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Periodic Reporting, Final Reporting, and the 

Review meeting 
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• Continuous reporting

• Periodic reporting

• Final reporting
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HE Grant Agreement obligations
Reporting and payments



• The Commission/Agency must monitor the 
activities of the projects in order to assess and 
verify: 
• that the beneficiaries implement the project as 

described in Annex 1 
of the Grant Agreement (GA) (Description of the action – 
DoA). 

• the eligibility of the costs claimed.

• In order for the Commission/Agency to verify 
that the project is implemented properly, the 
beneficiaries must submit any information 
requested, and in particular the deliverables 
and reports detailed in the GA.

Monitoring implementation
Scope and timing

• Monitoring project implementation is a 
continuous task that can take place 
at any moment during the active period of the 
project (and beyond).

• but there are key contractual tasks that make 
project monitoring most relevant at certain 
periods in project's life, in particular after each 
reporting period  at the time of payments.

Project Officers monitor projects. 
External experts may assist.

Review meetings may be 
organised regularly, normally 

after each reporting period. 
External experts may assist.



• The beneficiaries must provide reports to request payments, in accordance with the 
schedule and modalities set out in the Data Sheet.

Project reporting
Schedule



Reporting schedule
Overview of implementation



Based on the CA at the kick off meeting you would 
need to discuss the internal monitoring and reporting 
procedures.

Internal reporting:

- Allows a good overview of the work that’s been done

- Alerts if a partner is overspending or underspending

- Highlights issues that may hinder the implementation 
of the project activities

Internal reporting 
To monitor the financial and technical implementation 

Going back to our template!



Internal reporting 
Instructions

Dear ACRONYM main contacts,

This email is sent to all main contact persons of the ACRONYM beneficiaries (partners that receive 
funding from the EU) and every recipient is kindly requested to take action: please ask your colleagues 
from your finance department (or equivalent) to provide a financial report of the first 12 months of the 
project (1 August 2022 – 31 July 2023) according to the template attached. 

Please note that this financial reporting will be done cumulatively, so could you kindly use your 6M 
financial report as a basis and add/update this report for the additional months 7-12.

The same way as the last time, please fill the template with the actual costs according to categories as 
defined in the project budget and send it back to email@address before Monday 16th Sept 2023. 

There are two worksheets to fill: the ‘financial report’ worksheet and the ‘details PM and 
subcontracting’ worksheet.

As a reminder: it is necessary to register the time spent on the ACRONYM project for all beneficiaries. 
If your organization does not have a system for this in place, this template can be used: 

HorizonEurope template_time-declaration_en.docx. The original budget for the project (as stated in the 
Grant Agreement) can be found here: 

ACRONYM total budget Annex2 June 2022.xlsx

Please let us know if you have any questions.
Name and name and name

ACRONYM Coordination Team

• E-mails to be sent to proper contacts
• Instructions second time, example the first time
• Video tutorials are useful



Continuous reporting



• Project summary

• Submission of deliverables

• Report progress in achieving 
milestones

• Follow-up critical risks

• Reporting on horizontal issues
• Open access tables (publications, datasets, 

other results)
• Dissemination, exploitation and 

communication activities
• Policy questionnaires

• Continuous Reporting is activated at 
the project start

Continuous reporting module



Deliverables 



Coordination tasks

• Collaboration with WP leaders

• Regular meetings

• Risk assessment

• Internal reports to be delivered properly

• DEC table filled in – actions uploaded by the 
DEC WP leader

• Ask for clarification



Periodic reporting



Periodic technical reporting module – HE

*Screenshot from IT How To – has not yet been updated by the EC



Technical Report - H2020 vs HE

Horizon Europe

1. EXPLANATION OF THE WORK CARRIED OUT AND 
OVERVIEW OF THE PROGRESS

1.1 Objectives
1.2 Explanation of the work carried out per WP
1.3 Impact

2. FOLLOW-UP OF RECOMMENDATIONS AND 
COMMENTS FROM PREVIOUS REVIEW(S) (IF 
APPLICABLE)

3. EXPLOITATION PRIMARILY IN NON-ASSOCIATED 
THIRD COUNTRIES (IF APPLICABLE)

4. OPEN SCIENCE

5. DEVIATIONS FROM ANNEX 1 AND ANNEX 2 (IF 
APPLICABLE)



How to report deviations? 
Section 5. Deviations from Annex 1 
5.1 Tasks

• Include explanations for tasks not fully implemented, critical objectives not fully 
achieved and/or not being on schedule. Explain also the impact on other tasks on the 
available resources and the planning. 

