
Colour code

W hite cells

Orange 

cells

Green cells

Blue cells

Com m ents

•

•

•

•

•

•

•

FI NANCI AL REPORT
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ACTI VI TY REPORT

•

•

The Project  Progress Report  is com posed of a financial report  sect ion ( this Excel file)  and an Act ivity Report  ( separate 

Word docum ent ) . Both docum ents have to be filled in by the Lead Partner  on the basis of the inform at ion provided by 

each single Project  Partner in their  own partner progress reports. The Project  Progress Report  ( including financial report  

sect ion and the Act ivity Report  at  project  level)  have to be cert ified by the First  Level Cont roller of the Lead Partner. 

Once the first  level cont rol has been im plem ented, the Lead Partner has to subm it  the Project  Progress Report  together 

w ith the docum ents listed in sheet  "Subm ission Checklist"  to the ESPON CU.

Please use the Word Tem plate provided by the ESPON CU. Please be concise.

The Act ivity Report  (at  project  level)  is to be com piled by Lead Partner on the basis of the inputs given by the

Project  Partners in there act ivity reports. The Act ivity Report  at  the project  level only  will have to be 

sent  to the ESPON CU. 

Please do NOT send the act ivity reports of the Project  Partners to the ESPON CU.

All docum ents listed in the Subm ission Checklist  m ust  be sent  to the ESPON CU. Please do not  send any 

addit ional docum ent , unless requested to.

I n the Cover Page (A)  the Lead Partner 's representat ive has to sign and stam p in the relevant  space. This 

page m ust  also be signed and stamped by the First  Level Cont roller of the Lead Partner.

I n order to fill in sheets C and D  you need to take into account  the expenditure reported by the Project  

Partners in their  partner progress reports (sheets D1) . The am ounts reported there will have to be used to 

fill in sheets C and D of the present  file. Please follow the inst ruct ions given in the blue cells and in the 

com m ents. 
Sheets B and A will be filled in autom at ically once you com plete sheets C and D.

Please do not  rem ove the Excel protect ion. Please do not  change or delete the st ructure and pre-

filled text  of the report ing form ! You r isk that  the report  becom es ineligible.

PROJECT PROGRESS REPORT
 for project  financed by the ESPON Program m e 2013

FI LLI NG I N  I NSTRUCTI ONS

m ust  be filled in.

When filling the financial report  you will find help if you m ove the m ouse over the cells containing com m ents.

give inst ruct ions on how to fill in the form s. Please follow these inst ruct ions.

This is the progress report  at  the PROJECT level that  the Lead Partner com piles on the basis of the partner 

progress reports provided by each single Project  Partner .

are pre- filled by the Project  Managem ent  Database of the program m e.

will be calculated autom at ically.

Please read carefully the corresponding chapters of the Program m e Manual and the relevant  EU regulat ions 

(especially Regulat ions (EC)  No. 1080/ 2006, 1083/ 2006 and 1828/ 2006) .

Please check sheets for any error m essages and clear all error m essages before you hand in the report .  

All figures should be rounded to 2 digits after the decim al point , with 0.005 being rounded up.

All parts of the report  have to be filled in.

The only currency to be used for sheet  C and D  is EURO.

Please rem em ber the inform at ion given at  the Financial Manager Sem inar (available also on 

www.espon.eu) .



SUBMI SSI ON

•

•

ESPON Coordinat ion Unit

Postal address:  

CRP HT -  P.O. Box 144

L-4221 Esch-sur-Alzet te

Grand-Duchy of  Luxem bourg

E-m ail:  progressreport@espon.eu

CONTACT I NFORMATI ON

I n case of quest ions, please do not  hesitate to contact  the ESPON CU

FI NANCI AL REPORT ACTI VI TY REPORT

Financial Expert Cluster Co-ordinator for project  developm ent

B -  Financial Request

C- Total Project  Sum m ary of exp

D- Overview  Partners

Subm ission checklist

Please send all docum ents listed in the Subm ission Checklist in ORI GI NAL to the ESPON CU. W e do not  

accept  copies.  I n addit ion to the hard copy version the docum ents have to be sent  in ELECTRONI C 

version as well.  

