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Reference documents

1 – Model grant agreement

- Grant Agreement (GA): Article 4. 
- Annex II of GA: Parts II.4, II.5, II.23.

2 – Guidance notes

- For Project Reporting

3 – Guide to financial issues

http://cordis.europa.eu/fp7/calls-grant-agreement_en.html#standard_ga
ftp://ftp.cordis.europa.eu/pub/fp7/docs/project_reporting_en.pdf
ftp://ftp.cordis.europa.eu/pub/fp7/docs/financialguide_en.pdf


FP7 model grant agreement 
Annex II (general conditions) 

Reporting requirements

During the project :
- Periodic report within 60 days after the end of each reporting period
- Deliverables (identified in Annex I of the Grant Agreement, according 

to the timetable specified in the Deliverables list :scheduled 
preferably on the basis of the periodic reporting roadmap).

NB: publications/patents/foregrounds

Within 60 days after the end of the project:
- Last project periodic report
- Final report

30 days after reception of final payment:
- Report on distribution of EC contribution



Periodic project report (also for final period)

1. DECLARARTION BY THE SCIENTIFIC REPRESENTATIVE OF THE PROJECT’S 
COORDINATOR

2. PUBLISHABLE SUMMARY (not more 4 pages, suitable for publication)

3. CORE OF THE REPORT 
3.1 PROJECT OBJECTIVES FOR THE PERIOD
3.2 WORK PROGRESS AND ACHIEVEMENTS DURING THE PERIOD
3.3 PROJECT MANAGEMENT

4. DELIVERABLES AND MILESTONES TABLES

5. EXPLANATION OF THE USE OF THE RESOURCES

-----------------------------------------------------------------------------------------

6. FINANCIAL STATEMENT, (form C) per beneficiary; plus summary financial report

7. CERTIFICATES

Reporting requirement 
During the course of the project



Final report
1. FINAL PUBLISHABLE SUMMARY REPORT 

2. DISSEMINATION AND USE OF FOREGROUND

2.1. Dissemination activities
2.2. Publications peer reviewed
2.3. Applications for patents, Trademarks, Registered 

designs, etc
2.4. Use of foregrounds: Exploitable foreground and plans        

for exploitation

3. REPORT ON SOCIETAL IMPLICATIONS 

Reporting requirement 
After the course of the project



Final report on the distribution of the 
European Union financial contribution

This report shall be submitted to the Commission within 30 days 
after receipt of the final payment of the Community financial contribution.

Report on the distribution of the European Union financial contribution 
between beneficiaries

• Name of each beneficiary 
• Final amount of EU contribution per beneficiary in Euros
• Total of EC contribution

Reporting requirement 
30 days after reception of the final payment



How to submit the reports?

By electronic means:
Via the Participant Portal :

• Periodic & Final reports / 
deliverables, etc. 
(DG RTD/ENTR into SESAM* ; INFSO 
into NEF)

• Financial reports : Forms C 
(DG RTD/ENTR into FORCE, INFSO 
into NEF)

* The signed self declaration of the 
coordinator sent electronically via 
SESAM 

By normal post (to the mail 
address indicated in article 8 of 
the GA) in parallel to the 
electronic submission:
ONLY:

- the signed Forms C (prepared 
and submitted via the web- 
based tools)

- Certificates on financial 
statements (if applicable)



Access to the 
Participant Portal

http://ec.europa.eu/research/participants/p 
ortal/

• Participant Portal : One single entry point 
for:
– All external stakeholders (LEARs, coordinators,beneficiaries…) 

– Handling all grant-related actions (Access to unique legal entity registration, 
negotiation, amendments,  financial and scientific reporting)

– Role-based authorization (Identity and access management – IAM)

– Result: personalised services on the Portal

http://ec.europa.eu/research/participants/portal/
http://ec.europa.eu/research/participants/portal/


Identity and access 
management

COM control

http://ec.europa.eu/research/participants/portal/ShowDoc/Participant+Portal/portal_content/help/PP_IAM_in_nutshell2.pdf

http://ec.europa.eu/research/participants/portal/ShowDoc/Participant+Portal/portal_content/help/PP_IAM_in_nutshell2.pdf




Services after ECAS login



Access to  reporting functions
• Via the Participant Portal, with an ECAS ID

– Original provisioning of roles: persons identified in NEF during 
negotiation

http://ec.europa.eu/research/participants/portal/appmanager/participants/portal


Upload Deliverables

• List of deliverables is retrieved from grant agreement
• Other deliverables unforeseen may also be uploaded
• User just has to upload the content



Register publications, patents, 
foreground 

• Tables of structured entries
• Participants may also 

contribute
• Coordinator validates and 

submits
• Tables are used in final report



Periodic Report

• General information (prefilled)
• Declaration by Scientific Representative (to be signed electronically)
• Publishable Summary
• Core of the Report (PdF document to be uploaded)
• List of deliverables (prefilled from NEF - Part B) & milestones
• Explanation on the Use of Resources (list of participants prefilled)
• Mandatory fields checked upon submission



Periodic Report



Suitable quality to enable direct publication by the Commission and should preferably not 
exceed four pages. 

