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Glossary
Electronic Monitoring System (eMS)
The eMS is an electronic data exchange system, developed by Interact, for managing and monitoring all
steps of the Programme and project implementation.
First level control
A body or individual in charge of performing control checks as described in the control system set up by
each Participating Country (in accordance with Article 23(4) of Regulation 1299 / 2013).
FLC Certificate
A document issued by the FLC to the Project Partner containing the amount of validated expenditure for
the concerned reporting period. By issuing this document, the Controller declares the legality and
regularity of the expenditure according to the EU, Programme and national rules.
Joint Monitoring Committee
Joint Monitoring Committee (JMC) reviews the overall effectiveness, quality and coherence of the
implementation of all actions towards meeting the objectives set out in the Cooperation Programme, the
financing agreements and relevant strategy papers. The Joint Monitoring Committee is responsible for the
approval of the relevant Programme documents (e.g. Programme rules on eligibility of expenditures) and
their amendments.
Subsidy Contract
The Subsidy Contract is legally binding document, which sets the requirements for receiving EU funding
and determines the rights and obligations of the LP and the MA (two signature parties). After signing the
Subsidy Contract, the Lead Partner is responsible for coordinating the implementation of the entire project
on behalf of all project partners.
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Lead Partner
The Lead Partner (LP) is a project partner assigned by other project partners to take over the role of the
“engine” of the project partnership. The LP is responsible for overall coordination of all partners in the
project, implementation and financial management of the project as set in the Subsidy Contract.
Project Partner
The Project Partner (PP) is any institution participating in the project and contributing to its
implementation according to the Application and the Subsidy Contract.
Partner Report
A tool used by the Project Partners that has two major functions. On the one hand, each PP (including the
Lead Partner) submits a Partner Report to declare its expenditures relevant for the reporting period for
validation to the responsible Controller at a national level. On the other hand, the PP, via the Partner
Report, provides adequate information for the LP concerning the activity and financial progress of its part
of the project, based on which the LP will prepare a Project Progress Report.
Project Progress Report
A tool that serves for monitoring project implementation as a whole, which provides up-to-date
information about the progress of the project implementation, achievements of activities, deliverables
and outputs, as well as information on the project`s expenditure verified by national controllers. The
Project Progress Report is prepared and submitted by the Lead Partner to the relevant Programme bodies
(JS, MA, CA) via eMS.

Introduction
The purpose of the Project Implementation Manual is to provide detailed guidance for Lead Partners
and Project Partners which implement the project within the 2nd Call for Proposals of Interreg IPA Crossborder Cooperation Programme Croatia-Bosnia and Herzegovina-Montenegro 2014-2020, covering all
steps of project implementation, from contracting to project closure, including reporting obligations and
other Programme-related requirements set in the Subsidy Contract. The Project Implementation Manual
and its annexes can be amended during the project implementation period. Any amendment of the PIM
will be announced on the Programme website (https://www.interreg-hr-ba-me.eu/) and the latest version
will be uploaded.
For specific questions and problems related to your project, please contact the Joint Secretariat for
advice. You can find the contact details of the JS on the Programme website.
6

Legal basis
Rules relevant for the project implementation follow different levels: EU, Programme and national
rules. For matters not covered by rules laid down in, or based on, EU or Programme rules, relevant national
rules of the Participating Country in which the project is implemented shall apply.
The following documents are used as legal basis for the implementation of projects within the 2 nd CfP:


Regulation (EU) No 1303 / 2013 of the European Parliament and of the Council of December 17,
2013 laying down common provisions on the European Regional Development Fund, the European
Social Fund, the Cohesion Fund, the European Agricultural Fund for Rural Development and the
European Maritime and Fisheries Fund covered by the Common Strategic Framework and laying
down general provisions on the European Regional Development Fund, the European Social Fund
and the Cohesion Fund and repealing Council Regulation (EC) No 1083 / 2006;



Regulation (EU) No 1299 / 2013 of the European Parliament and the Council of December 17, 2013
on specific provisions for the support from the European Regional Development Fund to the
European territorial Cooperation goal;



Regulation (EU, EURATOM) 2018 / 1046 of the European Parliament and of the Council of July 18,
2018 on the financial rules applicable to the general budget of the Union;



Regulation (EU) No 231 / 2014 of the European Parliament and of the Council of March 11, 2014
establishing an Instrument for Pre-accession Assistance (IPA II);



Regulation (EU) No 236 / 2014 of the European Parliament and of the Council of March 11, 2014
laying down common rules and procedures for the implementation of the Union's instruments for
financing external action;



Commission Implementing Regulation (EU) No 447 / 2014 of May 2, 2014 on the specific rules for
implementing Regulation (EU) No 231 / 2014 of the European Parliament and of the Council
establishing an Instrument for Pre-accession assistance (IPA II);



Commission Delegated Regulation (EU) No 481 / 2014 of March 4, 2014 supplementing Regulation
(EU) No 1299 / 2013 of the European Parliament and of the Council about specific rules on eligibility
of expenditure for cooperation programmes;



Interreg IPA Cross-border Cooperation Programme Croatia-Bosnia and Herzegovina-Montenegro
2014-2020 approved by the European Commission Implementing Decision No C(2015) 6026 of
November 24, 2015, and Version 5.0., approved by the European Commission Implementing
Decision No C(2021) 2575 of 12/04/2021 (hereinafter referred to as the Programme)



Financing Agreement for Interreg IPA CBC Croatia-Bosnia and Herzegovina 2014-2020 between
Bosnia and Herzegovina and European Commission from November 14, 2016 and the Amendment
of the Financing Agreement from December 16, 2019;
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Financing Agreement for Interreg IPA CBC Croatia-Bosnia and Herzegovina 2014-2020 between the
Government of Montenegro and European Commission from September 15, 2016 and the
Amendment of the Financing Agreement from September 4, 2019.



Commission Decision No C(2019) 3452 laying down the guidelines for determining financial
corrections to be made to expenditure financed by the Union for non-compliance with the applicable
rules on public procurement from May 14, 2019, including relevant Annexes;



Programme Rules on Eligibility of Expenditures;



Programme Visibility Guidelines;



Second Call for Proposals published on September 19, 2018;



Joint Monitoring Committee Decision No 16 on selection of Projects from October 29/30, 2019;



Approved Application in the electronic monitoring system (eMS);



Guide for filling in Project Progress Report;



VAT rules for Croatia: please note that on the current procedures applied in the Republic of Croatia,
VAT is eligible if it cannot be refunded in line with the national legislation. VAT Statement issued by
the relevant institution should be presented. Value Added Tax Act (OG, No. 73 / 13, 148 / 13, 143 /
14, 115 / 16, 106/18, 121/19). Ordinance on the Value Added Tax (OG, No 79 / 13, 85 / 13, 160 / 13,
35 / 14, 157 / 14, 130 / 15, 1 / 17, 41 / 17, 128 / 17, 1 / 19, 1 / 20 );



VAT rules for Bosnia and Herzegovina: please note that beneficiaries in Bosnia and Herzegovina are
obliged to follow relevant national procedure for VAT exemption: Instruction on claiming customs
duties and taxation payment exemption in accordance with the Framework Agreement between
Bosnia and Herzegovina and the Commission of the European Communities on the rules for
cooperation to implement EC financial assistance to Bosnia and Herzegovina under the Instrument
for Pre-Accession Assistance (IPA II)" (Official Gazette of Bosnia and Herzegovina, No 91/15) 1;



VAT rules for Montenegro: please note that beneficiaries in Montenegro are obliged to follow
relevant national procedure for VAT exemption: Rulebook on value added tax exemptions for
investors and supply of certain products and services (Official Gazette of Montenegro, 17/15 of 17
April 2015, 68/15 of 8 December 2015), Instructions on how to implement the procedure for
exercising the right to exemption from value added tax for projects financed by the European Union
(EU), from 17 June 20192;

1

Additional information on VAT exemption certificate in Bosnia and Herzegovina is provided on:
http://www.new.uino.gov.ba/get/4621
2
Additional information on VAT exemption certificate in Montenegro is provided on:
http://www.cfcu.gov.me/vijesti/156867/Nove-instrukcije-za-oslobadanje-od-placanja-PDV-a-decentralizovanoindirektno-upravljanje.html
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Other applicable national rules to the beneficiaries.

In case of amendments of the above-mentioned regulations and / or rules, the latest version shall apply.
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1. CONTRACTING PROCEDURE
Following the notification on the JMC decision on the selection of projects to the Lead Partner, a precontracting procedure shall be initiated between each Lead Partner and JS Project Manager in cooperation
with the MA, in order to meet the requirements of the Subsidy Contract and to consolidate the Application.
During this phase, minor adjustments of the Application may be done, especially related to the timeline,
workplan (e.g. activities, project outputs) and budget.
For all projects whose activities involve infrastructure, the following documentation need to be
delivered (for all project partners) to the JS/MA:
 legal documents specifying any legal right under the real-estate law concerning the land and/or
buildings where the works will be carried out (proof of ownership or long-term lease (10 years) of
the land/assets (if applicable);
 where applicable, necessary permissions for the execution of the works, issued by the
national/regional/local relevant authorities, such as:
- project design (preliminary works design or detailed works design including indicative bill of
quantities);
- legal permits and all necessary legal authorizations (e.g. location and construction permits, etc.);
- environmental impact assessments (if applicable).
Please note that the land and/or buildings where the works will be carried out must be publicly owned
or in long-term lease.
In case none of the abovementioned documents is required for the execution of works, please confirm
that no additional documentation will be necessary for the investment in question via official letter.
If the relevant documents related to investment are not submitted to the JS/MA, the MA may decide
to withdraw from the contracting.
Once the Application is consolidated, Subsidy Contract is signed between the Managing Authority and
the Lead Partner. The Subsidy Contract determines the rights and responsibilities of the Lead Partner and
the Managing Authority, the conditions of financing, the requirements concerning reports and financial
controls and other relevant provisions.
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1.1. Handing over to LP
After the project application has been approved Lead Partner (LP) should be assigned to Project in eMS.
Please follow the steps of the handover process below and assign Lead Partner to the approved project:

STEP 1:
Access the approved project: click to open the application form (AF) of the approved project

11

STEP 2:
Open the Lead Partner assignment section within the Application: click Lead Partner menu option

STEP 3:
Declare user, identified by username, as the lead partner: Fill in the Lead Partner username and click the
button to declare Lead Partner
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In the next step Joint Secretariat (JS) should approve or reject proposed LP. If the JS rejects proposed
LP the handover process should be repeated. In such case, the Lead applicant should propose another user
to be LP.
After the acceptance, the lead applicant (if not appointed as a LP) loses access to the most
functionalities of the project and only keeps read-only access to the version of the Application valid at the
moment of the handover. Following the handover the Lead applicant will not have the access to the
reporting, supplementary information, project history and modification requests.

1.2. Supplementary Information
In parallel with the adjustments of the Application and signing of the Contract, Supplementary
Information section in the eMS should be filled in by the LP.
The following sub-sections of Supplementary information section need to be filled in:
 Project Management
 Bank Information
 User Assignment
 Documents

In order to fill-in the Supplementary Information section in the eMS please follow the steps below:
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STEP 1.
Open the Supplementary Information section within the AF

Click to open
Supplementary
Information
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STEP 2.
Project Management within the Supplementary Information
The Project Management form should be filled in with information about the Project Manager, Financial
Manager and Communication Manager:
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STEP 3.
Bank Information within the Supplementary Information
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Step 4.
Documents within the Supplementary Information
In the Documents sub-section, the location of the official project documentation has to be provided for
each Project Partner:

In case of any changes related to the Supplementary information section, the LP is obliged to inform JS
Project Manager and modify the relevant information in the eMS.

17

2. PROJECT IMPLEMENTATION START-UP
After the consolidation of the Application and signing of the Subsidy Contract, LP should start, in
cooperation with their Project Partners, a series of administrative steps in order to set-up an efficient
management system and to secure the first payments to project.
The following steps are related to project start-up and must be followed in the first months after the
final consolidated Application was approved by the JS/MA, allowing project partnership to lay the
foundations for a smooth development of the project.

2.1. Partnership Agreement
The Partnership Agreement is a document laying down provisions that guarantee sound financial
management of funds allocated to the project; establishing cooperation principles, which regulate the
rights and responsibilities of Project Partners for a successful implementation of project activities. By this
document, the PPs accept technical and administrative coordination by the LP and the fulfilment of the
obligations toward the Programme bodies as well.
After signing the Subsidy Contract, all PPs (including the LP) are obliged to sign the Partnership
Agreement that represents a formal written agreement defining the roles, obligations and responsibilities
of LP and other PPs within the partnership. The Partnership Agreement serves as a mutually binding
contract and ensures that each partner accepts and carries out its assigned tasks. The Partnership
Agreement needs to be uploaded in the eMS within 30 days after the signing of the Subsidy Contract in
the eMS box as described below:
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All information in the Partnership Agreement needs to be in English (e.g. name of partners’
institutions). Information regarding the Financing of the Operation (Article 4.) needs to correspond with
the Programme co-financing table in the eMS:

Please note that Programme bodies are not parties to Partnership Agreements and therefore all legal
disputes that may arise are solely between PPs.

2.2. Setting up a Project Team
A balanced partnership between the participating countries where the project is implemented is
unique element of the cross-border cooperation. In order to achieve the successful partnership, it is very
important that all partners understand their role within the partnership and obligations towards project
activities in line with EU, Programme and applicable national rules for the successful project
implementation.
Project partners should have a clear vision of the project team management structure in advance,
identify roles and allocate responsibilities to each project team member. Moreover, effective management
structure and internal monitoring system could identify potential risks and therefore provide an
opportunity to avoid delays in project implementation.
In case of any changes related to the project team, the LP is obliged to notify JS Project Manager and
modify the relevant information in the eMS (if applicable).
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2.3. User Assignment
Project Partners can access the reporting overview in the eMS only after the Lead Partner enters all the
PPs into the system. This is done by assigning the users (one or more) to partners by the LP, which means
matching a username to a specific PP (the user must be registered in the eMS beforehand).
To perform the user assignment: please select “Supplementary information” from the left menu and
click on the tab “User assignment”.

ASSIGNING USERS TO PPs
Multiple users may be assigned as Project Partners (including the LP) which will all have the same access
to Partner Reports.

20

 Only users assigned as PPs can create, modify and submit a Partner Report.
 The Lead Partner must create its own Partner Report as “Project Partner”, not as “Lead Partner”.
Therefore, the LP also needs to assign its user to a role “Project Partner”.
 Only users assigned to the Lead Partner can view partner reports from all Project Partners,
regardless of whether they have been assigned to them or not. Other Project Partners have access
only to their reports.

ADDING AND REMOVING USERS
Adding: Enter a username in the New User field and click “Add” button
Removing: Select the user name of the user to be deleted and click the “Remove” button.

2.4. Zero Progress Report
Only projects that have planned and approved preparation and closure costs in their Application can
claim preparation and closure costs by submitting Zero Progress Report (in eMS report covering Period 0)
to the JS. This report needs to be submitted via eMS by LP only within the first 15 days of Operation
implementation.
Reporting workflow for preparation and closure costs (Zero Progress Report) is different from other
types of reports. It is automatically generated by the eMS and it is directly submitted to the JS without
prior verification by the First Level Control (FLC).
In order to create a Zero Progress Report, LP has to select the role of “LP” in the drop-down menu on
top of the page (this option is visible only to the LP). Zero Progress Report is automatically submitted by
clicking “Claim preparation costs” button in the Reporting overview.
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When clicking on the button “Claim preparation costs” the system will ask confirmation of the action.
If confirmed, the following will happen automatically:
1. The system will generate a report, which contains no text, just the List of Expenditures (related
to the preparation and closure costs only). All values (costs) are taken from the Application and
all items are marked as lump sums.
2. The system will automatically generate a Zero Progress Report and mark it as “Report submitted
to JS” and attach a certificate for preparation and closure costs.
3. The button “Claim preparation costs” will be deactivated and cannot be used again.

