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Interreg IVB North Sea Region Programme
Periodic Report on Activities –  Lead Beneficiary Version to be sent to JTS
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for this particular project

	Name of project:

	Project acronym:

	ID journal number:


	Summary on progress:

	Here you are required to provide a summary about the progress of the project during the reporting period.  Please note that this summary will be uploaded to the (your) project section of the programme website to enable people to obtain information about the project and its latest achievements.  Please note that this summary should be concise and avoid lengthy technical details. 
NB: Word limit 500 characters.



You are required to report on your activities two times a year.  The secretariat will always send a request for periodic reports (once every six months). All information given in this report should only cover the time period that is covered by the report.  You should not report on activities that have not yet taken place.
Please only report on indicators once every 12th month and on an even report. 
The information provided in the reports is fundamental to the programme secretariat for several reasons.  Firstly, the secretariat relies on the information provided in the reports to obtain an accurate picture of project progress, both in relation to activity and finance.  Secondly, the reports provide the secretariat with the information it needs to monitor the project and enable it to check that the project is delivered in accordance with the application form.  Finally, the secretariat can use the up to date information provided in the reports for dissemination and promotional purposes.  

Separate reports by project partners will not be considered. It is the task of the lead beneficiary to collect information from the partners and to prepare the reports for the whole project. A separate version of this form to be distributed among the partners is available (Periodic Report on Activities – Partner version).  
When completing your report you should also remember:

· In all cases the structure of reporting should follow the structure of, and be consistent with the information provided in your application and appendices. For example, if you have described the project activities under a specific work package, you should report on their functioning within the pre-chosen work package. Or, if you should have not executed the actual activities in the way they had been described in the application form, you should always report this immediately, giving reasons.

· When reporting you should consider the relevance of the information you are providing in enabling the programme secretariat to monitor the progress of your project.  Whilst the programme secretariat recognises the importance and necessity of smaller project meetings held by individual project partners, it is more interested in receiving activities that have been undertaken which have a strategic and transnational importance for the project i.e the establishment of a  transnational training programme.  This is particularly the case if they have a bearing on the overall project and have a specific outcome.  

· Whilst the programme secretariat may refer to your project website for additional information, a general update on your projects progress or for promotional purposes, project websites cannot be used as a sole mechanism for reporting i.e. you cannot ask the secretariat to refer to the website for an update of the project activities and outputs instead of completing the appropriate sections of your your activity report.  Your project website should be referred to as an example of a project output, or if the activities outputs etc. being reported on cannot be translated or displayed in the report forms.

· You should not only report on activities carried out but also provide information about the outputs and results achieved as a result of the activity.
· You should not simply cut and paste the information provided to you by your partners in the report, but consider and convey the information that has been provided in the style in which the whole activity report has been written.
Section 1

In this section the basic information about the project, the Lead Beneficiary and all other participating project beneficiaries is filled out in accordance with the Application Form. The person responsible for the project should sign the Activity Reports.
	1. Beneficiary and project information

	Beneficiary information

	Extended deadline for submission of report: Secretariat fills in

	Required submission date and type of next report: Secretariat fills in

	Final Report is expected to be delivered: Secretariat fills in

	
	

	Project number
	
	Priority
	

	Homepage (if any)
	
	ERDF
	€ 

	
	
	
	

	Lead Beneficiary information
	

	Organisation

	Address
	

	Postcode, City/Town
	

	Telephone
	
	Country
	

	e-mail
	
	Fax
	

	
	
	
	

	Information on Beneficiaries
	

	

	Beneficiary no
	Organisation
	Country
	NUTS Code
	Contact details
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Expandable
	
	
	
	
	

	Certification by Lead Beneficiary
	
	
	
	
	

	Name
	
	
	
	
	

	Position
	
	
	
	
	

	Signature
	
	
	
	
	

	Date
	
	
	
	
	

	
	
	
	
	
	


	2. Time period (6 months)

	This Activity report covers the time period from:

until:

	Extended implementation period:


	3.  Changes and other project issues


Section 3

The programme secretariat understands that it is sometimes necessary to make adjustments and changes in certain areas i.e. to an activity, during the lifetime of the project. By amending the application form and saving the edited version the project has the opportunity to make these changes at any given time and ideally as soon as they are known about.  An explanation for the changes or other project issues (if relevant) needs to be provided in the Explanation for Changes sheet. This means that changes to the project should not be reported on in the periodic reports for activities, merely an oversight of the changes made (if this has been the case) needs to be provided by using the list below:
3.1 Changes process

Have any of the changes below been made during the reporting period

If yes, please tick the relevant box below.  If no please move to section 4

      




     Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

      Have they been processed using the above listed process
     Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

