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

	Name of project:

	Project acronym:

	ID journal number:


This is the Activities Reporting Form to be filled out by each partner of a project. The Lead Beneficiary will send out this form to all partners and the partners will subsequently submit the filled-in form back to the Lead Beneficiary, who will then compile the information in a separate form (Periodic Report on Activities – LB version) in order to submit the project’s periodic report on activities to the Joint Technical Secretariat. 

The individual partners will cover in this form only the information regarding the activities / work packages that the specific partner was responsible for or involved in. 

Separate reports by project partners will not be considered by the Secretariat. It is the task of the Lead Beneficiary to collect information from the partners and to prepare the reports for the whole project. 
	Update Summary:

	Here you are required to provide a short summary about the progress of the activities /work packages you were responsible for / involved in, which were carried out during the reporting period. Please note that this summary should be concise and avoid lengthy technical details. This summary will feed into a project level summary to be uploaded to the project section of the programme website to enable people to obtain information about the project and its latest achievements. NB: Word limit 500 characters.



You are required to report on your activities two times a year.  The Lead Beneficiary will forward the form to you upon time for reporting. 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.  

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 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.

· 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. 
Section 1
In this section the basic information about the project activities and the project partner’s details is filled out in accordance with the Application Form. Please fill in your contact details.
	1. Beneficiary and project information

	Information on Beneficiary
	

	

	Beneficiary no
	Organisation
	Country
	NUTS Code
	Contact details
	

	
	
	
	
	
	


	2. Time period (6 months)

	This Activity report covers the time period from:

until:

	Extended implementation period:


	3.  Changes and other project issues


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. These changes however need to be immediately reported to your Lead Beneficiary. This means that changes cannot be reported within this form, merely an oversight should be provided to the LB below.

Please fill in the changes that occurred in this reporting period in relation to the work package /activities that you as a project partner are responsible for or involved in. 

3.1 Changes process

Have any of the changes below been made during



 
the reporting period?


     Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

If yes, please tick the relevant box. If no please move to section 4
      Have they been reported to the Lead Beneficiary?

     Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

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


      Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

Changes of activities in the work packages

Change of partnership
   
      
      Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

Change of project timeline (new project timeline)  
      Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

3.2 Other project issues

Incompletion of a work package
  
      Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

Addition of an Indicator  


      Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

Publicity



      Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 

Activities outside the Eligible Area 

      Yes  FORMCHECKBOX 
                      No  FORMCHECKBOX 

	Comments:

	


Section 4

This section seeks to cover the work done and outputs produced during the 6 month time period covered by this Periodic Report on Activities. The amount of information provided should be proportionate with the level of spend during the reporting period.  
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.
Please only fill in the information related to the work package /activities that you as a project partner were responsible for or involved in.

	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).  Please structure the descriptions according to the activities as were 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 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 the work package(s) of the project that you were responsible for or involved in (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 at the top of page 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    No
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 carried out. Please explain here how your project activities have ensured transnationality in their approach. For example, describe here how you and your partners 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 have the activities you were involved in ensured transnationality in their approaches during the reporting period?


	Answer:



Section 7
Describe your role as a partner regarding the horizontal (different sectors) and vertical (different levels of government) and geographical (different regions) co-operation that has taken place and how this has contributed towards the project’s activities.
	7. Transnational partnership 

	How did you, as a project partner ensure horizontal and vertical participation?


	Answer:




Section 8

Describe if the activities that you were involved in / responsible for have built on or contributed towards 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 activities build on or contribute towards national policies in your country i.e. National Reference Frameworks etc. In addition you should state if the activities have linked to any other projects or programmes and the outcome of this.
	8. Knowledge transfer and links

	a) Which European /national or other policies have the project activities that you were involved in contributed towards during the reporting period?  


	b) Do the activities 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 activities.



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

	Answer:




Section 9

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

	How have the project activities that you have been involved in contributed to promoting innovation within the North Sea Region during the reporting period?  

	Answer:




Section 10

Here you should describe relevant information for the LB on communication and publicity activities aiming to communicate the added value of the project, in case you have carried out any within the activities / work packages that you have been involved in or responsible for.
	10. Publicity

	Relevant information for the LB on communication and publicity activities: 


	Answer:




Section 11

Please only report on indicators once every 12th month and on an even report (2nd, 4th e t c). Please provide below indicator information related to the activities and work packages that you have been involved in / responsible for, which are relevant for the LB. 

Please refer to the indicators relevant for you that have been established in the application form. Project indicators are fixed and cannot be changed. The establishment of additional indicators in exceptional cases must be duly justified.
	11. Indicators

	Relevant information for the LB on indicators: 


	Answer:




	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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