The publishable summary has to include all the distinct parts described below:
•A summary description of project context and  objectives, 
•A description of the work performed since the beginning of the project and  the main results 
achieved so far ,
•The expected final results and their potential impact and use (including the socio-economic 
impact and the wider societal implications of the project so far), 
•The address of the project public website, if applicable 

•In line with this, diagrams or photographs illustrating and promoting the work of the project, as 
well as relevant contact details or list of partners can be provided without restriction.
The publishable summary should be updated for each periodic report.

1. PUBLISHABLE SUMMARY



Periodic Report



2.1 PROJECT OBJECTIVES FOR THE PERIOD
Please provide an overview of the project objectives for the reporting period in question, as included in Annex I of 
the Grant Agreement. These objectives are required so that this report is a stand-alone document. 
Please include a summary of the recommendations from the previous reviews (if any) and indicate how these have 
been taken into account.

2.2 WORK PROGRESS AND ACHIEVEMENTS DURING THE PERIOD
Please provide a concise overview of the progress of the work in line with the structure of Annex I of the Grant 
Agreement.
For each work package -- except project management, which will be reported in another section, please provide 
the following information: 

• A summary of progress towards objectives and details for each task;

• Highlight clearly significant results;

•

 

If applicable, explain the reasons for deviations from Annex I and their impact on other tasks as well as on 
available resources and planning;

•

 

If applicable, explain the reasons for failing to achieve critical objectives and/or not being on schedule and explain 
the impact on other tasks as well as on available resources and planning (the explanations should be coherent with 
the declaration by the project coordinator) ;

•

 

A statement on the use of resources, in particular highlighting and explaining deviations between actual and 
planned person-months per work package and per beneficiary in Annex 1 (Description of Work) 

• If applicable, propose corrective actions.

2. CORE OF THE PROJECT



2.3 PROJECT MANAGEMENT

Please use this section to summarise management of the consortium activities during the period. Management tasks are 
indicated in Articles II.2.3 and Article II.16.5 of the Grant Agreement. 

Amongst others, this section should include the following:

• Consortium management tasks and achievements;

• Problems which have occurred and how they were solved or envisaged solutions;

• Changes in the consortium, if any;

• List of project meetings, dates and venues; 

• Project planning and status;

• Impact of possible deviations from the planned milestones and deliverables, if any;

•

 

Any changes to the legal status of any of the beneficiaries, in particular non-profit public bodies, secondary and 
higher education establishments, research organisations and SMEs;

• Development of the Project website, if applicable;

The section should also provide short comments and information on co-ordination activities during the period in 
question, such as communication between beneficiaries, possible co-operation with other projects/programmes etc.



Periodic Report



4. EXPLANATION OF THE USE OF THE RESOURCES
Please provide an explanation of personnel costs, subcontracting and any major direct costs incurred by each 
beneficiary, such as the purchase of important equipment, travel costs, large consumable items, etc. linking them to 
work packages. 
There is no standard definition of "major direct cost items". Beneficiaries may specify these, according to the relative 
importance of the item compared to the total budget of the beneficiary, or as regards the individual value of the item.
These can be listed in the following tables (one table per participant/beneficiary):

Table 3.1 Personnel, subcontracting and other major cost items for Beneficiary 1 for the period
Work Package Item description Amount Explanations 

Ex: 2,5, 8, 11, 17* Personnel costs 235000 €* Salaries of 2 postdoctoral students and one lab technician for 
18 months each*

5* Subcontracting 11000 €* Maintenance of the web site and printing of brochure*

8, 17* Major cost item 'X' 75000 €* NMR spectrometer*

11* Major cost item 'Y' ……….. 27000€* Expensive chemicals xyz for experiment abc*

Remaining direct costs

Indirect costs

15000€*

TOTAL DIRECT COSTS[1] 363000€*

* The entries in italics are examples and purely for illustration
[1] Total direct costs have to be coherent with the directs costs claimed in Form C



Periodic Report



The following table 4 is required only 
for the funding schemes for Research for the benefit of SMEs 

Please provide a list of the actual cost incurred by the RTD performers during the performance of the 
work subcontracted to them. These costs refer only to the agreed 'Transaction'.

