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What/How should you upload to your 
(partner) report? 

A. As many pictures as I can, let the Programme bodies 
see, that we have been hard-working 

B. Collect all relevant documentation(LoP, some 
pictures, agenda, invitation,) only once, I should 
keep referring to them 

C. I should upload every document to every possible 
place within the report to make sure, the FLC and JS 
will see them 
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When should I start working on my 
project report? When should I submit it? 

A. I should wait until all my partners are ready with 
their reports. Patience is a virtue. 

B. I need to submit it to the JS not later than 5 months 
after the end of the reporting period. 

C. I can start to work on it as soon as possible and I 
can contact my JS member anytime. 
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How frequently should I submit a 
report? 

A. If my project already has large expenditures, I will 
definitely report in order to get reimbursed. 

B. The project has defined reporting periods (e.g. 6 
months) and I have to stick to it. 

C. If there was no activity in the respective period I 
skip that report. I report in the next. 
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Once the ERDF contract is signed, the 
followings are needed by the first 
ERDF payment: 

A. Up-to-date staff costs data sheets 

B. Contracts of national contributions 

C. My colleagues should gather on the day of the 
payment, so we can celebrate. 
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As a Lead Partner, what should I do if 
a partner of mine is always late with 
the reports? 

A. As Lead Partner I am responsible for the whole 
partnership and for the smooth implementation, I 
should raise their attention to the importance of 
reporting on time. 

B. I should not bother them, they will report when they 
are ready. 

C. I threaten them to be kicked off from the partnership. 
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Content: 

 Language (German or Hungarian) 

 Reflect the content as laid down in the AF 

 Input for the project report (to your LP) about your 
contribution to 
• Main outputs 

• Reaching target groups 

• Work package activities / deliverables 

• incl. Project specific objectives! 

 List activities + describe achievements 

 Meaningful for any 3rd party 

Partner level report 
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Add reports in eMS  

 only 1 report at once;  

 start from the beginning, don’t skip periods 

 if no expenditure: use zero reports (content without 
financial part) 

Partner level report 
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Partner level report 
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Timing 

 Refer to deadlines in 
AF 

 Preparation cost:  
at the same time 
when report about 
period 1 

Partner level report 
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Sections of the partner report (content part) 

 Summary of partners work 

 Project main outputs delivered 

 Target groups reached 

 Reporting per work package 

• preparation, management, communication, thematic and 
investment WPs 

• Your contribution to activities 

• Deliverables 

• Proofs of deliverables 

Partner level report 
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To be uploaded into eMS 

Evidence of finalised output / deliverable of the projects, like: 

 studies, research results, brochures, 

In case of main project events: 

 Photos (selected!), agenda, invitation, LoP,  

If relevant updates of AF annexes, e.g.  

 staff cost data sheet 

 list of parallel projects 

 de minimis declaration 

 for staff flat rate: in 1st report repeated proof of at least one 
employee 

Partner level report 
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Expenditures 

 Don’t link to work packages 

 Don’t have to report flat rates 

 Don’t forget to report revenues 

 Mind GDPR  

• Sensitive staff expenditure related data are visible only to 
your FLC 

• upload other files including sensitive data (if any) into the 
section „Personal data attachment” 

Partner level report 
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Supporting documents of expenditures (at section LoE) 
Upload into eMS 
 invoice  
 or other primary accounting documents of equivalent 

probative value 
 For staff costs: „Berechnungsblätter” or „bérsegédtábla” 
Do NOT upload (send to FLC on other data carriers ): 
supporting documents of expenditures, like  
 delivery notes, 
 bank statements, 
 timesheets, 
 procurement documentation, 

Partner level report 



17 

Project level report 
Scope of project reports:  
 Sums up implementation on project level  
 Monitoring tool for LP and for the programme bodies 
 Forwards the partners’ certified expenditure to the prg. level 
Timing:  
 START to prepare project reports as soon as information from 

project reports are visible in eMS, 
 DON’T wait until all FLC certificates are available 
 submit a.s.a.p., not later than 5 months after the period’s end 
Language and style 
 German-Hungarian or English 
 Evidence of deliverables or outputs should be uploaded in the 

original language they were produced 
 Understandable for non-expert 
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Project level report 

Main structure: 