Please return the docum ents to the follow ing address ( both ORI GI NAL HARD COPY and DI GI TAL 

VERSI ON) :

Before subm ission, please fill in the Subm ission Checklist  and have it  signed by the representat ive 

of the Lead Partner. 

All docum ents listed in the Subm ission Checklist  m ust  be sent  to the ESPON CU. Please do not  

send any addit ional docum ent , unless requested. 

Jozsef Szarka Michaela Gensheim er

jozsef.szarka@espon.eu michaela.gensheimer@espon.eu

Tel:  + 352 54 55 80 711 Tel:  + 352 54 55 80 712

Fax:  +  352 54 55 80 701 Fax:  +  352 54 55 80 701

TABLE OF CONTENT Error Message

I nstruct ion

A -  Cover Page I NCOMPLETE ( line 5 1 )

I NCOMPLETE ( line 2 8 )

I NCOMPLETE ( line 1 5 )

I NCOMPLETE ( line 1 3 )



ESPON 2 0 1 3  Program m e Project  num ber : 

Contract  num ber:

Nam e of the Lead Partner: 

Progress Report  num ber: 

Details of reim bursem ent : 

Nam e of Organisat ion:

Nam e of Account  holder:

Address of the Account  holder:

ZI P code, city, count ry:

Nam e of Bank:

Address of bank:

ZI P code, city, count ry:

BI C / SWI FT:

I BAN:

Nam e of Lead Partner representat ive:

Signature of Lead Partner:

Date:

Official Stam p of the Lead Partner:

Nam e of first  level cont roller:

Signature of first  level cont roller:

Date:

Official Stam p of organisat ion:

# cm fax#

# cm em ail#

As first  level controller  at  the Lead Partner level, I  cert ify and validate the Lead partner expenditure and the LP 

act ivit ies on the basic of the provisions set  by the Mem ber/ Partner State w here the Lead partner is located. I n 

addit ion, as first  level controller  of the Lead partner I  confirm , that  the Lead partner has com plied w ith its 

obligat ions as started an Art . ( 2 0 )  of Regulat ion ( EC)  1 0 8 0 / 2 0 0 6 :

-  that  the expenditure presented by each of the beneficiar ies part icipat ing in the operat ion has been incurred for  the

purpose of im plem ent ing the operat ion and corresponds to the act ivit ies agreed betw een those beneficiar ies;

-  that  the expenditure presented by each of the beneficiar ies part icipat ing in the operat ion has been validated by 

the controllers. 

# partner1nam e#

The Lead Partner representat ive cert ifies that  a ll the inform at ion provided in the act ivity and the financial report  are

t rue and correct  and all the follow ing docum ents are at tached ( Act ivity Report , Project  Progress Report  ( excel 

sheets A, B, C, D) , partner progress reports of the Project  Partners accom panied by the nat ional first  level control 

docum entat ion

Fax: # fm fax#

# cm address#

# cm postalcode#

# cm count ry#

# cm phone#

Report ing Period covered:                 

# cm contactperson#

# cm int itut ion#

# report ingperiodfrom to#

# pcaddress#

Contact  inform at ion

Count ry:

Contact  person:

# pccount ry#

Contact  person:

A. PROJECT FI NANCI AL CLAI M

# projectnum ber#

# reportnum ber#

# contractnum ber#

# acronym #Project  Acronym :

# partner1 nam e#

•  Please fill in the white cells of the page. 