2.5. Pre-financing
In line with the Subsidy Contract, initial pre-financing of maximum 10% of the total project budget will
be paid by the CA to the LP within 30 calendar days from the project start date. For the purposes of the
initial pre-financing payment, the signed Contract will serve as a payment claim.
Before any payment to the project, the LB is responsible to enter/update relevant bank information
within eMS section Supplementary information.
The LP is responsible for transferring the funds to PPs participating in the Operation at latest 10 working
days after the reception of the funds from the CA (in full and in the respect to the Partnership Agreement).
Received pre-financing shall be deducted from certified Project Progress Reports by the CA during the
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implementation period, in line with the provisions of the Subsidy Contract. CA shall notify LP about the
amount of deducted prefinancing within payment notice sent via eMS.

2.6. Project Procurement and Project Communication Plan
PROJECT PROCUREMENT PLAN
At the beginning of project implementation, LP provides a Project Procurement Plan for all Project
Partners3 in order to create initial orientation of the procurement procedures and submit the plan to the
JS filled with the following information:
 Subject of procurement (e.g. purchase of IT equipment/development of marketing study/
reconstruction of a building…);
 Budget line(s) included;
 Total budget available (EUR) according to the latest budget;
 Type of contract (SER/SUP/WORK);
 Type of procedure according to Programme rules: single tender / simplified procedure / local open
/ international open / according to national legislation (only for Croatian project partners)4: e.g.
open procedure;
 Planned period of procurement according to the work plan (e.g. 1st reporting period; 2nd reporting
period…) and
 Comment (date/month of tender launch/month of signing of contract /end of contract).
The Lead Partner is responsible for timely delivery of Procurement plans to JS Project Manager in
charge of a particular project. The Programme bodies will use the procurement plans to easily monitor
project implementation, to identify possible delays, as well as discrepancies in the procedure.
LP shall ensure that updates of the Project Procurement Plan are promptly delivered to JS during the
implementation of operation (if applicable).

PROJECT COMMUNICATION PLAN
The Communication Plan (Annex 1) should be developed by the projects in order to have standardized
project communication practices and use them effectively throughout the whole period of project
implementation.

3

JS shall not verify project progress report for Period 1 if both initial Communication Plan and Project Procurement
Plan are not delivered.
4
Applicable only for project partners from the Republic of Croatia which are public bodies or bodies governed by
public law and are obliged to follow respective national legislation on public procurement, depending on the amount
in question.
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Communication is an essential element of a successful project, so all partners must be involved and
committed to communication activities. The Communication Plan shall be submitted to the JS at the
beginning of project implementation.
In developing the project Communication Plan, it is important to decide what communication tools and
methods would be appropriate for specific project and communication objectives, and for specific target
groups.

3. PROJECT IMPLEMENTATION
The Project implementation phase starts after signing the Subsidy Contract. From the Programme’s
point of view, it consists of project monitoring, which is the ongoing analysis of project progress towards
achieving planned outputs/ results with the purpose of checking if the project is on track. Progress reports
are used as main communication tools towards the Programme.

3.1. Reporting
Reporting is one of the tools used by the Programme to monitor, on a regular basis or at certain stages
of the project implementation, progress and performance of the project, its deliverables, outputs,
achievements and contributions to the Programme objectives and output indicators. Reporting is also the
basis for the reimbursement of the EU contribution part of the project expenditure.
The aim of the reporting process is to establish whether project objectives have been achieved, what
problems have been encountered, and whether the project is expected to be completed on time and
within the budget. If performance is adequate, the project will receive payment from the Programme for
costs incurred, paid and reported.
The process begins on the partner level where each Project Partner needs to submit a report to the
First Level Control (FLC), which verifies the declared expenditure. Following FLC certification, all FLC
certificates are aggregated and LP prepares Project Progress Report providing analysis of the activities,
outputs and costs for the related reporting period and submits it to the JS for verification and approval.
MA verifies and approves the Project Progress Report following JS approval. Payments are carried out by
the Certifying Authority (CA) to the LP who is responsible that the amount received from the Programme
is transferred to Project Partners.
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Figure 1: Project reporting and payment process

Verification process

Verification timeframe and indicative deadlines

Preparation and submission of the Partner Report
to the FLC

15 days from
the end of each
reporting
period/1
month in case
of Final Partner
Report

Verification of expenditures and issuing the FLC
Certificate

Preparation and submission of the Project Progress
Report for the whole project by the Lead Partner to the
JS

3 months from
the
submission of
the
Partner
Report
1 month from the
date on which the
last FLC certificate
was issued for the
relevant reporting
period
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3.1.1.

Partner Report

By respecting the reporting schedule as defined in the Subsidy Contract, all Project Partners (including
the LP) are obliged to report implemented activities and expenditures incurred and paid within respective
reporting period5 by filling in the Partner Report in eMS.
The assigned users (Project Partners) will gain access to the reporting section by selecting its project in
the eMS. By clicking on the button „Create new report” a new Partner Report will be generated.
In order to create a Partner Report, the LP has to first select its role as the “PP” (Project Partner) in the
drop-down menu on top of the page (visible only to the LP). By clicking on the button „Create new report”,
the LP generates a new Partner Report. The PPs shall submit a Partner Report including relevant supporting
documents, declaring their expenditures for the relevant reporting period to the designated first level
controller.
The Partner Report shall be submitted via eMS within 15 days after the end of the reporting period
(reporting periods are stated in the Subsidy Contract and the Application) or in the case of Final Partner
Progress Report, within 1 month following the end date of Project implementation.

IMPORTANT!
To enable LP to fill in all relevant information in the project progress report, PPs must also pay special
attention to the quality of the narrative part of the partner report (summary of activities, report on outputs
and deliverables, target groups and work packages).
Report with blank parts should not be submitted (blank boxes without text), e.g. if an activity has not
started, “n/a” should be entered.

5

The 1st Partner Report is related to the first 3 months of the project implementation period. From 4 th month of project
implementation all PPs (including LPs) are obliged to report the progress of the project implementation on the basis of six-month
(6) period, with the exception of the last months of project implementation (last six / or less months period) covered by final
report.
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CREATING A PARTNER REPORT
 If a Partner Report is in progress, it is not possible to create another one. The Partner Report in
progress will have to be submitted to the FLC before a new Partner Report can be created.
 It is possible to delete a Partner Report as long as it is not submitted to the FLC. In order to delete
the report, please click on ‘Delete report’ in the report menu to the left6.
 All users assigned to the project partner are able to create, modify and delete a partner progress
report.

Visible only to the
Lead partner

6

In special circumstances (e.g. due to serious technical error within eMS) Partner report can be deleted at MA request
sent via eMS (once reverted from FLC back to project partner).
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FILLING AND EDITING THE PARTNER REPORT
The Partner Report is composed of 4 parts (sections) as presented below:

1. Partner report: narrative part of the report (summary of activities, report on outputs and
deliverables, target groups and work packages).
2. List of expenditure includes all expenditures in stated reporting period. Information included in
this section will be automatically integrated in the Partner Finance Report (financial tables).
3. Contribution and forecast shows the current Project Partner’s (PP) contribution (national cofinancing) and the estimated future expenditure.
4. Attachment: in this section PPs need to attach all supporting documents per expenditure category
as described in Programme Rules on Eligibility of Expenditures and in line with Guidelines for
eligibility of expenditure for Croatian Project Partners7, Control Guidelines for Interreg IPA Cross
border Cooperation Programme Croatia – Bosnia and Herzegovina – Montenegro 2014 – 2020
for beneficiaries from Bosnia and Herzegovina8, Instructions for proper storage of project
documentation in eMS for beneficiaries from Bosnia and Herzegovina and Control Guidelines for
eligibility of expenditures for beneficiaries from Montenegro9.

7

Guidelines for eligibility of expenditure for Croatian Project Partners available at: https://www.interreg-hr-bame.eu/wp-content/uploads/2019/08/Smjernice-o-prihvatljivosti-tro%C5%A1kova-za-hrvatske-projektne-partnere3.0.pdf
8
Guidelines for Interreg IPA Cross border Cooperation Programme Croatia – Bosnia and Herzegovina – Montenegro
2014 – 2020 for beneficiaries from Bosnia and Herzegovina available at: https://www.interreg-hr-ba-me.eu/wpcontent/uploads/2022/02/BIH_Guidelines_V3.pdf
9
Control Guidelines for eligibility of expenditures for beneficiaries from Montenegro are available at:
https://www.interreg-hr-ba-me.eu/wpcontent/uploads/2022/02/Smjernice_o_prihvatljivosti_troskova_za_CG_korisnike.pdf
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Section 1 – Partner Report
Figure 2: Partner report

 Summary of a partner’s work - in this section each PP needs to describe progress in project
implementation in a relevant reporting period and how a PP’s work contributes to project activities,
outputs and deliverables;
 Project main outputs delivered – A PP needs to select outputs delivered during a relevant reporting
period and explain how they contribute to the overall output achievement;
 Target groups reached - for each target group selected in the Application, information on its
involvement in activities implemented during a relevant reporting period should be provided;
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 Report on Work packages – A PP provides descriptions of activities, problems (if any) and
information on individual deliverables achieved during a relevant reporting period with evidence in
the form of attachment (if applicable).

Activities, Outputs, Target groups and Deliverables
The Partner Report enables only a description of those activities, outputs, target groups and
deliverables that are defined in the approved application.
Figure 3: Project main outputs and target groups

Description of the Project Main Outputs Delivered includes:
 Title - select each applicable output for relevant reporting period from a drop-down menu
 Description – a short description on progress towards expected output during a relevant period
 Output Evidence - upload documents (if applicable) for each selected output.
Description of Target groups Reached includes:
 Target group – select a relevant target group from the drop- down menu
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 Target value - as defined in the AF
 Target Value reached – value reached during a reported period
 Description – a short description on progress toward the targeted value.
Under this section, PPs can report on individual work packages. The list of work packages depends on
the work packages included in the approved Application. The example report shown below in Figure 4 has
one work package implementation. PPs will see all work packages, even if they have not been assigned to
a work package in the Application.
Reports of individual work packages should contain descriptions of activities implemented, problems
(if any) and information on individual deliverables with evidence in the form of an attachment.
Problems And Solutions Found
Overview of the main problems, deviations and/or delays encountered in the reporting period as well
as required modifications in project implementation compared to the approved Application should be
reported in this part of the report (e.g. Covid-19 pandemic that led to unperformed, initially planned
activities and unachieved deliverables). Description of planned or applied solutions / measures to the
reported problems should be provided in this section (e.g. „with additional efforts of project staff, delayed
activity will take place in the upcoming period of implementation“).
If an activity/deliverable is postponed through modification process approved by JS PM, this must be
clearly indicated.
Deliverables are reported by clicking on “Add deliverable” under the relevant work package. The drop
- down shows all deliverables listed in the Application.
Please insert “-” in the fields if there is no contribution to any of the work packages or activities during
the relevant reporting period.
By clicking on the “Deliverable Evidence” it is possible to upload the evidence for each deliverable
implemented. Maximum size per each uploaded document is 10 MB.

31

Figure 4: Reporting per work package

Always remember to save the data you have filled in in the report by clicking on the button “Save
Report” after each step of reporting!

Section 2 – List of Expenditure
Figure 5: List of expenditure

Financial reporting is done within “List of Expenditure” section in which PPs report each individual
expenditure during the reporting period by clicking on “Add real cost” button.
In this section, when clicking on “Add real cost”, a pop-up window appears, where the system asks you
to give basic information on the cost. PPs will list all costs incurred and paid per expenditure category (in
eMS, the column where a PP selects relevant expenditure category is entitled “Budgetline” – please see
Figure 6 below).
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Figure 6: Adding expenditures - real costs

All fields have to be filled in:
 Budget line (expenditure category is selected from a drop-down menu);
 Work package (as indicated in the Application);
 Internal Reference Number (not obligatory);
 Invoice Number (or Contract number, if applicable);
 Invoice Date (or Contract date, if applicable);
 Date of Payment (date from a payment slip, not the date when an invoice is issued);
 Currency of payment (currency on a bank statement);
 Total Value of an Item in the Original Currency (total amount paid in original currency);
 VAT (should be inserted in the field only if the project partner may recover that cost, i.e. if VAT is
not eligible cost. The amount inserted under the “Declared amount in the original currency” shall
then be reduced for the VAT amount inserted in VAT field);
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 The Declared Amount in the Original Currency (based on the VAT status of the project partner) 10
 Declared Amount in EUR (the eMS automatically uses the exchange rate for the given original
currency when the Partner Report is submitted to the FLC. Please use the original currency for all
costs (including staff costs) when reporting.
Additionally:
 If the declared expenditure occurred outside of the programme area11, the field “Expenditure
Outside of the Programme Area” should be checked, if applicable;
 If the declared expenditure is related to land purchase, the field “Purchase of land” should be
checked.
Three text fields for descriptions are available in this section and should be filled in according to
examples below. It is possible to upload one or multiple attachments to each of the expenditures by
clicking the ‘Upload’ button. Once a button is clicked, a dialogue box appears where it is possible to upload
different evidence documents. Maximum size per each uploaded document is 10 MB.
Budgetline: Staff costs
 Description 1: Name of the employee and position in the project team
 Description 2: Type of contract / employment document (e.g. full-time work on the project or parttime work on the project, etc.)
 Partner Comment: Shortly describe the activities / work packages in which project team member
participated / implemented
Budgetline: Travel and accommodation
 Description 1: Name of the person (project team member) on travel mission
 Description 2: Reference to travel sheet
 Partner Comment: Shortly describe the role and purpose of the travel in relation to project activities
Budgetline(s): External expertise and services / Equipment / Infrastructure and works
 Description 1: Name of the contractor (result of public procurement)

If project partner has proven legal status in which VAT is eligible cost in that respect: Total Value Of Item In Original
Currency and Declared Amount In The Original Currency are the same. VAT field will be empty.
10

11

For instructions on the expenditures outside the Programme area, please see chapter 3.1.1.2. Expenditure for activities
outside the Programme area.
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 Description 2: Indication if payment will be done partially or fully
 Partner Comment: Describe the purpose and need of the expenditure in relation to project activities
The PP should fill in all relevant fields and click "Add” to finalise this process. Each expenditure item
shall be added, and the relevant information inserted. Repeat the whole procedure by clicking the “Add
Real Costs” button until all costs incurred during the reporting period are recorded.
PPs should attach all supporting documents per expenditure category as described in Programme Rules
on Eligibility of Expenditures (and in line with Guidelines for eligibility of expenditure for Croatian Project
Partners and /or Control Guidelines for Interreg IPA Cross border Cooperation Programme Croatia –
Bosnia and Herzegovina – Montenegro 2014 – 2020 for beneficiaries from Bosnia and Herzegovina including Instructions for proper storage of project documentation in eMS and / or Guidelines for eligibility
of expenditure for Montenegrin Project Partners with instructions for archiving documentation in eMS)
by using “Upload” button.
Flat Rates
If PPs have flat rate costs approved in the application, the system will automatically calculate flat rates
based on relevant inputs into the section “List of Expenditures”.
Always remember to save the data you have filled in the report by clicking the button “Save Report”
after each step of reporting!