 „Report” tab with overview and partner certificates 

 Work packages  

 Financial overview 

 Attachments 

• upload new attachments 

• and/or link attachments in partner reports 
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Reporting in different periods: 
 Preparation period (lump sum): 

• content part not compulsory, 
• FLC certifies without control 
• submit before report 1 

 Preparation period (real costs): 
• report about content work 
• mind timing rules for expenditure (legal basis, payment) 

 Period 1: 
• Don’t submit before report 0 if you have a share of the lump 

sum, or report real cost preparation 
• Don’t forget to attach national financing documents 

 Period 2. on: 
• report about activities, achievements build on previous reports 

Project level report 
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The Report tab 

 main achievements 

 certificates (include available partner certificates) 

 project specific objectives 

 main output achievements (takes values from WPs) 

 target groups reached 

 problems and solutions 

 horizontal principles 

Project level report 
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Cost certificates 

 Include all AVAILABLE FLC certificates of partners 

 But do not wait 

• If there is substantial delays on PP/FLC level 

• especially in case of insignificant values 

 Certificates that were not included in a project report 

• can be added when they become available, in case report 
is reverted by the JS 

• can be added to a report of a later period 

Project level report 
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Project level report 

Mind these aspects at the „Report” tab 

 Highlights of achievements: 
• sum up the results of the main activities and achievements 

in the recent period, 

• avoid  to write the same with other words as the text in 
the summary part on the WP level 

 Target groups: beware of inconsistencies, such as 
high number of participants reported in the Comm 
WP and low number entered at achievement of 
target groups  

 Sum up main problems described on the WP level in 
the problems and solutions section 
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Reflect MC conditions (acc. ERDF contract ): 

if they are relevant for the implementation,  

 

 describe actions taken 

 upload evidence 

example: 

 „The responsible departments for tourism and 
technology must be (verifiably) invited to the 
workshop for the technical programme (framework 
system) and to regular work meetings …”) 

Project level report 
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Project level report 

FAQ 

 What can I write about the achievement of project 
specific objectives? 
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Project level report 

FAQ 

 How should we handle the horizontal principles?  
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FAQ 

 How to reflect the target groups reached? 

 What happens, if we the estimation in AF is wrong? 

Project level report 
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Attachments: 

 Upload 
attachments  

 and/or link 
attachments  
from partner 
reports:  

Project level report 
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List of work packages 

 

 

Project level report – work packages 



29 

WP status 

• not started 
• completed 
• proceeding according to work plan 

 
 
 

• behind schedule  
• ahead of schedule   

 

Project level report – work packages 
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Progress description 

 

 

 

 
Focus on: 

 achievements on project level, 

 reflecting the partner contributions, 

 how partners were involved, who did what. 

Project level report – work packages 
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Problems and deviations 

 

 

 

 

 

 Be honest about challenges – specific for the WP 

 Basis for the section „Problems and solutions found” in the 
„Report” tab 

Project level report – work packages 
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Activity and deliverable I. 

 

Project level report – work packages 
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Activity and deliverable II. 

 Deliverables status:  

• not started 

• proceeding according to work plan 

• behind schedule 

• ahead schedule 

• completed and achieved as planned 

• completed and achieved more planned 

• completed and achieved less than planned 

 

 

 

Project level report – work packages 
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Attachments I. 

 Upload evidence related to deliverables and 
outputs: 
• finalised studies 

• final research results 

• finalised curricula 

• brochures 

• photos of main project events and of infrastructural 
investments 

• agenda and/or invitation of main project events  

• and any other finalised written products of the project. 

Project level report – work packages 
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Attachments II. 

 

 

 

 

 

 

Project level report – work packages 
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Project main outputs I. 

 recorded in WP implementation and investment 

 crucial for the project’s effective contribution to the 
programme targets 

 

examples: 

 Roads (re)constructed / improved 

 SMEs involvement can be counted based on 
continuous involvement or when it is finally 
documented. 

Project level report – work packages 
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Project main outputs II. 

 

 

Project level report – work packages 
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Project main outputs III. 

 

Project level report – work packages 
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Communication WP I. 

 progress towards the communication objectives  
as defined in the AF 

 explain achievements in the respective period  

 Level of achievement: 

• fully achieved, 

• (achieved) in a large degree, 

• (achieved) in a small degree, 

• not achieved.  

Project level report – work packages 
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Communication WP II. 

 

 

 

Project level report – work packages 
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Thank you for your attention! 


