

 FORMCHECKBOX 
 
Declaration, duly signed by the contact person and the legal representative of the co-ordinator (institution)   

 FORMCHECKBOX 
 
Report on implementation of the project
 FORMCHECKBOX 
 
Electronic versions of the QA Plan
, the "Dissemination and Sustainability Plan
" and any other project output that may illustrate the activities implemented
 FORMCHECKBOX 
 
Table on statistics and Indicators 
 FORMCHECKBOX 
 

Table of achieved/planned results 
 FORMCHECKBOX 
 
Statement of the costs incurred and, if applicable, the Request for Payment (excel file) 
Insert the title and reference number as indicated in the project proposal





EXAMPLE


USE ONE TABLE PER WORK PACKAGE: 


ADD AS MANY TABLES AS NECESSARY





Insert the indicators of achievement and/or performance as indicated in the project proposal








State where and when the activity has taken/will take place





Provide a brief 


description of 


the activity





Activity number


as indicated in the project proposal





Insert the activity title as indicated in the project proposal





Insert specific indicators (qualitative and quantitative) which can help to measure the achievement of the activity result








Insert specific indicators (qualitative and quantitative) which help measure progresses towards achieving the required result








Describe any change to the original activity plan described in the project proposal








� Please note that this section does not concern the mobility implemented for project management purposes 





�TLU


�Academia 





�University of Szeged 





�BMU, Viser, some partner else ?


�Belgrad University, Academia (Zan), 


�VISER and BMU


OUNL, �Stefan (Study visits), Belgrade University


�Szeged


�TLU (General project management), Metropolitan (Local Committee)


�Novi Sad


�Pirgit, Katarina


�University of Kraguevic?


�Academia


�TLU


�NA (until someone wants to report on that)


�ONE TABLE PER WORK PACKAGE: 


ADD AS MANY TABLES AS NECESSARY


�Academia


University of �Szeged