•  The representat ive of the Lead Partner needs to sign and stam p the form  before sending it  to the First  Level Cont roller

# partner1bankholder#

Total am ount  of the reim bursem ent  cla im  of the Project  ( in EUR) : 

# partner1banknam e#

# partner1bankswift#

# partner1postalcode# , # partner1town# , # partner1count ry#

€  0 ,0 0

# partner1address#

Address:

ZI P code, city: # pcpostalcode#

# pcint itut ion#I nst itut ion:

I nst itut ion: # fm int itut ion#

Contact  inform at ion Financial m anager
# fm contactperson#

Telephone:

Fax:

# pcphone#

# pcem ail#

# pcfax#

E-m ail:

E-m ail: # fm em ail#

Address: # fm address#

Telephone: # fm phone#

ZI P code, city: # fm postalcode#

Count ry: # fm count ry#

# pm count ry#

# pm postalcode#

# pm em ail#

Com m unicat ion m anager

# pm fax#

# pm phone#

# pccontactperson#

Project  co- ordinator

# pm address#

# pm int itut ion#

# pm contactperson#

Project  m anager

# partner1bankaddress#

# partner1bankpostalcode# , # partner1banktown# , # partner1bankcount ry#

# partner1bankiban#



ESPON 2 0 1 3  PROGRAMME

Project  num ber:

Project  Acronym :

Contract  num ber:

Lead Partner nam e:

Progress Report  num ber:

Report ing Period covered: 

Partners com ing from  Total budget
Paym ent  forecast  for  

this period

Current  

paym ent  

cla im

Execut ion 

rate of 

current  

period

Accum ulated 

Execut ion 

rate of 

project

EU Mem ber States # totalbudgetEU# # paym ent forcastEU# 0,00 € 0,00 €

Partner States # totalbudgetNonEU# # paym ent forcastNonEU# 0,00 € 0,00 €

Total # VALUE! # VALUE! 0,00 € # VALUE! 0,00 € # VALUE!

# partner1nam e#

# reportnum ber#

# report ingperiodfrom to#

B. FI NANCI AL EXECUTI ON

# projectnum ber#

# acronym #

# cont ractnum ber#



ESPON 2 0 1 3  PROGRAMME

Project  num ber:

Project  Acronym :

Contract  num ber:

Lead Partner nam e:

Progress Report  num ber:

Report ing Period covered: 

SUMMARY BUDGET OF THE PROJECT

BUDGET CATEGORY
 Total budget

( a)

Previously 

reported 

( b)

Previously 

accepted 

( c)

Current  

paym ent  

request  

( d)

Accum ulated

( e= c+ d)

Execut ion Rate

( e/ a* 1 0 0 )

Rem aining 

( f= a- e)

1 . Staff # totalbudget line1# € 0,00 € 0,00 # VALUE! # VALUE!

2 . Adm inist rat ion # totalbudget line2# € 0,00 € 0,00 # VALUE! # VALUE!

3 . Travel and accom m odat ion # totalbudget line3# € 0,00 € 0,00 # VALUE! # VALUE!

4 . Equipm ent  ( depreciat ion) # totalbudget line4# € 0,00 € 0,00 # VALUE! # VALUE!

5 . External expert ise and services # totalbudget line5# € 0,00 € 0,00 # VALUE! # VALUE!

Subtotal €  0 ,0 0 €  0 ,0 0

( - ) Revenues € 0,00 € 0,00

TOTAL €  0 ,0 0 €  0 ,0 0 €  0 ,0 0 # DI V/ 0 ! €  0 ,0 0

of w hich preparat ion cost €  0 ,0 0

W ORKPACKAGE COORDI NATI ON

BUDGET CATEGORY
 Total budget

( a)

Previously 

reported 

( b)

Previously 

accepted 

( c)

Current  

paym ent  

request  

( d)

Accum ulated

( e= c+ d)

Execut ion Rate

( e/ a* 1 0 0 )

Rem aining 

( f= a- e)

1 . Staff workpackage1bl1# € 0,00 # VALUE! # VALUE!

2 . Adm inist rat ion workpackage1bl2# € 0,00 # VALUE! # VALUE!

3 . Travel and accom m odat ion workpackage1bl3# € 0,00 # VALUE! # VALUE!

4 . Equipm ent  ( depreciat ion) workpackage1bl4# € 0,00 # VALUE! # VALUE!

5 . External expert ise and services workpackage1bl5# € 0,00 # VALUE! # VALUE!