      (If no, please use the comments box below to elaborate)
Change of contact details


      Yes  FORMCHECKBOX 
                       
Changes of activities in the work packages

Change of partnership
   

      
      Yes  FORMCHECKBOX 
                       
Change of project timeline (new project timeline)  
      
      Yes  FORMCHECKBOX 
                       
3.2 Other project issues

Incompletion of a work package

   
      Yes  FORMCHECKBOX 
                       
Addition of an Indicator  


      Yes  FORMCHECKBOX 
                       
Publicity 
(requirements have not been met)




                                                                            Yes  FORMCHECKBOX 
                       
Activities/travels outside the Eligible                                                 Yes  FORMCHECKBOX 
                      
(not listed in the approved application)

	Comments:

	


Section 4

This section seeks to cover the work done and outputs produced during the 6 month time period covered by the Periodic Report on Activities. The amount of information provided should be proportionate with the level of spend during the reporting period.  For example, if you have spent 500,000 EURO’s on a material investment and reported on this in less than ten lines, it is likely that it would not provide the secretariat with enough information. 
In order to get a clear picture of the project progress and its outcomes, you should, where possible, enclose photographs of the main outcomes during the reporting period. Pictures should include information of what the image shows and when and where it was taken. To substantiate the delivery of activities and outcomes co-financed by the programme, you should also enclose samples of important deliverables and tangible results of your project.
	4a. Work packages and activities

	Describe the main project activities and results that have been carried out during the reporting period (to include a description of any material investments carried out by the project).  Please break the description down into the relevant work package as was described per your project application. Please also list any outcomes, results and impacts (including those that have not been expected), which could be relevant to for communication on programme level

If there is a change to an activity or work package please refer to section 3 and 4 in the Explanation for Change Form



	Answer:



Please report on any activities that have taken place outside of the eligible area during the reporting period.

	4b. Activities or travels outside the eligible area (that were listed in Q2.4 of the approved application form)

	Please describe the activities or travels which took,place and the outcomes of this.



	4c. Activities or travels outside the eligible area (that were not listed in Q2.4 of the approved application form) 

	Please describe the activities or travels which took,place and the outcomes of this.



Section 5

If one of the work packages of the project (as indicated in the approved Application Form) has been completed during the time period that this Activity Report covers, please fill in this section. 

If you were due to complete a work package during the reporting period but did not, please see the change process as outlined in section 3. 
	5. Completion of a work package

	a) State what work package has been completed and its starting and completion date
	

	    Start
	
	Completion
	

	b) Does this completion of a work package correspond with the application form? Yes   FORMCHECKBOX 
           No  FORMCHECKBOX 
                      
If no please read the guidance for this question above. 



	Project related issues:

	c) What have been the main outcomes and results of the completed work package?



	Answer:



Section 6

You should outline the transnational features of the activities. Please explain here how your project activities have ensured transnationality in their approach for example, describe here how your project beneficaries have worked transnationally during the period in order to make the relevant impact i.e. beyond the work carried out within each partner country. In addition, you should demonstrate the way in which your activities have had a transnational impact. 
	6. Transnational approach

	How has the project ensured transnationality in its approach during the reporting period?


	Answer:



Section 7

Describe the role of the beneficiaries and the horizontal (different sectors) and vertical (different levels of government) and geographical (different regions) co-operation that has taken place and how have they contributed towards the project.  Please also describe any problems within the partnership.
	7. Transnational partnership 

	a) How have the project beneficaries ensured horizontal and vertical participation?


	b) Are there any difficulties in the partnership? 

If a partner wishes to withdraw or change responsibility within/from the partnership please refer to     question 5 in the Changes Explanation form 


	Answer:




Section 8

Describe if the project has built on or contributes towards other European policies or initiatives i.e. the White Paper for Transport 2010, the EU Maritime Policy etc. during the reporting period. Also describe if the project builds on or contributes towards national policies in the partner countries i.e. National Reference Frameworks etc. In addition you should state if the project has linked to any other projects or programmes and the outcome of this.
	8. Knowledge transfer and links

	a) Which European /national or other policies has the project contributed towards during the reporting period?  


	b) Does the project make any links to any current and former programmes and projects during the reporting period? If yes, please present how these links are implemented in your project.



	c) Have other contacts have been made during the reporting period?

	Answer:




Section 9

Describe those aspects of your project during the reporting round that are new and innovative.
	9. Innovation

	How has your project contributed to promoting innovation within the North Sea Region during the reporting period?  

	Answer:




Section 10

Here you should describe communication and publicity activities on the different levels (international, national, regional and local) aiming to communicate the added value of the project. Transnational added value should be highlighted. 
In addition, you need to provide references to the EU and ERDF as stated in regulation (EC) 1828/2006. This is relevant for all beneficiaries and all communications and publicity activities. If the questions in 9c referring to this are not relevant for the project during the reporting period the ‘not relevant during the project period’ box must be ticked.