5.2 Use of resources

• Include explanations on deviations of the use of resources between actual and 
planned use of resources in Annex 1, especially related to person-months per work 
package. 

5.2.1 Unforeseen subcontracting (if applicable) 

• Specify in this section:
o The work (the tasks) performed by a subcontractor which may cover only a 

limited part of the project; 
o Explanation of the circumstances which caused the need for a subcontract, 

taking into account the specific characteristics of the project; 
o The confirmation that the subcontractor has been selected ensuring the best 

value for money or, if appropriate, the lowest price and avoiding any conflict of 
interests. 

5.2.2 Unforeseen use of in-kind contribution from third party against payment or free of 
charges (if applicable) 

• Specify in this section:
o The identity of the third party; 

o The resources made available by the third party respectively against payment or 
free of charges 

o Explanation of the circumstances which caused the need for using these 
resources for carrying out the work. 



How to report deviations? 
Examples

Tasks related deviations: 
- Change in the schedule of the action
- Additional activities
- Attending at event which was not foreseen in the DoA…
Budget related deviations: 
- Budget transfer between beneficiaries
- Underestimating PM
- Overspending ….

IMPACT OF THE DEVIATION 
APPROVAL OF THE PROJECT OFFICER



Drafting the reports effectively
Tips – what and how to include in the reports

• Put together a very clear and solid Publishable / Executive 
Summary

• Distribute the work – as in proposal preparation
• Work Progress (WP1-n): WP leaders should coordinate with 

input from the relevant partners
• Establish uniform templates for the sections where you need 

partners’ input
• Consolidate partner outputs/achievements in case of joint 

activities (e.g. Dissemination)
• Use visuals (highlight, graphics, tables, etc.)
• Leave enough time to do the final editing, formatting and 

proof-reading of the reports + filling in all the info also online!
• Minor problems should never be reported – find the solution

“in-house”!
• Major problems (serious delays, exclusion of a beneficiary, etc.)

have to be reported – but there will be consequences…
• Report problems with options for solutions
• All other problems – try to balance!



Suspension of the Payment Deadline
Letter to the consortium

You are required to (re)submit the updated 
reports/requested information via the Participant Portal 
within 30 days /15 days (last period) from receiving the 
letter.

Suspension will be lifted (and the remaining payment 
period will continue to run again) once all issues have 
been resolved.



Typical mistakes
• Beneficiary No 3 ….. for WP2, more PM than foreseen have been reported,

please explain the reason for the deviation.

• Beneficiary No 9……. Has an average monthly salary of approx. 8.500 EUR
foreseen. In the first reporting period, they are claiming personnel cost of
approx. 12.200 EUR per month. Since this is a high deviation, please explain
the reason. Moreover it is declaring t total number of PM for all WPs of period
1. Please provide further explanation.

• Other direct costs: Line EUR 644.70 – includes EUR 254.95 for Business
breakfast in Kingston on 27/04/2017 – this cost is related to an event
occurred in RP1. Please check if this amount has not already been claimed
and paid in RP1. If not, please take it away from RP2 and claim it as an Adj RP1.

• For WPs 4 and 9, the PMs foreseen are already overused. Please clarify if the
work of Beneficiary 3 in these two WPs is done or if there is still work foreseen
in the next reporting period.

• Beneficiary No 4 ….., WP8 only starts in M25, but already 6,8 PM are
requested, please clarify.

• Beneficiary No ….., is requesting unit cost for SME owner or natural person
cost. These costs should have been foreseen in Annex2. Please confirm that
this is not a typo and submit a filled in Annex 2a.



Payment letter
Interim payment information letter
Payment of the Balance Letter



Coordination tasks

• Cross check the technical and financial 
reports

• Ask for deviation explanations
• Compare planned and real spending rates
• Be ready with the explanations EC may ask
• Overspending and underspending – figure

out now, not at the end 
• A problem should be reported with a 

solution/proposition
• Pay attention to the max 85% funding

distribution



Periodic reporting
Lump sum projects2.1



Continuous reporting
As it is in any other Horizon Europe grants

Periodic reporting
Consist of Technical report and Status of Work
Packages
Process:
• Consortium will prepare a detailed Technical report.
• The coordinator declares work packages as

Completed or Not Completed. This should be
justified by the technical periodic report. Partially
completed – only at the last reporting period.