Section 3 – Contribution and Forecast
In the sub-section “Report forecast” the PP should report the planned (estimated) expenditure for the
next reporting period.
In the field Description, the difference between the planned budget per period in the Application and
a more realistic forecast of expenditures for the next period should be shortly described (if applicable).
Sub-section “Follow-up of Partner Contribution” displays the “Target Partner Contribution Value” for
the Partner Report. This amount must be entered (manually) into the column “Current report” and split
among the different sources of contribution (e.g. public and private, or several public contributions, if
applicable). The PPs should pay attention that the reported sources of contribution are the same as the
ones in the Application (e.g. in case Application defines public contribution, only public contribution should
be defined within the report).
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The total of the amount in the column “Current report” must be equal to the “Target partner
contribution value”.
The system has built-in checks (controls), which does not allow submitting a Project Report where the
sum of all sources of partner contribution does not match the target value!
Figure 7: Follow-up of Partner Contribution

Section 4 – Attachments
In this section, the PP needs to upload all relevant documentation for activities and cost verification.
Detailed instructions for supporting documentation per expenditure category are described in Programme
Rules on Eligibility of Expenditures.

Submission of the Partner Report to the FLC
Before submitting a Partner Report, the saved report needs to be checked first by clicking “Check Saved
Report” button in the left-side main menu. If the sum of all sources of partner contribution does not match
the target value in the Contribution and Forecast section, an error message will appear, and the partner
needs to correct the information.
Each time a report is saved, it needs to be re-checked before submission. Only after the check is
successful, the system will allow the report to be submitted to the FLC. The “Check Saved Report” button
will be replaced with the “Submit Report” button.
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Figure 8: Checking and submitting the Partner progress report

Once submitted, the Partner Report is locked, and the partner cannot modify it anymore. After
submission, the Partner Report is automatically forwarded to the relevant (national) FLC body for
verification. During the entire reporting process, the PP can see the status of the report on the reporting
overview dashboard.

Figure 9: Reporting Overview
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First Level Control (FLC):
After formal submission of a Partner Report via eMS, First level controllers (FLCs) will check:
 activities performed by PPs during the reporting period considering the content as approved in the
Subsidy Contract and in the Application;
 whether the costs declared within the Partner Report (List of Expenditure) are in line with the
approved budget and project activities;
 proof of expenditure (whether the expenditure is eligible, incurred and paid, the invoices are
formally compliant to relevant programme and national rules, etc.);
 whether the reported expenditures comply with the EU, Programme or national eligibility rules,
public procurement and accounting rules, visibility and publicity rules.

Should the FLCs request additional information or ask for missing documentation at any time, LPs /
PPs have to provide information / documents within 7 working days12 of the request.
The FLC will certify (in part or in full) the expenditure submitted by the project partner (PP) and issue
an FLC Certificate (within 3 months from the submission of the report).
If the report is not certified in full that means that some expenditures are declared ineligible or placed
in the “sitting duck” status. Placing the expenditure in the “sitting duck” status means that this expenditure
is recorded in the eMS as pending. In the next Partner Report, this expenditure is automatically visible to
the FLC and LP / PP is obliged to submit only the missing supporting documentation requested by the
FLC. Exceptionally, and when duly justified, a “sitting duck” expenditure may be included in other Partner
Progress Reports.
In case of ineligible expenditure, the FLC will apply negative financial correction by deducting any
expenditure that is considered ineligible. In the case that the amount declared in the Report is lower than
the amount considered eligible, the FLC may apply a positive financial correction.

12

The start date of deadline is the day following the day on which FLC sent request for clarification. The end date
shall be calculated respecting the working hours of the respective institutions.

38

3.1.1.1. Financial Management
The sound financial management of the project is among other based on the eligibility of expenditure.
The eligibility of expenditure will be verified by the First level controllers for each PP at the national level
according to the relevant Programme, EU and applicable national rules.
For detailed instructions regarding the eligibility of expenditures, please consult the latest version of
the following documents available on the Programme website (https://www.interreg-hr-ba-me.eu/forour-projects/implementing-documents/):
 Programme Rules on Eligibility of Expenditures
 Guidelines for eligibility of expenditure for Croatian Project Partners
 Control Body Guidelines for beneficiaries from Bosnia and Herzegovina
 Guidelines for eligibility of expenditure for Montenegrin Project Partners
Generally, eligible costs for funding are costs actually incurred and paid by the LP / PPs during project
implementation and which meet following criteria:
 they are incurred during the implementation period of the project, except for preparatory costs and
closure costs;
 they are indicated in the estimated overall budget of the project;
 they are necessary for the implementation of the project;
 they are identifiable, verifiable and documented (e.g. contract, invoice, order form) in the
accounting records;
 they comply with the requirements of applicable (national) tax and social security legislation;
 they are reasonable, justified, and comply with the principle of sound financial management;
 they are incurred in accordance with the relevant EU legislation, Programme rules (Programme rules
on eligibility of expenditures and call for proposal specific documents, if applicable) and national
legislation, and other relevant documents;
 they are not listed as an ineligible expenditure;
 they are not double funded (i.e. they are not financed from other sources under the Union Funds or
other (national) Funds);
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 amounts in the List of Expenditure do not exceed amounts in the approved project budget (in line
with the provisions of the Subsidy Contract / Addendum / reallocations)13;
 a co-financing rate (as stipulated in the Subsidy Contract) is applied to each eligible cost under all
expenditure categories;
 the relevant procurement rules have been observed (if applicable);
 they have been verified by an authorized national controller (FLC).
Please note that a list of ineligible costs is stipulated in the Programme Rules on Eligibility of
Expenditures, section 4.4.
Ineligible costs – examples:
 second-hand equipment (if not duly justified and approved by the MA);
 purchases of equipment not indicated in the Subsidy Contract or specifically approved during
project implementation by the relevant programme body;
 equipment purchased from another project partner;
 consultant fees / services between project partners;
 hiring employees of the beneficiary (LP and PP) institutions as external experts;
 interest on debt (e.g. interest for late payments of electricity bill);
 cost for infrastructure and works outside the programme area;
 shared costs (e.g. sharing costs among partners for service / works or equipment procured by one
of the PPs);
 costs of audits and evaluations at project level.
Any detected ineligible costs will be deducted from the total project costs, reducing therefore the
requested EU contribution accordingly. Final eligible costs will be calculated based on reported eligible
expenditures after adequate controls (FLC, JS, MA, CA, AA) have been performed 14.

13

In case when one procurement procedure includes more than one budget line within eMS budget, sum of the
related budget lines is compared to the overall amount of the procurement procedure. Also, Staff costs and Travel
and accommodation are monitored at the level of expenditure categories.
14

Expenditures related to equipment and/or investment damaged and/or missing due to circumstances beyond
project partners control (i.e. due to force majure, such as a declaration of war, an armed conflict, a strike, a protest,
a crime act, a disease epidemic, a hurricane/storm, earthquake, flood, fire or other natural disaster, etc.) may be
considered as eligible (if there was no compensation/reimbursment from the insurance company and if such
equipment/investment was used and stored/taken care of properly and in line with standard business practice.
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Please note, costs that are not eligible according to the applicable eligibility rules will not be
approved/certified even if they are included in the project budget.

Eligible expenditure categories
The following expenditure categories are eligible under the Programme:
1. staff costs,
2. office and administrative expenditures,
3. travel and accommodation costs,
4. external expertise and services costs,
5. equipment expenditure,
6. infrastructure and works expenditure,
7. preparatory and closure costs.

Expenditure category

Staff cost

Costs reimbursement model
Real cost basis

Flat rate

Other




up to 20% of eligible
direct costs other than
the staff costs

Office and administrative expenditure -


up to 15% of eligible
staff costs

Travel and accommodation costs



-

Per diem
or
Daily allowance

External expertise and services costs



-

-

Equipment expenditure



-

-

Real cost basis

Flat rate

Other

Additional expenditure categories
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Infrastructure and works expenditure



Preparatory and closure costs

-

-

-

-

Lump sum

Maximum amount planned for expenditure category 1. Staff costs shall not exceed 30 % of the total
eligible cost at the Project level, whereas for projects with total value of 1.000.000,00 EUR or more, the
maximum amount planned for the expenditure category 1. Staff costs shall not exceed 20% of the total
eligible cost at the Project level.
During the project implementation, amount of project’s total eligible cost may be reduced (e.g. due to
underspending, ineligible reported costs, etc.), however, this will not affect the overall amount of Staff
costs budgeted in the approved Application (i.e. overall eligible amount of the expenditure category Staff
costs can be higher than 30 % of the project`s total eligible cost).
The reimbursement model that each project partner (PP) has chosen within the Application (and which
is part of Subsidy Contract) shall be applied during the entire project implementation period.

1)

Staff costs

The costs of the personnel employed by the partner institution and executing tasks for the project
management (project coordinator, project manager, assistant, financial manager, etc.) and / or tasks for
project content related activities are eligible to be reimbursed by the Programme.
Overtime (including weekends and holidays) is eligible only in case when it is directly related to the
project and is in line with national legislation and relevant procedure used by a project partner institution
(internal act). Overtime must be recorded and visible from salary payslip, payroll and timesheet / periodic
staff report.
Staff costs may be reimbursed in two ways:
1. on a real cost basis (proven by the employment document and payslips),
2. as a flat rate of up to 20% of project direct costs other than staff costs.
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REAL COSTS
General supporting documents mandatory for all staff costs based on a real cost basis 15
1. List of personnel working on the project
2. Employment document
3. Job description or other relevant document providing information on tasks and responsibilities related to
the project (annex to the employment document or decision on assignment of tasks on project - e.g.
Assignment Order, etc.)
4. Proof of payment of gross salary cost (e.g. payslip, payroll, bank statement) and accounting record
Type of engagement on project

Calculation method16

Specific supporting
documents

Full-time on the project

Staff member is contracted specifically for
the project implementation and spends
100% of its working time on the project (full
time or part-time contracts are acceptable).

Periodic staff report with a
summary description of the
tasks and missions carried
out by the employee in each
reporting period *
*Template is available as
Annex 2.

Example:

The calculation:
Staff costs = total gross salary amount
Monthly gross salary cost = 1,500 EUR
Staff cost claimed in 6-month reporting period = 9,000 EUR

art-time with a fixed percentage
of time spent working on the
project per month

An individual dedicates a fixed percentage
(%) of his / her working hours to the
project.
Staff cost = fixed percentage of the gross
salary cost

Periodic staff report with a
summary description of the
tasks and missions carried
out by the employee in each
reporting period *

In case of changes (% of working time, gross salary unit amount; tasks, etc.) during the assignment, the employment document
(or related annex) must be revised and the related calculation of costs must be adjusted.
15

16

In case of changes of calculation method (if such change has not been reported to JS and modified within eMS),
project partner shall deliver additional explanation in the respective partner report and specific supporting
documents for the chosen method.
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*Template is available as
Annex 2.
Example:

Staff member works 40 % of his / her work time on the project (stated in
his / her employment document).
The calculation:
Monthly gross salary amount = 1,500 EUR
% of time worked in the project = 40%
Staff cost claimed = 1,500 EUR * 40% = EUR 600 X 6 months (reporting
period) = 3,600 EUR per reporting period.

Part-time with a flexible number
of hours worked on the project
per month

Staff cost = cost calculated according to
number of hours actually worked on the
project.
Hourly rate = Latest documented annual
gross salary amount / 1720 hours

Example:

Monthly data from the
working time registration
system (Time sheets),
covering 100% (full month)
of the actual working time
of the staff.
Calculation methodology of
the cost for the related
reporting period**
**Template is available as
Annex 3.

One staff member has 2 years of experience in the beneficiary institution.
His employment document / job description state his assignment to the
project, without establishing a fixed percentage of time spent working per
month. The calculation of the cost will depend on the number of hours
spent working per month on project activities.
For reporting purposes and documenting the costs following calculation
methods may be applied:
In case that the hourly rate is calculated based on historical data (person
working more than 12 months within a partner organisation), the following
calculation may be used (the proposed amount is only for example):
 EUR 300,000 (annual gross salary – the latest available data covering
a 12-month period) / 1720 = EUR 174,41 / hour (this is the unit cost
of a working hour)
 Timesheets calculating the number of hours spent working during the
reported month (e.g. 125 hours in a 1-month period)

44

 Total cost claimed for 1 month (in a 6-month reporting period) in the
national currency: EUR 125X174,41 = EUR 21,802.32
 Calculation should be repeated for all 6 months covering the
reporting period (if applicable)

 The total cost calculated in the national currency (HRK/BAM) will be
automatically recalculated into EUR in eMS.
On an hourly basis

Staff cost = cost calculated according to
number of hours worked on the project

Monthly data from the
working time registration
system (e.g. time sheets),
with the number of hours
spent working on the
project. Where applicable,
the number of hours spent
working in other activities,
including other EU or
nationally co-funded
projects implemented by
the beneficiary’s institution,
together with the reference
of the concerned project(s),
so as to cover 100 % of the
actual working hours of the
employee of the beneficiary
institution in the month in
question.

Example:

A new staff member has been hired by the beneficiary institution with an
employment contract on an hourly basis and an agreed hourly rate.
The calculation on the staff cost:
The hourly rate stated in the employment document = EUR 30
Number of hours spent working on the project in the period in question (as
stated in the time-sheet covering 100% of the employee’s working hours
time) = 50
Staff cost claimed = EUR 30 / hour * 50 hours = EUR 1,500

FLAT RATE
General supporting documents mandatory for all staff costs based on flat rate
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 Supporting documentation is not mandatory for the verification of costs (List of personnel shall
be submitted within the first PR)
 Supporting documentation must be recorded within the partners organisation’s accounting
system and filled as project documentation
Type of engagement on project

Calculation method

Specific supporting
documents

up to 20% of eligible direct costs other than
staff costs
The expenditures planned under office and
administrative expenditure category and
under preparatory and closure expenditure
category are not included in the basis for
the calculation of staff costs.

N/A

The LP / PP has to demonstrate that it has at least one employee involved in the project. This can be done by
issuing a declaration certifying that at least one employee of the beneficiary institution has worked on the
project in the reporting period in question. The Declaration has to be issued by the LP / PP’s legal representative
or delegated person.
In the case of small institutions with no staff employed, and the work is provided by institution’s owner(s) /
director(s), the institution’s legal representative has to issue a self-declaration confirming that the owner /
director of the institution has directly worked on the project in the reporting period in question.
In case when the LP / PP is not able to prove that it has at least one employee / owner of the company
involved directly into the project, staff costs calculated according to this methodology (and accepted in
advance) may be considered ineligible.

2)

Office and administrative expenditure

Office and administrative expenditures related to project implementation shall be declared on a flat
rate basis of a fixed percentage17 (in line with approved Application) of the eligible staff costs of the project
(i.e. costs declared under budget line “Staff costs” no matter if the flat rate or real costs method is used
for the staff costs).

17

This percentage remains the same during the entire project implementation.
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No further justification or supporting documents are needed from the PPs to justify the Office and
administrative costs declared.
Office and administrative expenditures cannot be claimed as direct costs under other budget lines of
other Expenditure categories. The list of costs that can be included in this expenditure category is given in
Programme rules on eligibility of expenditures.
Certification of Office and administrative expenditures by the FLC is directly linked on the amount of
staff costs declared as eligible (certified) by the FLC for the relevant reporting period.