Subtotal €  0 ,0 0 €  0 ,0 0

( - ) Revenues € 0,00

TOTAL €  0 ,0 0 €  0 ,0 0 €  0 ,0 0 # DI V/ 0 ! €  0 ,0 0

of w hich preparat ion cost

W ORKPACKAGE ACTI VI TI ES

BUDGET CATEGORY
 Total budget

( a)

Previously 

reported 

( b)

Previously 

accepted 

( c)

Current  

paym ent  

request  

( d)

Accum ulated

( e= c+ d)

Execut ion Rate

( e/ a* 1 0 0 )

Rem aining 

( f= a- e)

1 . Staff workpackage2bl1# € 0,00 # VALUE! # VALUE!

2 . Adm inist rat ion workpackage2bl2# € 0,00 # VALUE! # VALUE!

3 . Travel and accom m odat ion workpackage2bl3# € 0,00 # VALUE! # VALUE!

4 . Equipm ent  ( depreciat ion) workpackage2bl4# € 0,00 # VALUE! # VALUE!

5 . External expert ise and services workpackage2bl5# € 0,00 # VALUE! # VALUE!

Subtotal €  0 ,0 0 €  0 ,0 0

( - ) Revenues € 0,00

TOTAL €  0 ,0 0 €  0 ,0 0 €  0 ,0 0 # DI V/ 0 ! €  0 ,0 0

of w hich preparat ion cost

W ORKPACKAGE DI SSEMI NATI ON

BUDGET CATEGORY
 Total budget

( a)

Previously 

reported 

( b)

Previously 

accepted 

( c)

Current  

paym ent  

request  

( d)

Accum ulated

( e= c+ d)

Execut ion Rate

( e/ a* 1 0 0 )

Rem aining 

( f= a- e)

1 . Staff workpackage3bl1# € 0,00 # VALUE! # VALUE!

2 . Adm inist rat ion workpackage3bl2# € 0,00 # VALUE! # VALUE!

3 . Travel and accom m odat ion workpackage3bl3# € 0,00 # VALUE! # VALUE!

4 . Equipm ent  ( depreciat ion) workpackage3bl4# € 0,00 # VALUE! # VALUE!

5 . External expert ise and services workpackage3bl5# € 0,00 # VALUE! # VALUE!

Subtotal €  0 ,0 0 €  0 ,0 0

( - ) Revenues € 0,00

TOTAL €  0 ,0 0 €  0 ,0 0 €  0 ,0 0 # DI V/ 0 ! €  0 ,0 0

C. TOTAL PROJECT SUMMARY OF EXPENDI TURE

•  I n this table the Lead Partner should consolidate the expenditures of the project   by sum m ing up the am ounts reported by the project  partners 

in their  respect ive D1 sheets. Only white cells to be filled in, the rest  of the table is calculated autom at ically. All white cells have to be filled in. 

# projectnum ber#

# cont ractnum ber#

# acronym #

I NCOMPLETE

I NCOMPLETE

I NCOMPLETE

# partner1nam e#

# reportnum ber#

# report ingperiodfrom to#

# VALUE!



ESPON 2 0 1 3  PROGRAMME

Project  num ber:

Project  Acronym :

Contract  num ber:

Lead Parnter nam e:

Progress Report  num ber:

Report ing Period covered: 

1 2 3 4 5 6 7 8

1
# partner1nam e# # partner1count ry

#
 # partner1budget#  # VALUE!

2
# partner2nam e# # partner2count ry

#
 # partner2budget#  # VALUE!

3
# partner3nam e# # partner3count ry

#
 # partner3budget#  # VALUE!

4
# partner4nam e# # partner4count ry

#
 # partner4budget#  # VALUE!

5
# partner5nam e# # partner5count ry

#
 # partner5budget#  # VALUE!

6
# partner6nam e# # partner6count ry

#
 # partner6budget#  # VALUE!

7
# partner7nam e# # partner7count ry

#
 # partner7budget#  # VALUE!

8
# partner8nam e# # partner8count ry

#
 # partner8budget#  # VALUE!

9
# partner9nam e# # partner9count ry

#
 # partner9budget#  # VALUE!

10
# partner10nam e# # partner10count

ry#
# partner10budget# # VALUE!