• The project officer will assess the technical report
and the status for each work packages declared

• There is no reporting of actual costs or of resources.

Reporting obligations
of the lump sum projects



Periodic report module
Action grants

Technical part

● Part A (structured information entered 
through the continuous reporting module) 

● Project summary

● Deliverables, milestones, risks, etc.

● Answers to the impact questionnaire

● Part B (narrative part submitted in a PDF 
through the periodic reporting module)

● Explanation of the work carried out by the 
beneficiaries and overview of progress

● Explanations on deviations from DoA

Activated at the end of reporting periods

Must be submitted within 60 days following the 
end of each reporting period

Financial part

● Financial statements (individual and 
consolidated). 

● Explanation on the use of resources and 
information on subcontracting and in-kind 
contributions by third parties.

● Certificates on the financial statements 
(CFS), only at final payment if threshold is 
reached (uploaded as PDF).

Report generated automatically based on the 
information entered through the periodic
reporting module.



Periodic reporting module
Functionalities

• At the end of each reporting period, 
each beneficiary will receive a 
notification to complete:

• Their contribution to the Technical Part 
(this is common for all beneficiaries in 
the project)

• Their contribution to the Status of 
Work Packages (this is common for all 
beneficiaries in the project)

• They can see the read-only Status of 
Work Packages and the Periodic Report 
composition task, which need to be 
completed by the Coordinator.



Status of the Work Packages
Periodic reporting

• The Coordinator declares the status of the work packages as Completed or Not Completed
• An incomplete work package can be completed and paid in a subsequent reporting period. 
• Partially Completed status with % of completion can only be used at the final reporting period
• Completion of the work packages are based on the completion of the activities and not on a 

successful outcomes (like the action grants) 



Financial statements
Periodic reporting

• The Locking & Including of the Status of Work
packages by the Coordinator automatically
generate the Financial Statement for all
beneficiaries and sent a notification to the
Coordinator that the Financial Statement is
ready to be signed.

• Financial Statements are created based on
the completed work packages (at the final
reporting, partially completed work packages
as well) and the corresponding lump sum
shares.



Keeping records
You need vs. You don’t need, however……

What if?
- lump sum project is not your only project
- if you have both a running action grant

and a lump sum project and what if one of
them is H2020 and the other one is
Horizon Europe?

- What if you have colleagues who are
working on both a lump sum project and
an action grant?

Good questions, right?

Source: EC slides: Lump Sum Funding in Horizon Europe: How does it work? How to
write a proposal? (9 February 2023)



Final report



• For the final reporting period, the coordinator must submit, in addition to the 

periodic report, the final report within 60 days of the end of the final 

reporting period.

• The final report covers the whole project and is composed of a final 

technical and a final financial part:

• Final technical report is a publishable summary of the entire project 

• Summary of the context and overall objectives of the project (For the final period, 

include the conclusions of the action)

• Work performed from the beginning of the project to the end of the period 

covered by the report and main results achieved so far (For the final period 

include an overview of the results and their exploitation and dissemination)

• Progress beyond the state of the art and expected potential impact (including the 

socio-economic impact and the wider societal implications of the project)

• Project logos, diagrams, photographs and videos illustrating its work (if available).

Final Report
Technical Report
 



Results ownership list
as part of the final periodic report



• Final summary financial statement that is automatically 

created by the system (consolidating the data from all 

individual financial statements for all beneficiaries and linked 

third parties, for all reporting periods) and that constitutes 

the request for payment of the balance. 

• In some cases it must be accompanied by a certificate on 

the financial statements - CFS (one certificate per 

beneficiary/linked third party). 

• It is required if a beneficiary/linked third party requests a 

total financial contribution of €325,000 or more, as the 

reimbursement of actual and unit costs calculated on the 

basis of its usual cost accounting practices. In HE €430,000; 

or €725.000 for those having a System and Process Audit 

• The certificate must be issued by an external auditor. 