3)

Travel and accommodation costs

Costs under this budget category refer to the travel and accommodation expenditures of the staff of
the project partners’ institutions (project team members) for missions necessary for the project
implementation (e.g. participation in project meetings, seminars, conferences, Programme events or upon
Programme bodies’ invitation etc.).

Eligible costs

Calculation method

Specific supporting documents

Travel costs
(e.g. tickets, travel and car
insurance, fuel, car mileage,
toll, parking fees, cost of
COVID-19 test18 etc.)

Real costs basis

Invoices
and
other
relevant
supporting
documentation (including reports from travel mission
and travel orders / travel invoices).

Proof of expenditure for all costs incurred
(e.g. invoices of travel agents, plane tickets, e-tickets,
boarding passes, bus or metro tickets).

In case of traveling by private car, the costs
must be in line with the calculation method in the
travel sheet indicating the distance covered, the cost
per unit according to national or institutional rules /
legislation and total cost planned in the Application
(budget section).

18

Due to outbreak of COVID-19 pandemic, please note that the cost of COVID-19 test is eligible in case the following
conditions are fulfilled: (1) the negative PCR test (or other acceptable test) result is pre-condition for travelling across
borders and (2) the COVID-19 testing invoice is attached to the related travel order and claimed under Travel and
accommodation expenditure category.
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In case of traveling by institution’s car, the
calculation formula given in Annex 4 (template)
should be applied.
Costs of meals

Real costs basis

Invoice and other relevant supporting documentation
(including reports from travel missions and travel
orders / travel invoices).

Accommodation costs

Real costs basis

Invoices
and
other
relevant
supporting
documentation (including reports from travel mission
and travel orders / travel invoices).

Visa costs

Real costs basis

Visa invoices and
documentation.

Daily allowances

Real costs basis

Approved / signed travel orders / travel invoices of
the institution (usual internal template) according to
the national law. Other supporting documents (e.g.
reports from travel missions, invitations, agendas,
lists of participants, minutes, if applicable).

Per diem

Method approved
application

in

other

relevant

supporting

Approved travel orders / travel invoices of the
institution (usual internal template) according to the
national law. Other supporting documents (e.g.
reports from travel missions, invitations, agendas,
lists of participants, minutes, invoices for overnight
stays, etc., if applicable) stating that minimum
requests per diem (overnight stays) are met.

Proof of payment (e.g. a receipt, bank account statement, etc.) and an accounting record (e.g. extract
from a reliable accounting system of the beneficiary) is required for all travel costs.
Any cost which is covered by a daily allowance (or per diem) must not be declared in addition to the
daily allowance – no double funding is permissible.
The principle of sound financial management shall be respected and applied when choosing transport
and accommodation, always using the approach of result-oriented policy and cost-efficiency.
In exceptional cases, when the only option is to travel in business or first class by an airplane, travel by
a private car or a taxi, and the available accommodation is in a hotel with a rating higher than 4*, costs
can be approved. However, a short justification of such costs incurred must be provided in the report from
travel missions, as well as proof that the relevant costs are in line with the principles of sound financial
management (meaning - it is the most economical travel option) or that they are cost-effective (e.g.
through screenshots or booking webpages, etc.).
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Note that the following costs are not counted towards the 20% ceiling, therefore those costs should
not be marked in the field “Expenditure Outside of the Programme Area” in the report:
1. travel and accommodation costs related to promotion and capacity building activities;
2. travel and accommodation costs of staff of the beneficiaries located in the Union part of the
programme area who travel to the location of an event or an action outside the Union part of
the programme area
However, travel and accommodation costs incurred in relation to other activities in relation to projects
fully or partially located outside the Union part of the programme area are counted towards the 20%
ceiling, therefore those costs should be checked in the field “Expenditure Outside of the Programme
Area” in the PR.

4)

External expertise and services costs

External expertise and services costs represent services subcontracted by project partners (respecting
public procurement principles) to carry out certain tasks or activities which are essential for the
implementation of the project and cannot be carried out by the project partners themselves (lack of
internal resources).

Eligible costs

 Studies or surveys (e.g. strategies,
concept notes, design plans,
handbooks, brochures, surveys),
 Training services (e.g. lecturers’ fees),
travel and accommodation for external
experts, speakers, chairpersons of
meetings, service providers and
stakeholders, external researches,
 Translation services,
 IT system and website development,
modifications and updates, promotion,
communication, publicity or
information services linked to the
project,

Calculation method
Real costs basis

Specific supporting documents

 Evidence of the procurement procedure
in line with Programme procurement
rules set in this document.
 Contract / order form laying down the
services to be provided, with clear
reference to the project and the
Programme.
 An invoice or a request for
reimbursement providing all relevant
information in line with the applicable
accountancy rules, as well as references
to the project and the programme and a
detailed description of the services
provided in line with the contents of the
contract.
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 Financial management, legal
consultancy and notarial services,
 Services related to the organisation of
events or meetings (organisation,
registration or participation fees),
 Travel services (organized by external
provider)
 Technical and financial expertise,
 Other consultancy and accountancy
services, intellectual property rights,

 Environmental impact assessment
studies, feasibility studies, other
external expertise and services related
to the investments in infrastructure,
etc.

 For experts paid based on a daily /
hourly fee, the invoice must include a
clear quantification of the days / hours
charged, price per unit and total price.
 Any changes to the contract must
comply with the programme
procurement rules and must be
documented.
 Outputs of the work of external experts
or service deliverables, respecting the
publicity / visibility rules, where
applicable.
 Proof of payment (e.g. a receipt, bank
account statement, etc.) and an
accounting record (e.g. extract from a
reliable accounting system of the
beneficiary), etc.
 Evidence of the procurement procedure
in line with Programme procurement
rules set in this document.

Costs related to external expertise must be properly documented and must be a result of a
procurement procedure applied prior to service contract signature (in line with the Programme rules).
Retroactive service contracts are not acceptable.
Conditions / criteria that might limit service providers / experts and prevent their participation in
tender procedures implemented by beneficiaries (project partners) are not acceptable (e.g. geographical
limitation, nationality, gender, age limitation, etc.) and may lead to ineligibility of costs. However, the
tender dossier must clearly indicate what type of external expertise is needed for the project.
Advance payments to external service providers may be acceptable when it is in line with the applicable
public procurement rules and when it is agreed in the external service contract. However, amounts of
advance payments reported shall be approved only if by the time of submission of documents to the FLC,
confirmation that the service has been properly and timely delivered is available.
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5)

Equipment expenditure

Costs under this budget category refer to equipment purchased, rented or leased by the LP / PP, which
is necessary for the project implementation as stated in the Application. The list of costs that can be
included in this expenditure category is given in Programme rules on eligibility of expenditures.
Renting or leasing costs of equipment shall be eligible if the following rules are respected:
 Full cost of renting or leasing equipment can be reported where the equipment is used 100% for the
implementation of a Project.
 For the equipment that is rented or leased by Project Partners for a certain period during the
implementation of a project, only the rental or leasing costs for the respective time period are
eligible.

Advance payments to supplier may be acceptable when it is in line with the applicable public
procurement rules and when it is agreed in the supply contract. However, amounts of advance payments
reported shall be approved only if by the time of submission of documents to the FLC, confirmation that
the equipment has been properly and timely delivered is available.
Eligible costs

 Office equipment,
 IT hardware (computers, monitors,
printers, scanners, digital projectors,
digital / video cameras, etc.) and
software,
 (office) furniture and fittings, laboratory
equipment, machines and instruments,
tools or devices,
 vehicles,
 spare parts / equipment for machines,
tools,
 measuring instruments, exhibition
equipment,
 guarantee for the thematic equipment,

Calculation
method
Real costs
basis

Specific supporting documents

 Evidence of the procurement procedure
applied in line with programme procurement
rules.
 Contract / order form laying down the
equipment to be purchased, with clear
reference to the project and Programme Any
changes to the contract must comply with the
Programme procurement rules and must be
documented.
 An invoice or a request for reimbursement
providing all relevant information in line with
the applicable accountancy rules, as well as
references to the project and the Programme.
 Proof of payment (e.g. a receipt, bank account
statement) and accounting record (e.g. extract
from a reliable accounting system of the
beneficiary).
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 purchase of consumables necessary for
the operation of laboratory equipment,
machines and instruments, and other
tools or devices (e.g. chemicals, reagents,
fuel, protective clothing, etc.) and

 other specific equipment required for

 Proof of existence for all items of equipment
(e.g. deliverable notes, pictures).

 Proof of respect of Programme publicity /
visibility rules and, where relevant, EU and
national legislation in terms of environmental
impact.

project implementation (e.g. animals,
plants, seeds, etc.)

6)

Infrastructure and work expenditures

Costs under this budget category refer to activities related to investments in infrastructure and works 19.
These investments may refer either to an object (e.g. a building) that will be set up ex-novo or to the
adaptation of an already existing infrastructure.
Costs under this category may be linked to the costs related to technical documentation (preparation
phase of an investment) or to the implementation phase of an investment for which such documentation
(e.g. project design, ownership, legal permissions) already exists and is delivered to the Managing
Authority during the contracting phase.
Please note that, within one Interreg project, it is not possible to plan, claim and reimburse costs related
to both the preparation and implementation phase of an investment.

Eligible costs

Calculation method

A) Consultancy, surveys
preparation, technical
assistance related to
infrastructure and works,
organisation and preparation of
the site designated to the

Real costs basis

Specific supporting documents

 Evidence of the appropriate procurement
procedure applied (in line with Programme
procurement rules),
 Contract or written agreement laying down the
infrastructure / works to be provided with a

19

Article 2(1) of the Directive 2014 / 24 / EU of the European Parliament and of the Council of 26 / 02 / 2014 defines a “work” as
“the outcome of building or civil engineering works taken as a whole which is sufficient in itself to fulfill an economic or technical
function”.
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project, land preparation – any
works aimed at the preparation
of the project;
B) Main investments, including
building material and labour,
natural landscape and
environment protection related
activities, specialised
interventions, supervision of
works, in line with the relevant
national legislation.

clear reference to the project and the
programme. Any changes to the contract must
comply with the applicable procurement rules
and must be documented;


Invoice or interim payment certificate or final
payment certificate providing all relevant
information in line with the applicable
accountancy rules as well as references to the
project and the programme and a detailed
description of the infrastructure / works carried
out in line with the contents of the contract. For
contracts also including a daily / hourly fee, the
invoice must include a clear quantification of the
days / hours charged, price per unit and total
price;

 Proof of payment (e.g. a receipt, bank account
statement) and accounting record (e.g. extract
from the beneficiary's reliable accounting
system) etc.

 Proof of visibility requirements for investments
(e.g. photographs of a visibility plate, etc.)

 Additional key documents (if applicable)20:
building diary / operating permit / final report(s)
from the supervising engineer(s) / guarantee for
removal of a defect in the guarantee period.

In case of purchase of land during project implementation, the following documents must be available
for monitoring and control purposes (and as an audit trail):
 Legal documents specifying any legal right under the real-estate law concerning the land and / or
buildings where the works will be carried out;
 Where applicable, necessary permissions for the execution of works, issued by the national /
regional / local relevant authorities.
Contractual advances in accordance with normal commercial law and practice, stipulated in a contract
between the beneficiary and the provider, supported by receipted invoices (e.g. advance payment for the
company selected for construction works) are eligible. However, amounts of advance payments reported

20

If such documents are mandatory according to relevant national legislation or envisaged in the project budget and
/ or concluded contract.
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shall be approved only upon verification that small scale infrastructure and construction works have been
properly and timely executed. Invoices for phases of performed construction, properly evidenced with
signed reports for contracted oversight engineer are eligible.

7)

Preparation and closure costs

Approved projects are entitled to receive reimbursement of their preparatory costs in the form of a
lump sum in the total amount of up to EUR 3.000 and reimbursement of their closure costs in the form of
a lump sum in the total amount of up to EUR 2.000.

Eligible costs

A) Preparation costs
Costs of meetings between potential beneficiaries,
related staff costs, travel costs, external experts’ costs
for preparation of the documentation, studies,
translation of documents, consultations and any other
cost related to the preparation of the Project activities
carried out before the signing of the Subsidy Contract.

Calculation method

Specific supporting
documents

Lump sum

No documentation under
this budget category is
required.
These costs are reported
in “0” reporting period
and reimbursed after
signing the Subsidy
contract.

B) Closure costs
Costs related to activities of the preparation and
submission of the final progress report.

3.1.1.2. Expenditure for activities outside the Programme area
As a basic principle, the Programme supports project activities implemented in the Programme area as
those are primarily intended for the benefit of the Programme area. However, 20% of the Programme
funds are allowed to be spent outside of the Programme area in case certain conditions are met.
Note that the following costs are not counted towards the 20% ceiling, therefore those costs should
not be marked in the field “Expenditure Outside of the Programme Area” in the report:
 travel and accommodation costs related to promotion and capacity building activities;
 travel and accommodation costs of staff of the beneficiaries located in the programme area who
travel to the location of an event or an action outside the programme area.
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However, travel and accommodation costs incurred in relation to other activities in relation to projects
fully or partially located outside the programme area are counted towards the 20% ceiling, therefore those
costs should be marked in the field “Expenditure Outside of the Programme Area” in the report.

3.1.2.

Project Progress Report

The purpose of the Project Progress Report check at the level of JS and MA is to verify the compliance
of information provided within Project Progress Report with the information as provided in the approved
Application and to set the basis for reimbursement of funds to the Beneficiary.
The Project Progress Report is prepared by the LP, but each PP must contribute to the compilation of
the Project Progress Report by preparing and submitting their Partner Reports (PR). PPs have to provide
adequate information for the LP concerning the activity and financial progress of their project part via the
Partner Report in relation to a certain reporting period. It is important that the LP describes the progress
of the project implementation in sufficient details and quality.
In the Project Progress Report, the LP is expected to regularly present the progress in achieving the
project outputs, implementing the activities and reaching the deliverables, including the progress towards
reaching the related target values.
The LP is responsible for the submission of the Project Progress Report to the Joint Secretariat /
Managing Authority within one month from the date on which the last FLC certificate was issued for the
relevant reporting period. That means that FLC certificates must be issued to all PPs for the relevant
reporting period, even if there were no expenditures declared by a certain PP.21 Following submission of
the Project Progress Report, the report is verified by the Joint Secretariat, Managing Authority and
Certifying Authority.

 The LP compiles the Project Progress Report on the basis of information provided in verified Partner
Reports from all other Project Partners;
 LP reports on the progress of the project as a whole towards the Programme;

21

The Managing Authority may, in exceptional cases, introduce alternative mode of Project Progress Report
submission. More specifically, in exceptional cases Lead Partner may be allowed to submit Project Progress Report
to JS/MA immediately following the submission of Partner Reports to FLC. Thus, Lead Partner does not need to wait
for the last FLC certificate to be issued. However, Project Progress Report can be approved only after FLC certificates
are issued to all PPs for the relevant reporting period.
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 In the activity part of the report, LP must provide information on:
-

highlights of main achievements
project specific objectives achievement (description and level of achievement)
project main outputs achievement (achieved value and level of achievement)
details on target groups reached
description of activities per work packages
main deliverables produced
justification of deviations from the original plan (where relevant) and problems that occurred
during the reporting period.

 In the financial part of a Project Progress Report, the LP will include relevant FLC certificates from
all PPs containing Lists of expenditures verified by the national controllers. The financial part of the
Project Progress Report serves as a payment claim.
 LP ensures that:
- the expenditures declared by the PPs has been incurred only for the purpose of the Project
implementation and are in line with the approved Application;
- all expenditures reported within the implementation of the project have been verified by the
designated first level controllers;
- FLC certificates of the PPs are issued and submitted online through eMS;
- the expenditures declared and / or certified have not been included in any other previous Project
Progress Report.