Table 4

Name of RTD 
Performer

Number of person 
months 

Personnel 
Costs

Durable 
equipment Consumables Computing Overhead 

Costs
Other 
Costs

Total by 
RTD 

performer

TOTAL



5. Financial Reports: Form C 
(FORCE  or NEF) 

Workflow for the Coordinator

Select the Reporting periodSelect the Reporting period

Fill in the Form C and save itFill in the Form C and save it

Submit the Form C to the 
Commission 

Submit the Form C to the 
Commission

The EC user can 
request a revision 
The EC user can 
request a revision



Its use is MANDATORY in FP7. It presents several advantages:

• Less error prone than excel sheets 
o Forms C are pre-filled containing the correct information of the 

grant, periods, beneficiaries 
o Automatic verification whether requested EC contribution does 

not exceed maximum value that can be requested
o Allows the print of the Forms C and of the summary financial 

report
o Allows correction of the Forms C in case a revision is requested 

by the EC

• Forms C are automatically transferred to internal Commission 
module to treat them and to calculate the payment parameters

The web-based IT tool to work on the Forms C



Select Reporting period



Fill in FORM C

mandatory

To fill in



Calculated 
automatically

To be filled in

in current 
release,  

calculated 
automatically if 

ICM is a flat 
rate



Fill in FORM C



Submit the Form C to the Commission and confirm 
( data read-only)



2 types of certificates:

• Certificate on financial statements (CFS) (Form 
D)- expenditure verification

• certificate on the methodology (Form E) - 
system verification

– Personnel & Overheads

N.B.: The submission of a certificate does not waive the right  
of the Commission to carry out its own audits (Article II.22 
of the FP7 model grant agreement).

Report of factual findings 

6. CERTIFICATES



Certificate on financial statements 
(CFS)

Mandatory for a beneficiary when its 
requested funding for the project equal 
or more than 375,000€

–exception for project of 2 years or less, no 
intermediate CFS submitted only at the end



Certificate on the methodology 
(CoM)

– Aims at certifying the methodology of 
calculating (average) personnel costs and 
overheads

– On a voluntary basis
– Particularly aimed at legal entities with 

multiple participation, criteria (at least 8 
participations in FP6 > 375K €)

– EC makes final decision on acceptability
– Once accepted, it is valid for al subsequent 

financial statements submitted by the 
beneficiary (valid throughout FP7)



• Payment to be made within 105 days (90 days new target as from 
1/10/2009) after approval by the Commission of reports and 
deliverables 

• Absence of response does not mean approval

• After reception the Commission may:
– Approve (in part or as a whole)
– Make approval subject to certain conditions
– Reject providing appropriate justification
– Suspend time limit for payments
– Suspend payment

• The Commission may proceed with an interim payment in part

• On expiry of the time limit (105 days) automatic payment of interests 
(suspension taken into account for the time limit)

• The Commission may decide not to pay in case of non-receipt of a 
report, a deliverable or CFS (subject to a prior notice of 1 month)

Approval of reports and 
deliverables (1)



– Suspend time limit for payments because
• Incomplete
• Clarification/additional information needed
• Doubts on eligibility of costs
• Additional checks being done

– Suspend payment
• Work carried out does not comply with conditions of the grant 

agreement
• Provisions of grant agreement are infringed 
• Suspicion of irregularity in the performance of the grant 

agreement
• Suspected or established irregularity in the performance of 

another grant agreement

Approval of reports and 
deliverables (2)



Final Report
• Publishable summary
• Dissemination activities, list of publications, 

patents, foregrounds
• Questionnaire of societal implications



1. FINAL PUBLISHABLE SUMMARY REPORT
(to be public on CORDIS)

•Suitable quality to enable direct publication, maximum 40 pages & should address a wide audience, 
including the general public.

The publishable summary has to include 5 distinct parts described below:
– An executive summary (not exceeding 1 page).
– A summary description of project context and objectives (not exceeding 4 pages).
– A description of the main S&T results/foregrounds (not exceeding 25 pages), 
– The potential impact (including the socio-economic impact and the wider societal implications 

of the project so far) and the main dissemination activities and exploitation of results (not 
exceeding 10 pages).

– The address of the project public website, if applicable as well as relevant contact details.

Furthermore, project logo, diagrams or photographs illustrating and promoting the work of the project 
(including videos, etc…), as well as the list of all beneficiaries with the corresponding contact names 
can be submitted without any restriction (but will not be public)



Publications, patents, foregrounds 
summarised in the final report

• Tables of structured entries
• Participants may also 

contribute
• Coordinator validates and 

submits
• Tables are used in final report



Final Report



Final report on the distribution of the 
European Union financial contribution

This report shall be submitted to the Commission within 30 days 
after receipt of the final payment of the Community financial contribution.

Report on the distribution of the European Union financial contribution 
between beneficiaries

• Name of each beneficiary 
• Final amount of EU contribution per beneficiary in Euros
• Total of EC contribution

Reporting requirement 
30 days after reception of the final payment



Final report on the distribution of the 
European Union financial contribution



Thank you very much for your Thank you very much for your 
attentionattention
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