Final Report
Financial Report



CFS
Financial Statement



The coordinator will be notified of the end of the
payment process and will receive a Payment of
the balance letter and the supporting reports with
the details of any cost rejected and the reasons for
rejection:
• Financial Situation - Project Overview
• Financial Statement Assessment (per

participant)
• Payment of the Balance calculation sheet

The coordinator must check for each beneficiary
the amount of funds received and the costs
reported and accepted by the EC:
• Repayment of the excess funds to the

coordinator
• Payment of the balance to the partners

Payment of the balance letter 
To the Coordinator



Coordination tasks

• As earlier in the periodic report, but pay 
attention on final justifications

• High focus on KPI achievement

• Final DEC plan and Sustainability plans

• IPR management of results

• Result ownership table



Review preparation



Projects are reviewed (monitored) to assess the work carried out over a given period. Reviews may cover
the technical implementation of the project (i.e. its scientific and technological relevance) but may also
cover financial and budgetary aspects or compliance with other obligations under the GA.

The reviewer(s) assess the project progress with regard to:
• the initial work plan
• deliverables
• planned and used resources
• relevance of the objectives
• scientific and industrial quality
• management procedures and methods
• beneficiaries' contributions, and
• the expected potential impact in scientific, technological, economic, competitive and social terms, and 

the plans for the use and dissemination of results.

When? Ad-hoc OR Foreseen (Number of reviews and the foreseen date (month on e.g. M12) is specified in 
the GA)

By whom? Contracted experts of the EC

Who should attend? Coordinator (mandatory) and the WP leaders.

What is a technical review? 



• The Commission informs the project – via the
Coordinator – approx. 2 months before the review
meeting.

• Coordinator and the PO should agree on the date of
the review and the agenda. Duration of the review
meeting: 1 day approx.

• Consortium prepares the presentations (WP
presentations) and all other requested documents
(submitted deliverables, draft/final periodic report)

• Coordinator should send all requested documents and
the presentations in advance.

• Reviewer(s) read all relevant documents before the
review meeting, and may send questions in advance.

Review process
– before the review? 



• PO introduces the Reviewer(s), progress and the
purpose of the review;

• Coordinator introduces the partners (mainly WP
leaders)

• Coordinator gives an overview about the project,
progress and about any open/pending issues, next
steps;

• Presentation of the WP leaders;
• Budget spending overview by the Coordinator;
• Q&A session with the Reviewer(s) and the PO;
• Closing remarks and feedback of the Reviewer(s) and

the PO;
• Reviewer(s) assess the project based on the written 

material and information provided at the meeting. (In 
the event of remote review, the assessment is based on 
written documents only)

Review process
– during the review? 



Expert Review Report - the reviewer(s) draw(s) up the Expert
Review Report on a project, and the Commission sends it to the
consortium via the coordinator, but it is not made public. If more than
one expert is involved in project review, they issue a single
consolidated report written by a rapporteur. In case of remote
reviews separate review reports are developed.

• The reviewer(s) will also assist the Commission by
recommending any changes that may be required. However, the
final decision on recommendations and changes is taken by the
Commission alone.

• Beneficiaries may comment on the review report within 30 days
of receiving it.

Project assessment by the Commission - taking the experts' formal
recommendations into account, the Commission informs the
coordinator of its decision, which, however, may depart from the
recommendations. It may entail

• Accepting or rejecting the deliverables
• Allowing the project to continue in its existing form
• Suggesting modifications,
• Suspend the project implementation (under certain

conditions the project may continue when all requirements
are fulfilled, or

• Taking steps to terminate the grant agreement or to
exclude a beneficiary from taking part.

Outcome of the review 



Coordination tasks

• Get to know the reviewers – adjust the 
focus

• Organise a pre-review with key partners
• Be prepared for the unexpected
• Draft report to be ready a lot sooner –

challenge!
• You should be strict, so reviewers do not

have to.
• Ask them/accept their help/suggestions
• Answer to reviewers – thank you very 

much, we will carefully adjust



Any questions?

© Europa Media Trainings   It is strictly prohibited to use or distribute the content and design of this presentation without Europa Media’s prior consent.



THANK YOU!
for your attention

© Europa Media Trainings   It is strictly prohibited to use or distribute the content and design of this presentation without Europa Media’s prior consent.

Gabriella Lovasz
gabriella.lovasz@europamedia.org

www.europamediatrainings.com
info@europamediatrainings.com

@EuropaMedia
@gabocsek
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