Creating a Project Progress Report
Only the LP can create, modify and submit Project Progress Reports.
After the project has been contracted, the “Reports overview” is the default view when accessing the
project. Each Lead Partner has two roles to select from - ‘PP’ for creating their own Partner Reports and
‘LP’ for creating the Project Progress Reports.
The LP can see other partners’ Partner reports, but cannot create, modify, delete or submit Partner
Reports.
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Figure 10: Selecting roles and creating a new Project Progress Report

To create a Project Progress Report, please click on “Create report for” (and select the period of the
report to be submitted). Each Project Progress Report is given a number which consists of the period
number and the report number.
It is possible to delete the report only prior to submission to JS. In order to delete Project Progress
Report, the LP needs to click on the “Delete Report” button in the left-side menu.
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Figure 11: Report name and delete report

Filling in / editing the Project Progress Report
The Project Progress Report consists of 5 sections:

Section 1 - Report
The ”Report” section focuses on activities implemented in the relevant reporting period. It contains
general descriptions of activities and information on achievement of project specific objectives and
outputs, target groups reached, problems encountered (if any) and solutions found.
Highlights of Main Achievements
This part represents the summary of the progress achieved in the reporting period. It should be precise,
interesting and understandable for non-experts. Particular attention should be paid to the quality of the
text and information provided. The focus of the reporting is on the overall progress of the Project as a
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whole, therefore, particular achievements of each PP should be avoided, as well as simply copy-pasting
information from the Partner Reports. The following has to be considered:
 The style of writing should be similar to a news release about the reporting period for non-experts.
As a general rule, this part should clearly describe main points related to the project management,
as well as the functioning of the partnership, emphasizing that the main activities implemented as
per the workplan, and significant procurement procedures completed (for example, related to
investments). Finally, main communication and visibility points should be mentioned since this
element should be an integral part of each activity. Abbreviations should be avoided or explained
and neither work packages nor project partners should be mentioned. Only the project’s
achievements should be highlighted.
 It should cover the main content-related activities carried out, the outputs delivered, and the project
specific objectives reached so far. The summary should not contain information on project
management issues (e.g. delays, low performance of certain PPs, etc.).
NOTE: When reporting about main achievements, try to include:
 quantified data (i.e. number of participants per event, number of project team meetings, workshops
attended, number of media appearances, articles etc.),
 timeframe for each activity within the reporting period,
 general information on how visibility of the project and Programme was ensured during the
reporting period.
NOTE: When reporting on the main achievements, try to avoid:
 repetition of information about project goals, intentions, imperatives etc.
 Names of the persons involved in a specific activity, names of hotels where an activity took place,
names of providers for certain purchases, names of experts engaged for delivering education, who
delivered a presentation, etc.
 information about what you were doing on project meetings, trainings, what was discussed etc.
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Figure 12: Report section

List Of Partner FLC Certificates
It is necessary to include all FLC certificates for the reporting period to which the Project Progress
Report refers22. In some cases, FLC certificates from other periods could be available in eMS as well. Please
note that, prior to submitting the Project Progress Report to JS, all FLC certificates from all Project Partners
only for the current reporting period should be selected.
If all available FLC certificates for certain period are not shown in eMS, LP has to delete Project Progress
Report (please see PIM, section 3.1.2.) and create a new Project Progress Report. The LP needs to include
the FLC certificates of every PP (for the relevant period) into the Project Progress Report by ticking them.

22

The Managing Authority may, in exceptional cases, introduce alternative mode of Project Progress Report
submission. More specifically, in exceptional cases Lead Partner may be allowed to submit Project Progress Report
to JS/MA immediately following the submission of Partner Reports to FLC. Thus, Lead Partner does not need to wait
for the last FLC certificate to be issued. However, Project Progress Report can be approved only after FLC certificates
are issued to all PPs for the relevant reporting period.
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Project specific objectives achieved
For each of the project specific objectives, the level of achievement in the reporting period has to be
indicated and briefly explained, as well as what the progress towards the specific objectives is, as defined
in the Application. The information provided should be cumulative (from the beginning of the project until
the end of the reporting period). However, only the achievements accomplished during reporting period
of that particular project report should be described in the explanation (Description) for each Project
Specific Objective. Indicated level of achievement should be realistic and justified by appropriate progress
made in related project activities.

Figure 13: Project specific objectives achievement

Project Main Outputs Achievement
The table for achievement of project main outputs is automatically generated by the eMS from the
information provided in the section “Work packages” of the Project Progress Report (LP needs to fill in
Workpackage section first). It presents cumulative information from the project start to the last reporting
period and will help the LP to monitor the progress in achieving project outputs against targets set in the
Application.
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Figure 14: Project main outputs achievement

Target Groups Reached
In this section, eMS automatically shows the categories of target groups selected in the Application.
Please note that the categories of target groups reported should be in line with the categories of target
groups envisaged in Application.
The LP should provide the number of the institutions reached in the reporting period in the Target Groups
Reached Current Report field, briefly explain involvement of each target group in the reporting period in
the Description of Target Group field and indicate sources of verification of the target groups’ involvement
in the Source of Verification field. Please refer to Annex 6 List of communication indicators. Double
counting of institutions which have been reached by more than one PP or which have already been
reported under the target groups reached in previous reporting periods must be avoided.
Within the column „Target Groups Reached Current Report“, LP should indicate number of individuals
(only in the case of the target group General Public or target group Other) or institutions (in the case of all
other categories of target groups) reached in the reporting period.
In “Source of Verification” column the name of the document and the exact location of the document (i.e.
evidence) must be indicated for each of the target groups reached within current report – e.g. general
attachment section of the PP2 Partner report or PP2 List of expenditure attachments (including the
number of expenditure) or LP Partner report D.T1.1.1 - Deliverable Attachments.
For target group General public, evidence should be uploaded in a MS Word / PDF document containing
screenshots of the social media statistics, website analytics, statements and / or reports indicating the of
number of general public (the number of people) reached by the media (including social media) or the
newspaper circulation. The document should also contain the links and screenshots of the published
articles. Reported values must be supported by the clear numbering and logic.
For other target groups, the evidence should be in line with the List of communication indicators.
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In the “Description of Target Group” column, it should be indicated to which institutions reported value
refers and explanation should be provided regarding involvement of that particular target group (e.g. was
it a seminar, media appearance, workshop, newsletter, web, radio or TV announcement, etc.).

General remarks:
• Project partners must not be counted as a target group as they are direct beneficiaries of the project,
• The same institutions and individuals must not be reported under different categories,
• The same institutions and individuals should not be reported in more than one reporting period,
• The same individuals that are reported (counted) in the project output contributing to Programme
output indicator must not be reported in the target groups,
• The same institutions that are reported (counted) in the Project output contributing to Programme
output indicator must not be reported in the target groups.

Figure 15: Target groups
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Problems and Solutions Found
Overview of the problems, deviations and/or delays encountered in the reporting period as well as
required modifications in project implementation compared to the approved Application should be
reported here (e.g. Covid-19 pandemic that led to unperformed, initially planned activities and unachieved
deliverables). Description of planned or applied solutions / measures to the reported problems should be
provided in this section (e.g. „with additional efforts of project staff, delayed activity will take place in the
upcoming period of implementation“).This section should provide a summary of the problems
encountered in the reporting period, therefore a similar style of writing to the section Highlights of Main
Achievements should be applied. More detailed descriptions of problems, deviations, delays and
modifications should be provided in the Work packages part of the report. Not every minor challenge that
partnership faced during the implementation should be mentioned in this section, only a short overview
of main problems/challenges and solutions found should be given, in relation to achievement of project
outputs/activities/deliverables, disruptions in spending profile, changes in partnership and other relevant
factors that impacted overall implementation, etc.
Examples of problems: changes and difficulties in the partnership, changes / problems noticed during
implementation of the activities, delay of the activities and / or deliverables for later periods, problems in
the Public procurement process, modification of the budget, etc.
When reporting problems and deviations in certain reporting period, it is very important to pay special
attention to the financial indicators, i.e. difference between planned amount for a particular reporting
period (from budget in application) and amount actually spent and reported in the specific reporting
period. If the difference is significant (less than 80% of the planned budget per reporting period is
spent/declared), it is necessary to provide explanation on discrepancies stating what caused it and when
it will be compensated (information on planned project budget per period can be found in section tab
Project Budget Overview> Project Budget Overview Partner Period in the application in eMS).
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Horizontal Principles
Project contribution to each of the three Programme’s horizontal principles in the reporting period
should be indicated and thoroughly explained. If possible, please back your explanation with quantitative
data.
If there was no contribution to the horizontal principles (e.g. due to the COVID 19 pandemic most of
the activities were postponed for the next period) then the contribution „less than planned„ should be
indicated and the reasons should be stated under Description section. If the contribution to the horizontal
principles is more than planned (e.g. number of participants shows higher involvement of women and
vulnerable groups etc.) then additional positive effects may be indicated.
Figure 16: Problems and solutions found and horizontal principles

The part “Reporting per work packages overview” is automatically generated and displayed when
required information is filled in the relevant WP section. Work packages overview can also be used to
access individual work packages.
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Figure 17: Reporting per workpackages overview

A tick box under the section Fully implemented (please see Figure 17 above) which indicates that the
project has been fully implemented should be selected only for the Final Project Progress Report.

Section 2 – Workpackages
To fill in this section, please select the relevant WP from tab “Workpackages”.

IMPORTANT!
Report with blank parts should not be submitted (blank boxes without text), e.g. if an activity has not
started, please enter “n/a”.
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For each Workpackage, the LP needs to describe the implementation of each Workpackage in detail,
including information on activities carried out and contributions by the PPs, as well as information on any
problems or deviations from the initial plan set in the Application.
For each Workpackage, the LP needs to choose “WP Status” from the drop-down menu (not started,
completed, proceeding according to work plan, behind schedule, ahead of schedule) as shown in Figure
18.
Figure 18: Workpackages

Please Describe the Progress in This Reporting Period and Explain How the Partners were Involved and
Who Did What
A summary clearly describing implemented activities and achieved progress in the reporting period has
to be provided for each Workpackage. A summary should contain following information:
 Brief explanation of the status of the Workpackage;
 Planned activities, activities that are being implemented and ones that are implemented in the
reporting period should be described;
 Clear and precise description of the involvement of each project partner;
 Outputs and results achieved.
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Please Describe and Justify any Problems and Deviations Including Delays From the Work Plan
Presented in the Application Form and the Solutions Found
Information on problems encountered, minor deviations or delays as well as solutions and / or
mitigation measures adopted during reporting period and related to the implementation of the activities
under the selected Workpackage, should be reported here.
The main problems and solutions experienced during project implementation that are only listed or
generally reported in the section “Problems and solutions found” have to be explained in detail in relevant
WP, within the section “Please describe and justify any problems and deviations including delays from the
work plan presented in the Application and the solutions found”
For every delayed activity/deliverable a short explanation about when is it expected to be achieved,
must be given within this section too.
The examples of the problems reported in detail in this section may be: problems in achievement of
project outputs/activities/deliverables, disruptions in spending profile, changes in partnership
changes/problems noticed during implementation of the activities, delay of the activities and/or
deliverables for later periods, problems in the public procurement process, modification of the budget,
the consequences that occurred or could occur due to the problems, etc.
Project Main Outputs (applicable for WP Implementation and WP Investment)
An overview of the foreseen outputs (including their targets) as well as the linkage to the Programme
output indicators is automatically displayed in the eMS for WP Implementation and WP Investment (if
applicable). The LP needs to indicate the Level of achievement for each Project output, report the value
achieved in the relevant reporting period and attach appropriate evidence. Please note that the selected
Level of achievement should be cumulative, whereas the reported achieved value of each project output
should indicate only the achievements in related reporting period. However, for those project outputs
whose Main Output Quantification Target is zero, the reported value should always be zero.
If a certain achievement (either partially or completely) for the project output in the reporting period
is reported, an appropriate evidence should be submitted in the Attachment column in accordance with
Annex 5 - Reporting on achievement of project outputs of the PIM.

IMPORTANT!
Annex 5 of PIM MUST be consulted when preparing evidence for project output achievement!
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Under the “Level of Achievement” part, status of achievement for all project outputs in relation to what
is planned in the latest approved version of the application should be indicated. It should be noted that
the selected level of achievement for a project output must be cumulative, while the reported achieved
value for each project output should indicate only the achievement in the respective reporting period.
If the level of achievement for a project output is Behind schedule, LP should provide explanation under
the relevant work package (in the "Please describe and justify any problems and deviations..." section)
why it is delayed and when the unfulfilled target value of the project output will be achieved. It is also
recommended to explain reasons for the delay in the description of the respective activity / deliverable
which contributes to the achievement of this output.
An example for project output level of achievement: if a planned delivery month for project output is
January 2022, report for the period October 2021 - March 2022 is being prepared, and the project output
has not been achieved in that period (activities are still ongoing after the end date of report in question),
the level of achievement must be marked as behind schedule (not proceeding according to work plan).
Please note that only one document can be uploaded in the Attachment section so in case the evidence
for certain project output consists of several documents, make a zip file and upload it as a single document.
Maximum attachment size is 10 MB.
In case of project outputs for which the achievement is reported through more than one reporting
period and the evidence in line with Annex 5 of this document is attached in several project progress
reports, when you report that the output achievement is completed, note that additional evidencing
document might be needed in order to demonstrate full achievement of project output without double
counting (e.g. excel table of all training attendees in addition to attendance sheets).
Figure 19

Supplementary Information sub-section in eMS

For each reported achievement of a project output, an appropriate evidence, as well as a brief
description of the achieved (part of) project output should be provided in the section “Outputs” within
“Supplementary information”.
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Exceptionally, when reporting achievement of project outputs that contribute to the following
Programme Output Indicators:
1. Number of participants in joint education and training schemes on health and / or social care (PA1)
2. Population covered with improved health and / or social care services or facilities (PA1)
3. Population benefiting from flood protection measures (PA2)
4. Number of participants trained in quality assurance, standardization on cultural and natural heritage
and destination management (PA3)
in each report in which the achievement of a part of the output is reported, it is necessary to provide a
short explanation which contains all relevant qualitative and quantitative information in the description
box, in the section “Outputs” within “Supplementary information” (e.g. In 3rd period, 3 trainings in the
field of destination management were held and 30 people were trained. In 4th period, 10 people attended
training for a tourist guide, etc.) however, it is not necessary to upload evidence.
The cumulative evidence for these 4 Programme Output Indicators mentioned above should be
attached in the final report or in the report in which the final target value of this indicator has been
reached.
Within brief description of the achieved (part of) project output the terminology of the relevant
Programme output indicator must be used. For example, all elements of Programme output indicator
should be addressed when describing achievement of project output.
There are several examples of the elements that must be addressed when describing the achievement
of project output and their contribution to Programme output indicator:
Example #1:
For Programme output indicator Number of cross-border clusters or networks or other collaborative
schemes including entrepreneurs established or improved, the description of the reported project
output must provide the following information:
-

Is collaborative scheme established or improved?
Is collaborative scheme a CBC cluster or network?
Which sector/field/industry does the cluster/network cover (e.g. IT, agriculture, metal,
plastic...)?
Does a collaborative scheme include entrepreneurs?
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Example #2:
For Programme output indicator Number of jointly developed and/or implemented tools and services
that enable better quality of health and/or social care services, description of the reported project
output must provide the following information:
- Did partners implement a service or a tool?
- Did they develop and/or implement it?
- What kind of service is developed/implemented (e.g. providing care to persons with disabilities
and/or elderly (e.g. day centre, workshops etc.), diagnostic services on sleep disorders etc.)?
- What kind of tool is developed/implemented? What is the purpose of the
developed/implemented tool (e.g. mobile application for monitoring changes in skin,
application for monitoring allergens, etc.)?
Example #3:
For Programme output indicator Number of joint tourism offers/products developed and/or
implemented and promoted, description of the reported project output must provide the following
information:
- Did partners implement a tourism offer or a product?
- What kind of service is developed/implemented (e.g. thematic route, joint promotional
event...)?
- What kind of product is developed/implemented (e.g. mobile application, interactive map, etc.)
and what is the purpose of this product?
- How was the tourism offer/product promoted?
Example #4:
For Programme output indicator Number of tourism supporting facilities and/or tourism infrastructure
developed and/or improved, description of the reported project output must provide the following
information:
- Does the project output refer to a tourism supporting facility or tourism infrastructure?
- Did the partners develop or improve it?
- What kind of facility is developed/improved (e.g. visitor center, thematic showroom,
information point office, etc.)?
- What kind of infrastructure is developed/improved (e.g. walking path, cycle route, etc.)?
Example #5:
For Programme output indicator Number of laboratories and/or competence centres jointly used by
the entrepreneurs developed or improved, description of the reported project output must provide the
following information:
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-

-

Does the project output refer to a laboratory or a competence center?
Is it developed or improved?
What kind of laboratory is developed or improved (e.g. laboratory for analysis of products
of aromatic and medical herbs, UX (user experience) laboratory, etc.)?
What kind of competence center is developed or improved or what kind of services it
provides (e.g. business competence center, training and educational competence center,
etc.)?
Is laboratory/competence center jointly used by entrepreneurs and how?