11
# partner11nam e# # partner11count

ry#
# partner11budget#  # VALUE!

12
# partner12nam e# # partner12count

ry#
# partner12budget#  # VALUE!

13
# partner13nam e# # partner13count

ry#
# partner13budget#  # VALUE!

14
# partner14nam e# # partner14count

ry#
# partner14budget#  # VALUE!

15
# partner15nam e# # partner15count

ry#
# partner15budget#  # VALUE!

16
# partner16nam e# # partner16count

ry#
# partner16budget#  # VALUE!

17
# partner17nam e# # partner17count

ry#
# partner17budget#  # VALUE!

18
# partner18nam e# # partner18count

ry#
# partner18budget#  # VALUE!

19
# partner19nam e# # partner19count

ry#
# partner19budget#  # VALUE!

20
# partner20nam e# # partner20count

ry#
# partner20budget#  # VALUE!

€  0 ,0 0 €  0 ,0 0 # VALUE! €  0 ,0 0

# report ingperiodfrom to#

Report ing period

I NCOMPLETE 

Total

Country code Total budget Accum ulated Rem aining 

D. OVERVI EW  OF PARTNERS EXPENDI TURE

No.
Lead/ Project  

Partner

# cont ractnum ber#

# partner1nam e#

I n this table the Lead Partner should consolidate the expenditures of the project  by highlight ing the division of the eligible expenditures by project  partner and report ing period.

# projectnum ber#

# acronym #

# reportnum ber#



CHECKLI ST FOR SUBMI SSI ON TO THE ESPON CU

ESPON 2 0 1 3  PROGRAMME

Project  num ber:

Project  Acronym :

Contract  num ber:

Lead Partner nam e:

Progress Report  num ber:

Report ing Period covered: 

At tached ( Y/ N)

LP

PP2

PP3

PP4

PP5

PP6

PP7

PP8

PP9

PP10

PP11

PP12

PP13

PP14

PP15

PP16

PP17

PP18

PP19

PP20

Nam e of Lead Partner representat ive:

Signature of the Lead Partner:

Date:

Official Stam p of the Lead Partner:

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

# contractnum ber#

# partner1 nam e#

# reportnum ber#

# report ingperiodfrom to#

First  Level Cont rol docum ents of the LP (Designat ion Checklist  -  if relevant , Cont rol Cert ificate-

LP, Cont rol Checklist , Cont rol Report  

List  of a ll at tachm ents to this report  to be subm it ted to the ESPON CU

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

# acronym #

•  This sheet  has to be filled in only after the First  Level Cont rol has been im plem ented and the signed Financial Report  together 

with the cont rol docum entat ion have been received from  the First  Level Cont roller.

•  Please fill in the checklist , sign and stam p it  and send it  to the ESPON CU together with the requested docum entat ion.

# projectnum ber#

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

The Lead Partner 's representat ive cert ifies that  a ll the inform at ion provided in the Act ivity Report  ( at  project  level)  

and in the Project  Progress Report  is t rue and correct  and the above m ent ioned docum entat ion is at tached.

Act ivity report  at  Project  level (separate Word- file)

Sheet  A -  Cover Page ( the Project  Financial Claim  sheet  includes the signature of the LP and 

the LP's First  Level Cont roller

Sheet  B -  Financial execut ion 

Sheet  C -  Total project  sum m ary of expenditure

Sheet  D -  Overview of partners expenditure

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

First  Level Cont rol docum ents of all Project  Partners (Designat ion Checklists -  if relevant , 

Cont rol Cert ificate-PP, Cont rol Checklists, Cont rol Reports 

I NCOMPLETE

Checklist  for subm ission to the ESPON CU

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist

Partner Progress Report :  Cover Sheet , D1, E, F, G,H, I , Subm ission Checklist