If you tick the ‘no’ box it implies that you should have carried out the fulfilment, but have not. You should therefore explain why this action has not been carried out using the Explanation for Changes form.
Please remember to include evidence (e.g. pictures/photographs) as attachments to the report as well as copies of relevant documents and reports with the logos displayed.
Please note that references clearly indicating that the activities have been part funded by the EU/ERDF are mandatory. Failure to comply can result in the activity/product NOT receiving the relevant ERDF contribution.
In addition the North Sea Region Programme encourages the use of the Programme logo and related references in all communications activities. Please consult the Graphical Guidelines document in the Downloads section of the Programme website for more information about the use of the logo. In the same section logos are available for download.

 For more information please see Chapter II Section 1 of regulation (EC) No 1828 /2006.
	10. Publicity

	a) What kind of communication and publicity activities have been carried out? 



	b) Have any particular activities obtained particular attention for the project or Programme?



	Answer:



	      10ci) If you fulfil the following conditions as beneficiary, you should during the implementation of the          operation, put up a billboard at the site of each operation.

(a) the total public contribution to the operation exceeds EUR 500 000;
Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 
     Not relevant during this reporting period  FORMCHECKBOX 

(b) the operation consists in the financing of infrastructure or of construction operations. 
Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 
     Not relevant during this reporting period  FORMCHECKBOX 

If you have answered both questions with yes, please provide details about the infrastructure or construction and the billboard: ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
The following information should be displayed for all information and publicity measures aimed at beneficiaries, potential beneficiaries and the public
a) the emblem of the European Union, in accordance with the graphic standards set out in Annex 1 of the Official Journal of the European Union 
b) reference to the ERDF: ‘European Regional Development Fund’; 
c) the statement ‘Investing in the future by working together for a sustainable and competitive future ’. 

This information shall take up at least 25% of the billboard. When the operation is completed, the billboard shall be replaced by the permanent explanatory plaque referred to in the next question.



	10cii If you fulfil the following conditions as beneficiary you should put up a permanent explanatory plaque that is visible and of significant size no later than six months after completion of an operation:

(a) the total public contribution to the operation exceeds EUR 500 000;


    
Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 
         Not relevant during this reporting period  FORMCHECKBOX 

(b) the operation consists in the purchase of a physical object or in the financing of infrastructure or of construction operations. 
Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 
       Not relevant during this reporting period FORMCHECKBOX 

If you have answered both questions with yes, please provide details about the purchase of a physical object, financing of infrastructure or construction operations and the explanatory plaque:
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
The plaque shall state the type and the name of the operation, in addition to the following a) the emblem of the European Union, in accordance with the graphic standards set out in Annex 1 of the Official Journal of the European Union b) reference to the ERDF: ‘European Regional Development Fund’; c) the statement ‘Investing in the future by working together for a sustainable and competitive future’.  This information shall take up at least 25% of the plaque.


	10ciii All information and publicity measures aimed at beneficiaries, potential beneficiaries and the public should include the following:

(a) the emblem of the European Union, in accordance with the appropriate graphic standards, and reference to the European Union; 

Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 
     Not relevant during this reporting period  FORMCHECKBOX 

(b)  reference for the ERDF: ‘European Regional Development Fund’
Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 
     Not relevant during this reporting period  FORMCHECKBOX 

(c) The statement investing in the future by working together for a sustainable and competitive future.

Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 
      Not relevant during this reporting period  FORMCHECKBOX 

(d) as stated in the guidance, the North Sea Region programme logo and related references should be used 

Yes  FORMCHECKBOX 
           No  FORMCHECKBOX 
     Not relevant during this reporting period  FORMCHECKBOX 

For small promotional objects points (b) and (c) do not apply.

Please provide details of the information and publicity measures: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...........................




Section 11
Please only report on indicators once every 12th month and on an even report (2nd, 4th e t c). Project indicators are fixed and cannot be changed. A project may, in exceptional cases however, establish additional indicators that are not predetermined at priority / programme level but are specifically relevant for the project. The establishment of additional indicators must be duly justified.  For details on this please refer to the Explanation for changes and other issues sheet. 
	11. Indicators

	Please fill in the on-line form. This section also includes the programme and environmental indicators. In case that some of the core output and result indicators, generic indicators and priority indicators are not targeted as stated in the application, please shortly explain here the progress you have made towards the targets. 




	12. Enclosures

	
	Format e.g. book, CD, DVD etc.
	Description
	No. of pages/photographs

	1. 
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	


Please provide at least one hard copy of the enclosures.
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