Communication Objectives (applicable only for WP Communication)
A progress towards the Communication Objectives as defined in the application should be indicated.
The stated level of achievement should be cumulative (from the beginning of the project to the end of the
reporting period of the project report). However, only the achievements accomplished during reporting
period of that particular project report should be described in the explanation (Description) for each
Communication Objective.
In accordance with the Programme Communication Strategy, all projects should monitor and report on
the number of conducted educations / trainings, satisfaction of participants in educations / trainings
through Evaluation form (Evaluation form is available as Annex 1 of Programme Visibility Guidelines 2.0).
An explanation under section “Please describe the progress in achieving deliverable in this reporting
period” should be provided, and evidence should be provided in Deliverable Evidence for educations /
trainings and similar events for each Deliverable under respective Activity (Targeted events and Public
Events) in WP Communication.
Each document uploaded to the Project Progress Report should comply with the provisions of the
Programme Visibility Guidelines (applicable to all documents / evidence throughout different sections of
report).
Website / social media have to be regularly updated and should comply with Programme Visibility
Guidelines. An example of uploaded evidence can be a print screen of the last post on a specific page or
social media profile (with included obligatory visibility elements). A list of minimum requirements for
website / social media is given in sections WEBSITE and SOCIAL MEDIA of the Programme Visibility
Guidelines.
When submitting evidence of the publication of articles on portals and social media, a “print screen”
of the published article should be submitted in a MS Word or PDF document (not only links to published
articles).
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Please Describe Progress Achieved In This Reporting Period
The eMS displays, for each work package, the description of activities and deliverables (including
timeline) as defined in the latest version of the approved Application. For each planned activity and
deliverable, the progress reached at the end of the reporting period has to be indicated according to the
categories defined below:
 Not started - activity/deliverable should not have started according to the timeline within the last
approved version of the application
 Proceeding according to work plan - activity/deliverable is proceeding according to the timeline
from the last approved version of the application
 Behind schedule - there is a delay compared to the last approved version of the application
 Ahead of schedule - activity/deliverable is ahead (or it was completed before) than indicated in
timeline from the last approved version of the application
 Completed/Completed and achieved as planned – activity/deliverable was completed according to
the timeline from the last approved version of the application.
Furthermore, a brief qualitative explanation on progress made in view of each deliverable should be
given in field Del Description (except when it is in the not started status). Evidences of deliverables
achieved within the current reporting period must be uploaded in the eMS as annexes to the progress
report. Only one attachment that can be uploaded per deliverable.
If the deliverable evidence is already uploaded within the Partner Report, there is no need to upload it
again in the Project Progress Report, the LP should only indicate, in the Description, which part of the
respective Partner Report it is uploaded in (for example: "Deliverable Evidence: agenda, media invitations,
photos, press articles available under the LP DM.2.1 section, and the partners' DM.2.1 sections.").
If relevant activity had been completed in previous reporting periods, a description of the activity in
the subsequent reporting periods must include an indication of the period in which the activity had been
completed.
In cases the budget will not be able to be spent on the activities planned in the Application, the
information on how the budget will be spent should be entered in section “Please describe and justify any
problems and deviations including delays from the work plan presented in the Application and the
solutions found”.
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Figure 20

Communication output indicators (applicable only for WP Communication)
In line with the Programme Communication Strategy, all projects need to monitor and report on the
achievement of the following communication output indicators:
 Number of trainings conducted;
 Satisfaction of the beneficiaries indicated within feedback data collected at events / trainings /
meetings above 4 (scoring system 1-5).
In order to report on communication output indicators achieved within Project Progress Report, please
provide explanation for the trainings, educations and similar events in the field Del Description of relevant
activities and deliverables. Evaluation forms provided as annex to the Programme Visibility Guidelines
should be used for evaluating satisfaction of beneficiaries. The evidences proving the achievement of the
communication output indicators should be uploaded under Deliverable Evidence of the related
deliverable.

General instructions for projects containing investments (works)
If the implementation of investment works is in progress, the Report (section „WP Investment > Please
describe the progress in achieving deliverable in this reporting period“) has to contain a brief description
of the status of those works, i.e. have the works started according to the plan and what has been done so
far (e.g. preparatory works, building of foundations, bottom plate, part of the walls of the first floor, etc. all of which has to be in line with the individual construction phases).
Descriptions of the relevant activities / deliverables have to contain references to the specific locations
of the evidence (e.g. evidence can be found in LP Partner Progress Report 3, Deliverable D.T1.1.1, or in the
LP Partner Progress Report 3, section Attachments, or in the LP Partner Progress Report 3, section List of
expenditure, item 1.7).
If the planned investment works are in delay, explanation should be provided why a delay occurred and
what measures are / will be implemented to compensate the delay. The explanation has to be provided in
the section “Problems and solutions found” within the Report (and in the section Please describe and
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justify any problems and deviations including delays from the work plan presented in the Application and
the solutions found within the relevant Work Package as well).
The progress of investment works by specific reporting period has to be documented with relevant
photos. At least one photo has to clearly show that the construction site is equipped with a temporary
billboard containing all the required visibility elements (according to the Programme Visibility Guidelines),
if applicable.
After the investment works have been completed and / or after the related project output has been
achieved, the PP / LP have to upload photos which clearly show the final status of the investment works.
Photos have to clearly show the key elements of particular investment works, as it is defined in the
Application or in the supporting documents delivered in the process of budget optimisation (e.g. the
original project design). If the investment works consists of, for example, landscaping of the park with the
key elements of the investment such as: levelling the terrain, planting horticulture, constructing gazebo,
placing of tables / benches, building paths, building pedestrian crossing with signalization - photos
containing all these elements should be uploaded in relevant report.
Furthermore, after the investment works have been completed, additional key documents supporting the
eligibility of expenditure should be uploaded in Project Progress report23 (in case those documents were
not available and already uploaded in relevant partner project report). The list of these documents
includes:
•

building diary,

•

operating permit,

•

final reports from the supervising engineers,

•

guarantee for removal of a defect in the guarantee period.

Section 3 - Certificates
Details of FLC certificates are accessible in this section. All FLC certificates selected in Section 1 - Report
(List of Partner FLC Certificates) will appear as a drop-down list under the tab “Certificates”. In this section,
the LP may select the FLC certificate for further review.

23

If applicable (if mandatory according to relevant national legislation or envisaged in the project budget and / or
concluded contract).
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When selecting a certificate, the table with the list of expenditures connected to the opened certificate
will appear. Each expenditure item can be opened, the list can also be exported in Excel. The LP can see if
the FLC amended any item and / or included any comment.

Figure 21: List of expenditures

Section 4 - Project Report Overview
This section contains various summary tables of the expenditures included in the Project Progress
Report. Please note that the tables are updated before the report is submitted.
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Figure 22: Project financial report tables

Section 5 - Attachments
It is possible to upload additional attachments relevant for the entire Project Progress Report. In order
to do so, please use the “Attachments” tab

General instruction on submission of evidence in the partner / project progress reports
Each document uploaded in the Partner / Project Progress Report as an evidence for the achievement
of Project outputs / activities / deliverables / target groups must comply with the provisions laid out in the
Programme Visibility Guidelines.
Therefore, the advice is to upload as few documents / evidence for a particular Project output / activity
/ deliverable as possible, i.e. only the most necessary and relevant documents that show the achievement
of a relevant project output, activity or deliverable (the excessive number of documents uploaded in eMS
should be avoided).
Photographs of equipment purchased in a reporting period should be submitted (in line with quantities
and description of the relevant budget line). Equipment should be put into use - which means that it is
unpacked, labelled with visibility elements according to the Visibility Guidelines and ready to use (e.g.,
photo of a powered computer with operating system and office application installed). If more than one
item of identical equipment has been purchased, photos of all items must be uploaded (e.g., if three
laptops are purchased, single photo of all three laptops labelled with appropriate visibility elements must
be uploaded).
IMPORTANT!
If the activities / deliverables / target groups evidence is already uploaded within the Partner Report, it
does not have to be uploaded again in the Project Progress Report. Lead Partner should only indicate under
relevant activity / deliverable / target group of the Project Progress Report the exact location of the
uploaded evidence in the Partner Report.
This is not applicable for evidence for the achievement of Project outputs as they should always be
uploaded in the relevant Project progress report.
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In Project Progress Report, when indicating exact location of the evidence already uploaded in the
Partner Report all relevant information should be provided, such as name of Project Partner / abbreviation
of the Project Partner role, number of Partner Report and section of the Partner Report (e.g. Deliverable
evidence Minutes of the meeting is available under the LP 2nd Partner Report D.M.3.1 section – Deliverable
Attachments).
As a general principle, all applicable evidence should be uploaded in Partner Report (except evidence
for Project outputs). However, in case the evidence is not submitted in the Partner Report, or evidence
which is uploaded in the Partner Report is not compliant with the provisions of the Visibility Guidelines,
adequate evidence should be submitted in the Project Progress Report under the appropriate activity /
deliverable / target group.
Instructions for proper labelling of documents uploaded in the eMS as evidence


Title of the uploaded document must clearly indicate the content of that document (e.g. Minutes
of the 1st Project Meeting);



In the title of the uploaded document, please avoid special characters, such as Č, Ć, Š, Đ, Dž and Ž,
due to possible problems with opening the documents;



The title of the uploaded document should not be too long in order to avoid possible problems
with opening the document;



Before uploading documents in the eMS, be sure to check the readability and integrity of the
scanned documents (e.g. if all pages are properly scanned);



Please highlight the relevant information in the text of the uploaded document if it is possible (e.g.
in particularly long documents when relevant information is hard to find, such as technical /
project documentation for works);



In case that multiple photographs of equipment need to be uploaded as evidence, please insert
them in one word / pdf document and properly annotate each photo;



Size of the individual file uploaded in the eMS is limited to 10MB. There is no limit of the number
of files that can be uploaded in relevant field, but if there are more than 5 files to be uploaded as
evidence, please upload them together in compressed format (e.g. .zip file);



Acceptable formats of supporting documents are: 7z, jpg, png, doc, docx, pdf, xls, xlsx, ppt, pptx,
rar, zip.

Submission of the Project progress report to the JS/MA
Before submitting a Project progress report, the saved report needs to be checked by clicking “Check
Saved Report” button in the left-side main menu.
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Once checked and saved, a message of success will appear on the upper right corner. The "Submit
report" button will appear on the left menu.

Figure 23: Checking and submitting the report

The Project Progress Report is submitted to the JS. The report state is changed from “Report in
Progress” into “Report Submitted” and a submission date is displayed in the overview table. After
submission, the LP can see the report but cannot modify it anymore. A new Project Progress Report can
be opened once the previous one has been submitted to JS.
Following the verification of the Project Progress Report by the JS, the JS transfers the report to the
MA. Following the verification of the Project Progress Report by the MA, the MA transfers the report to
the CA. In case of additional comments or observations by the MA or CA, the JS is responsible for
communication of such comments or observations to the LP. In some cases, implementation of JS/MA/CA
comments may require reverting of the Project Progress Report from the JS to the LP.
When the Project Progress Report is approved by the CA, the CA makes payment to the LP in EUR to
the account indicated in the Application (eMS section Supplementary information) and no later than 90
days from the date of submission of the Project Progress Report to the Joint Secretariat/Managing
Authority.
It is the responsibility of the LP to update the bank account information regularly within the
Supplementary information.
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3.2. Net Revenues
According to paragraph 1 of Article 61 of (EU) Regulation No 1303 / 2013, “net revenue” means cash
in-flows directly paid by users for the goods or services provided by the project, such as charges borne
directly by users for the use of infrastructure, sale or rent of land or buildings, or payments for services
minus any operating costs and replacement costs of short-life equipment incurred during the
corresponding period. Interest on pre-financing payments (on the funds transferred by the CA to the LB)
is also considered as revenue and shall be deducted from the eligible expenditure before the final payment
to the project.
Net revenues generated by project activities are not eligible.
Net revenues occurred during implementation and / or within 3 years after the closure of a Project
shall be deducted from the eligible EU contribution. Exceptions are projects under 1.000.000 EUR, which
do not have to monitor net revenues after project closure. For those projects, monitoring revenue and net
revenue should be performed only during the implementation of the project.
During the project implementation phase, each PP, generating revenue under a project, should keep
detailed, timely, adequate and traceable information concerning the generated revenues.

During project implementation

After project closure

Revenues generated by project activities
during the project implementation.

After the project closure and within three
years after the closure of the Programme, the
beneficiaries have to report all net revenues
generated by the project to the MA / JS.

Eligible costs – (net) revenues = Net eligible
costs
Examples : entrance fees for events, charges
for films, DVDs, books and publications;
payments for the use of infrastructure, sale
or rent of land or buildings; interest on prefinancing payments (funds transferred from
CA to LP) etc.

Exceptions are projects under 1.000.000 EUR
which do not have to take account of revenue
and net revenue after project closure. For
those project, monitoring revenue and net
revenue should be performed only during the
implementation phase.
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3.3. Project Modifications
A project should be implemented in accordance with the approved Application. However, due to
unforeseen reasons, some changes may be necessary in relation to the specific elements of the project
implementation defined in the approved Application and Subsidy Contract.
Depending on the impact of the changes on the project, there are minor and major project changes.
Minor changes require only the confirmation / approval of the JS, while major changes need the approval
of the MA or, in certain cases, the MA and the JMC. Some changes (minor and major) may also result in
an Addendum of the Subsidy Contract.
Modifications will be accepted only in duly justified cases. It is important to note that project
modifications should not in any way put into question the basic purpose of a project and the JMC decision
on selection of the project.

IMPORTANT!
The project may be modified only during its implementation period - modifications cannot be made
retroactively!
Every request for modification should be officially submitted, in writing, through the eMS by the LP in
English language.
However, before submitting the official request, the LP must contact the JS PM without delay via e-mail
using the Modification request form HR-BA-ME (Annex 7). The JS PM will confirm the receipt of the request
and clarify if the request is justified and inform the LP about the procedure to be followed and the
necessary documents to be submitted.
After the modification has been agreed with the JS PM, the LP may request modification officially via
eMS. The Modification request form, together with the relevant documentation, needs to be uploaded in
the eMS.
It is crucial that the LP keeps an accurate and real-time status of the project implementation, in order
to timely identify the need for project modification. It is therefore strongly recommended to seek advice
and guidance from the JS as soon as the risk of deviation is identified by the LP.
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Minor modifications
Minor modifications are adjustments of the project, which do not have a significant impact on the
project objectives and / or its implementation. The request for minor project modification should be
submitted to the JS no later than one (1) month before the project end date.24

Minor modifications are limited to the following:
a) Modifications of administrative elements
b) Modification of the workplan
c) Budget modifications.

a) Modification of administrative elements
Administrative modifications are all changes concerning the basic information relevant to the project.
The LP should inform the JS PM via e-mail on the change of administrative information and update the
relevant sections in the Application.
For example:
 change of contact / address information of the LP or PPs,
 change of bank account of the LP or PPs,
 changes in project staff member(s),
 changes of legal representative(s) of the LP or PPs,
 change of name of the LP / PPs (when it does not affect their legal status),
 change of the legal status of the LP or PP(s) (e.g. legal succession), etc.
The legal succession of the LP or PP is considered as an administrative change and not as a partner
change if it can be proved, based on the legal act, that the new legal entity is the legal successor taking
over the duties and obligations of the previous one (predecessor), as well as it still fulfils the partner
eligibility criteria of the 2nd Call for Proposals.

b) Modifications of the workplan
Minor changes of the workplan are modifications related to project activities and deliverables (e.g.
changes in timeline, location, quantity of deliverables, changes related to investments, etc.).

24

However, in duly justified cases the request can be submitted in the final month of project implementation.
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Changes in the workplan must not:
 affect the project intervention logic (i.e. achievement of project main and specific objectives,
quantity of project output and result indicators) and the cross-border character of the project;
 affect the quality, nature and use of the planned outputs and investments (technical / professional
equipment and / or infrastructure and works);
 change the nature and intended use of equipment items.

c) Budget modifications
Budget modifications refer to reallocations among work packages, expenditure categories or budget
lines within each partner budget.
Budget modifications must be agreed upon in a partnership and communicated to the JS by the LP only.
Budget reallocations must be inserted in the Budget Reallocation Template (Annex 8) which should be
uploaded in eMS.
Each financial reallocation must be justified. Savings during implementation of project activities may
be reallocated only if there is a real need to redistribute the surplus to some other expenditure category /
line.
Any budget modification should be carefully prepared by involving all partners and clarifying their
needs. The LP is responsible for coordinating the project budget of the whole partnership.
Restrictions for budget modifications:
 the project total budget cannot be increased during the implementation of the project (except if the
increase is proposed by the MA following the JMC decision);
 budget modifications cannot affect the nature and purpose of the project as per approved
Application,
 it is strongly recommended not to reallocate amounts from / to staff costs; in exceptional and duly
justified cases such reallocations may be accepted.
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Major modifications
Major modifications are substantial deviations from the approved Application. They are considered as
exceptional cases, which need the previous decision of the MA / JMC, based on thorough justification.
The following modifications are considered as major modifications:
a) changes in the composition of the partnership;
b) budget reallocations between project partners (max. 10% of the total partner budget);
c) prolongation of the Project implementation period (not exceeding the maximum implementation
period defined in the Call for Proposals)25;
d) changes related to indicators.
The Request for major modification must be initiated by the LP at the latest three (3) months before
the project end date.26 Exceptionally, the change of partnership must be initiated at the latest 927 months
before the project end date.
The JS shall give written response to the request and clarify if the request is justified and inform the LP
about the procedure to be followed and the necessary documents to be submitted.
In case the request for major modification is approved by the MA / JMC, the Application needs to be
modified accordingly. When approved change has an effect on the contents of the Subsidy contract, the
Addendum to the Subsidy contract will be issued.

a) Changes in the composition of the partnership
The partnership is a core feature of a project and, as such, it is assessed in the application phase and
approved by the JMC. Therefore, modifications of the partnership should be avoided, and other possible
solutions should be explored before requesting a partnership modification. In any case, a partnership
modification requires the approval of the programme bodies (JMC). It should be noted that the concept
of partnership modifications requiring the approval by the programme bodies refers to any change that
has impacts on the legal relationships within the partnership.

25

In duly justified cases the project may request to exceed the maximum implementation period defined in the CfP,
which should be approved by the MA.
26
In duly justified cases the request can be submitted after the mentioned deadline for major modification.
27
In duly justified cases the request for change of partnership can be submitted after the mentioned deadline for
major modification.
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Restrictions for partnership modifications:
 the change must not affect the cross-border character of the project,
 the total project budget cannot be increased.
In case the change in the composition of partnership cannot be avoided, the Programme has the
following options for the remaining partners:

A) The redistribution of the budget and activities between the remaining partners
This option means that one or more remaining partners partly or fully take over the role and activities
of the withdrawing partner. Therefore, this also means that the budget of the withdrawing partner is
reallocated among other partners taking over tasks of the withdrawing partner.

B) Replacement of the withdrawing partner
This option should only be considered in exceptional cases if option A is not possible for the remaining
partners.
The replacing institution / body must have the necessary experience and technical, organisational and
financial capacity to properly implement the project. Additionally, the replacing institution must comply
with all relevant administrative, quality and eligibility criteria of the 2 nd CfP.
In case the withdrawing partner has not yet started the implementation of its activities, tasks and the
related budget, they can be fully taken over by the new partner. If the withdrawing partner has already
carried out some of the planned activities, only the remaining tasks and budget may be taken over by the
new partner. It is nevertheless to be highlighted that funds of the withdrawing partner become available
for the new partner only after the official approval of the replacement by the Programme bodies.

b) Budget reallocations between project partners (max. 10% of the total partner budget)
There is a possibility to reallocate budget between project partners only in duly justified cases that are
substantial to the project implementation and achieving the project outputs / results as planned. Budget
reallocation between project partners is allowed in the amount of max. 10% of the total partner budget,
taking into account the budget from which the funds will be reallocated.

c) Prolongation of the Project implementation period (not exceeding the maximum implementation
period defined in the Call for Proposals)
85

Prolongation of the project duration can be requested only once during the project’s lifecycle. 28
Projects with initial maximum duration of 30 months cannot request prolongation of project duration. The
prolongation of the project duration means the extension of the timeframe for the eligibility of
expenditures and, if relevant, the revision of the spending forecast of the project.
In exceptional and well justified cases, partnerships can request a modification of the project duration,
which then needs to be approved by the MA (e.g. if, without an extension of the project duration, it would
not be possible to achieve the set project overall and specific objectives).

d) Changes related to indicators
The LP and PPs have to assure that the project intervention logic is respected as defined in the approved
Application, and that the envisaged project objectives, result(s) and outputs are achieved.
Modifications of the project content which have impact on the achievement of project outputs or
results (modifications of the quantitative or qualitative aspects of certain project outputs), defined in the
approved Application are considered to be major changes of the project. Changes related to project
outputs are considered major only if the project outputs are linked to Programme output indicator(s).
Requests for modification related to programme output indicators have to include an exhaustive
justification, especially if they are decreasing the target values of project outputs.

28

However, in duly justified cases the project may request to exceed the maximum implementation period defined
in the CfP, which should be approved by the MA.
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3.3.1.

Guide on submitting a modification request in eMS

The LP can request a modification using the left-side menu item Modification Request Overview.
Clicking on Request Modification item opens a pop-up window Application Change Request.
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In the Application Change Request window, the LP selects category(ies) which need to be modified,
uploads relevant attachments (supporting documents, Annex 7 - Modification request form and, if
applicable, Annex 8 - HR_BA-ME Budget Reallocation Template) and briefly describes the subject of the
modification request. By clicking the Send button, the modification request is submitted to JS, which is
confirmed with a message Change Request Successful.
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* The Request for modification should be in English.
The JS can then either accept the modification request and open the Application for editing or reject
the modification request (in case of a lack of information / justification for modification).
Modification Request Details page shows all modifications and in this table (Modification request part)
the LP can see a JS decision – whether the modification request has been accepted or rejected. If the
modification request is accepted, by clicking on Open new application form, the LP can access and edit the
Application. In the Modification part, the LP can see if the modification has been accepted/rejected or
handed back by the JS.
The LP can also edit the Application by clicking on the message box which appears when accessing the
project first time after request for modification has been submitted.
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By clicking on Open modification details, the LP can see the modification request and modification
decision, as well as messages from the JS.
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Note: changes are allowed only in the project section regarding the proposed modification.
When the Application is modified, the LP should follow these steps:
1. Click the Save button on the left side to save the changes

2. Click the Check Modification button (left-side menu item Application and Contract > Check
Modification)
* In case of errors or if the required fields are not filled-in, an error message will appear (e.g. Email Address Required). * If all the fields have been correctly filled-in, an additional confirmation
message will appear with Yes / No answers. By clicking Yes, eMS will generate a message
Successfully Checked.
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3. Click the Submit Modification button (left-side menu item Application and Contract>Submit
Modification).

*eMS will generate a message Change Request Submitted, which confirms submission of a
Modification Request to the JS

Depending on the justification and necessity of the modification, attached documentation and
description, JS has the following options:
 To approve a modification request > new version of the Application is generated.
 To request further modifications > LP modifies the Application > JS approves the modification > a
new version of the Application is generated.
 To reject a modification > Application remains unchanged.
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3.4. Visibility, Publicity and Communication
In this Programme, communication has strategic importance in reaching programme results and goals
and plays a crucial role in the implementation of projects. Communication can help raise awareness and
knowledge on project activities and results – and ultimately improve attitudes towards working with the
project and capitalising on the results of a project.
For that reason, communication objectives, audiences, approaches and activities need to be already
planned in the project development phase, especially because the communication objectives are
intrinsically linked to project specific objectives.
Therefore, as communication is considered a horizontal project task which is not limited to one project
partner but to the entire partnership, it is recommended that all partners are included in the development
of communication activities as well as in the implementation of those activities.
According to the Subsidy Contract, project outcomes and results have to be made available to the
general public free of charge.
The LP / PPs must ensure that all official communication (e.g. any information to final recipients, notice,
publication, internal and annual report, website, Project events, including conferences or seminars, etc.)
clearly states that the project is co-financed by the Interreg IPA Cross-Border Cooperation Programme
Croatia – Bosnia and Herzegovina-Montenegro 2014-2020. This means that the Programme logo must be
displayed on all communication materials and visibility elements. Also, a reference to ERDF and IPA II funds
must be clearly indicated on these materials. This is described in details in Programme Visibility Guidelines
2.0, as well as other requirements concerning use of Programme logo, language, disclaimer and mandatory
materials.

IMPORTANT!
The beneficiaries must consult Programme Visibility Guidelines during project implementation.

3.4.1.

GDPR

The EU General Data Protection Regulation’s (GDPR) purpose is to harmonize data privacy laws across
Europe, to protect and empower all EU citizens’ data privacy, and to reshape the way organizations across
the region approach data privacy. GDPR applies to ‘personal data’, meaning any information relating to an
identifiable person who can be directly or indirectly identified, in particular, by reference to an identifier.
This includes, for instance: name, surname, home address, e-mail address or location data from the map
on your mobile. Typically, the data you might have on your employees, clients and suppliers. GDPR applies
to all handling of personal data, such as how to collect, handle, store and delete the data.
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The Regulation 679/2016 (General Data Protection Regulation – GDPR) introduces strict rules on data
protection. Interreg programmes are obliged to collect some personal data necessary for project
monitoring. Nevertheless, access to some of the data (e.g. salary information reported by project partners
under the budget line staff costs) need to be limited: only programme bodies responsible for cost
verification should be able to see personal data related to salaries of partner employees.
In order to limit access to these data, a new approach was introduced in the current version of eMS.
Therefore, the following was added:
a) Access to the following data was hidden by default for all users except the project partner users:
 All attachments uploaded to the List of Expenditure in the budget line Staff costs. Only a list of
uploaded files is visible but without showing the name of the file (the name of the file is replaced by
the text ”hidden due to GDPR”). Without the special privilege, users cannot download the
attachments.


All ‘comment’ fields (Partner comments and FLC comments) and ‘Description1’ and ‘Description 2’
related to items in budget line staff costs are not readable for people not having the special privilege.
The text ‘hidden due to GDPR’ is shown instead.



All the information is hidden both in the popup and in the table ‘List of expenditure’.

b) an additional tab called ‘Personal data attachments’ was added to the partner report. All files uploaded
in this tab are hidden by default and only visible to privileged users (i.e. those with the user privilege
‘PERSONAL_DATA_ACCESS’). The files are hidden in the same way as in the staff cost items upload, i.e. file
title and description is replaced by ‘hidden due to GDPR’ text.
All users except for the project partner for his/her own report now need a special privilege to access
the sections described above.
It is important to note that it is possible to move files from the “Attachments” section to “Personal data
attachments” and the other way around. The partner user is able to move attachments from one section
to the other for his/her own report. For the partner user, this functionality is always available –
independent of the state of the report.
If other users need the privilege of moving files from and to Attachments/personal data attachments,
it has to be approved by the Project Manager or eMS officer.
During implementation of project activities, please bear in mind the following:
 Collect personal data with a clearly defined purpose and don’t use it for anything else. For collection
and processing of personal data consent must be obtained.
 Don’t collect more data than you need.
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 Delete data that is no longer used.
Personal data shall be handled with consideration to six principles that provide good guidelines on how
to handle personal data:

95

3.5. Public Procurement
Procurement procedures by all PPs shall follow:
1. Programme rules on public procurement procedure in line with Regulation (EU, Euratom) No
1046 / 2018 - the provisions in Chapter 1 and 3 of Part I of Title VII and Chapter 1 and 3 of Annex
1 of the Regulation;
2. National rules29 - Public Procurement Act of the Croatia (only for PPs in Croatia that fall under
the scope of National Public Procurement Act30 on public procurement).
Rules for procurement in the PIM set the minimum requirements for public procurement procedures
that are to be respected by all PPs both in the Member State (Republic of Croatia) and in IPA II beneficiaries’
(Bosnia and Herzegovina, Montenegro) territories.
All project partners must follow the rules on public procurement procedure31 described in this
document. Failure to comply with the procurement rules set out in this document may have financial
consequences, by means of application of correction rates based on the type and significance of the noncompliance32. In this respect, this document seeks to set out minimum rules which will assure that project
partners comply adequately with procurement rules at all levels (EU, Programme and national).

3.5.1.

General principle applying to procurement

All contracts shall respect the principles of transparency, proportionality, equal treatment and nondiscrimination.

Transparency
Project partners must ensure openness and clarity on procurement policy and its delivery. This
obligation consists in ensuring, for the benefit of any potential tenderer, a degree of advertising sufficient

29

Applicable only for beneficiaries from the Republic of Croatia which are public bodies or bodies governed by public
law and are obliged to follow respective national legislation on public procurement, depending on the amount in
question.
30
HR: http://www.zakon.hr/z/223/Zakon-o-javnoj-nabavi
31
Respecting Programme rules requires following the described procedure in PIM and allowing use of different
templates and tender documentation that may be used by PPs. Templates may be PRAG, annexed Programme
templates, templates used in national procurement.
32
For additional information please consult Guidelines for determining financial corrections to be made to
expenditure financed by the for non-compliance with the applicable rules on public procurement
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to enable the market to be opened up to competition and the impartiality of procurement procedures to
be reviewed.

Equal treatment and non-discrimination
All interested parties should be treated the same, meaning that all tenderers must be afforded equal
opportunities when formulating their tenders, which therefore implies that the tenders of all competitors
must be subject to the same conditions.

Competition
Procurement should be carried out by competition, unless there are justified reasons to the contrary;
this obligation also means that the estimated value of a contract may not be established in such a way as
to avoid the competitive tendering procedure or to circumvent the rules which apply to certain
procurement procedures or above a certain threshold, nor may a contract be split for that purpose.
Moreover, as pointed out by the Court, the widest possible opening-up to competition is also in the
interest of the Contracting Authority itself, which will thus have a greater choice as to the tender that is
the most advantageous and the most suited to the needs of the public authority.

Sound financial management
Budget appropriations must be used in accordance with the principles of economy, efficiency and
effectiveness.

Visibility
All PPs, including contractors, must ensure the visibility of EU financing. National rules or institutional
requirements might request additional visibility arrangements and they have to be taken into account.

The rule of language to be used
English as a Programme language is applicable for project implementation, including procurement
procedures. However, PPs are not obliged to use English only (e.g. templates and notices and contracts)
when implementing procurement procedures. Templates used in procurement procedures may be in:
 in English only,
 in programme participating countries languages and the Latin alphabet only (with possibility of
translation upon request), or
 bilingual.
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The tender documentation may be in any of official languages of the countries participating in the
programme, in the Latin alphabet, with the possibility of translating such documentation upon request
from relevant programme bodies for monitoring / auditing purposes.

The rules of nationality
Participation in the award of procurement contracts and other award procedures for actions financed
under the Programme shall be open to all natural persons who are nationals of, and legal persons which
are effectively established in the participating countries, other Member States, other IPA II beneficiaries,
contracting parties to the Agreement on the European Economic Area and partner countries covered by
the European Neighbourhood Instrument (hereafter referred to as ‘eligible countries’), and to
International Organisations.
The rules do not apply to, and do not create, nationality restrictions for natural persons employed or
otherwise legally contracted by an eligible contractor or, where applicable, subcontractor.

The rules of origin
All supplies purchased under a procurement contract, or in accordance with a grant agreement,
financed under IPA II shall originate from an eligible country or from any country which is eligible under
the rules of the partner or other donor or member state or determined in the constitutive act of the trust
fund.
As the Croatian national rules do not contain any restrictions regarding the rules of origin, all goods
can originate from any country, irrespective of any thresholds.

Conflict of interest
Conflict of interest occurs when the impartial and objective exercise of the functions of the PP, or
respecting the principles of competition, non-discrimination or equality of treatment of candidates /
tenderers / applicants / contractors regarding the award procedure or contract, is compromised for
reasons involving family, emotional life, political or national affinity, economic interest or any other shared
interest with the beneficiary of an EU funded programme.33
Sub-contracting PPs of the same project or any of the other PP staff of the same project as an external
expert or a subcontractor to carry out project activities within the same project is not allowed within this
Programme.

33

More provisions on conflict of interest can be found under Section 2.5.4. of PRAG:
https://ec.europa.eu/europeaid/prag/document.do?nodeNumber=2.5.4 and National Public Procurement Act of
Republic of Croatia http://www.zakon.hr/z/223/Zakon-o-javnoj-nabavi (articles 75-83)
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No retroactive awards
Contracts are considered to take effect from the date of signature of the last signatory. Contracts or
contract addendums cannot be awarded retroactively (i.e. after the end of the execution period) under
any circumstances. This means that no disbursements can be affected, and no goods and services provided
prior to the signature of the contract and / or addendum.
All contracts must show the dates of signature of the contracting parties.

Record keeping
Written records of the entire tender procedure must be kept confidential and retained by the PPs in
accordance with the provisions of the subsidy contract.

“Green public procurement”
In order to choose environmentally friendly goods, services and works, which can make an important
contribution to sustainable consumption and production, please use the “Green public procurement”
procedures where appropriate. For more information please consult relevant European Commission
webpage34.

3.5.2. Procurement rules for PPs in Croatia that fall under the scope of the
national public procurement act
PPs in the Republic of Croatia falling under the scope of application of the procurement laws stemming
from the National Public Procurement Act on public procurement must apply:
1. Programme rules - for procurements of value below national thresholds from the National Public
Procurement Act, and
2. National rules –thresholds from the National Public Procurement Act, while respecting the
minimum requirements of Programme for procurements of value equal or above national rules
on public procurement procedures.

34

https://ec.europa.eu/environment/gpp/index_en.htm
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Thresholds

Rules to be applied

Services / Supply < 200 000 HRK

Programme rules

Works < 500 000 HRK

Programme rules

Services / Supply ≥ 200 000 HRK

National public procurement Law

Works ≥ 500 000 HRK

National public procurement Law

Internal rules for procurement of values below35 the national thresholds from the National Public
Procurement Act thresholds for Public procurement are not applicable. In such cases, Programme rules
described in this document must be followed.
In case any national or internal rules for procurement contradict Programme rules, Programme rules
shall prevail and must be respected.
In case a wrong set of rules is used, financial corrections may be applied.

3.5.3.

Procurement rules for other PPs

All other PPs shall follow the Programme rules on public procurement procedure described in this
document. For these purposes, PPs may use the Practical Guide (PRAG)36 as an additional guidance and
good international practice for public procurement for EU funded projects, or they may use the tender
dossier templates annexed to this document (please see Annexes section). However, please bear in mind
that the suggested PRAG templates (or annexed templates) should be adapted by PPs to their specific
needs (e.g. translation to national languages, additional requirements within documentation, deletion of
non-relevant articles / sections, etc.).

35

Jednostavna nabava= procurement of small value below financial thresholds
http://ec.europa.eu/europeaid/prag/?header_description=DEVCO+Prag+to+financial+and+contractual+procedur
es+applicable+to+external+actions+financed+from+the+general+budget+of+the+EU+and+from+the+11th+EDF&lon
g=56051&header_keywords=ePrag%2C+europa
36
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3.5.4.

In house contracting

In house contracting is considered as contracting bodies governed by public law (in house provider),
which are controlled by the contracting authority (PPs) for the purchase of goods, services and works.
This kind of contracting represents an exemption from the public procurement procedure if the
conditions for in-house contracting given by the EU regulations are fulfilled37.
Expenditure referring to tasks contracted with the in-house provider by the beneficiary (including staff
and travel and accommodation costs) shall be planned under external expertise and services expenditure
category if the following conditions are met:
 costs incurred by the in-house provider are charged on a real costs basis without any profit margin;
 the contracting of the in-house provider complies with national public procurement rules.
Please note that the intention of in-house contracting must be indicated in the Application!

3.5.5.

Exclusions from the application of procurement rules

Private entities do not have to apply these procurement rules to the following contracts:


the acquisition or rental, by whatever financial means, of land, existing buildings or other immovable
property or concerning rights thereon;



arbitration and conciliatory services;



employment contracts;



contracts for the acquisition, development, production or co-production of programme material
intended for broadcasting by broadcasters;



contracts for broadcasting time;



costs of fair space, if predefined in the grant contract and necessary to achieve project results;



paying invoices or obligatory costs by the provisions of national law.

37

Directive 2014 / 24 / EU of the European Parliament and of the Council of 26 February 2014 on public
procurement and repealing Directive 2004 / 18 / EC
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Procurement rules do not apply to employment contracts, but they do apply for any type of service
contracting (under Expenditure category External expertise and services), such as “ugovor o djelu”,
“autorski ugovor”, etc.

3.5.6.

Financial thresholds and related procurement procedures

The procedures applicable to different types of procurement always depend on the nature of
procurement (supplies, services or works) and the size of the contract.
A brief overview of procedures, including thresholds for the use of each type of procedure is listed
below38:

SERVICE
CONTRACTS

SUPPLY
CONTRACTS

WORKS
CONTRACTS

≥ 300 000 EUR

< 300 000 EUR but > 20 000 EUR

International open
tender procedure

Simplified procedure39

≥ 300 000 EUR

< 300 000 EUR but
≥ 100 000 EUR

International open
tender procedure

Local open
tender procedure

≥ 5 000 000 EUR

< 5 000 000 EUR but
≥ 300 000 EUR

International open
tender procedure

Local open tender
procedure

≤ 20 000 EUR
Single tender
procedure

< 100 000 EUR but
For service /
> 20 000 EUR
supply / works
contracts, a
Simplified
payment may be
procedure
made against
invoice without
prior acceptance of
< 300 000 EUR
but > 20 000 EUR a tender if the
expenditure is
≤ 2 500 EUR
Simplified
procedure

Regulation (EU, Euratom) No 2018 / 1046 and PRAG envisages both a restricted and an open procedure
for any type of the contract with a value equal or greater than certain thresholds. Although this manual
prescribes only open procedure, in exceptional cases, when the nature of works or services would demand
it, restricted procedure may be used.

38
39

In line with Regulation (EU, Euratom) No 2018 / 1046.
Simplified procedure = former „competitive negotiated procedure“ (CNP)
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The thresholds given in the table are based on the maximum budget for the contract in question
(including any co-financing) without VAT. Where contracts are subdivided into lots, the total estimated
value of all lots must be considered when calculating the overall threshold and procedure to be applied.
The procurements must not be split artificially to circumvent the procurement thresholds.
If the beneficiary launches the procurement procedure within one of the thresholds (e.g. launches the
simplified procedure), but all received valid offers are higher than the maximum threshold for the
procurement procedure in question (e.g. all received valid offers are within threshold for local open tender
procedure), beneficiary shall cancel related procurement procedure and launch a new procurement
procedure within the higher threshold (additional market research may be conducted in such situation).
A mixed contract covering two or more types of procurement (works, supplies or services), shall be
awarded in accordance with the provisions applicable to the type of procurement that characterises the
main subject matter of the contract in question. This determination is made based on the main component
(works, supplies or services) in terms of value.
In case of mixed contracts consisting of supplies and services, the main subject matter shall be
determined by a comparison of values of the respective supplies or services.
If project partners have any doubt on how to estimate the type of contract and which procedure to
use, project partners are advised to consult the JS of the Programme before initiating the procedure.
The JS or other Programme bodies (MA, FLC) do not undertake ex-ante control of procurement
procedures implemented by project partners. Please note that the role of JS is advisory, and any
recommendation provided by the JS (upon request) does not represent prior approval of the procurement
procedure and / or tender dossier. As stated in SC and Partnership Agreement, PPs undertake
responsibility for implementing the project.
All procurement procedures should be implemented respecting the signed SC and Partnership
Agreement and will be verified by the FLC during the reporting procedure and expenditure verification.
After signing the SC between the MA and LP, all PPs should deliver a Project Procurement Plan
(template annexed to PIM) comprising the list of all procurement procedures within a project (indicating
the budget line, amount, procedure and key milestones). The LP is responsible for the timely delivery of
Procurement plan to the JS Project Manager in charge of a particular project. The programme bodies will
use the procurement plans to easily monitor project implementation, to identify possible delays, as well
as discrepancies, in the procedure (for example, the absence of procurement procedure for relevant
activities, as described in the Application).
LP shall ensure that updates of the Project Procurement Plan are promptly delivered to JS during the
implementation of operation (if applicable).
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3.5.6.1. Payment against invoices
Procedure for contracts / payments for items of estimated value less than or equal to 2 500 EUR may
simply consist of payment against invoice(s) without prior acceptance of a tender. 40
Despite the availability of this procurement option, the purchase has to be performed with regard to
the value for money principle, avoiding any potential conflict of interest. Costs must be in line with the
approved Application and the procedure / payment must be properly documented, i.e. it must contain:
 Invoice
 Proof of payment

3.5.6.2. Single tender procedure
Contracts whose value is less than or equal to 20 000 EUR41 may be awarded based on a single tender
procedure.
In the single tender procedure, the PP places an order based on a single tender (only one tenderer may
be invited to submit a formal offer).

Market
research

Invitation of
tenderer

Submission of
received offer
and evaluation

Preparation of
single tender
report

Contract
signature or
invoice or
order form

Delivery of
service,
supply, work

Steps in a single tender procedure are as follows:

1. MARKET RESEARCH
With a view to prepare the procedure and in order to comply with sound financial management
principle (in particular, to enable effective procurement and efficient spending of public funds) it is
recommended that the PP conducts a preliminary market research / consultation prior to the formal
launch of a single tender procedure that may consist of one, or be a combination, of the following:

40

Project partners may also conclude contracts directly, or to use order form (narudžbenica).
Estimated value of service / supply / work that is subject to a procurement procedure must be calculated without
including the VAT.
41
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 Pro-forma offers
 Reference prices through Internet pricelists or using centralised e-procurement services
 Other, as appropriate.
The market research may follow the “three-reference prices” principle meaning that the PP should
obtain a minimum of three references that are comparable, containing the following parameters:
 description of technical specifications / terms of reference;
 quantities;
 expertise;
 price42;
 other descriptions of the subject-matter of the procurement, if applicable.
Such may be the delivery / implementation / performance period, guarantees durations and types,
payment options, other conditions of contract implementation, etc.43
The aim of the market research is to investigate the price, quantities, quality, delivery period and other
important parameters, if applicable.

2. INVITATION TO TENDER
The formal single tender procedure starts with the invitation to tender sent from PP to one potential
tenderer. When inviting the potential tenderer, the PP shall include following documents and or
information:
 Invitation to tenderer or any other equivalent document specifying the closing date and time for
receipt and the address to which they are to be sent or delivered or the internet address in case of
electronic submission
The tenderer should be given enough time for submission of its offer. It is recommended (but not
mandatory) to give 10 days for the supply, service or works contracts.
Invitation to tenderer accompanied with a simplified tender dossier may be sent and an offer may be
received via e-mail.
Inviting potential tenderer/s must be documented (invitation by telephone is not allowed).

42
43

Potential tenderers should indicate whether the VAT is included in the offer / price.
Please note that these parameters should not have effect of narrowing the competition on the market.
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Tender dossier - specifications (i.e. terms of reference or technical specifications)44 containing the:
 Declaration on exclusion criteria (please see section 2.6.10.1. of PRAG);
 selection criteria for potential tenderer;
 award criteria, and
 characteristics required for service / supply / works including minimum requirements so that they
fulfil the use for which they were intended by the PP (please refer to the parameters stated in point
1. Market research)
The minimum requirements included in the terms of reference / technical specifications and the very final
tender are not negotiable.

Draft contract – optional
There are no specific annexes for the single tender procedure, however, templates for simplified
procedure may be used, such as:
 Invitation letter
 Terms of reference / technical specifications
 Contract notice
 Instruction to tenderers
 Tender submission form
 Administrative compliance grid
Templates should be adjusted to the procedure, including deleting non-relevant sections.

3. EVALUATION OF RECEIVED OFFER(S)
Appointing an evaluation committee is never mandatory for single tender procedure.
The PP shall perform an evaluation of received offer(s) using the specifications set up in advance in
the tender dossier and record them in a Single tender report.

44

Terms of reference (for service contracts) and technical specifications (for supply and works contracts).
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4. SINGLE TENDER REPORT
Following the evaluation of received offer(s), PPs shall prepare a Single tender report which should
contain all the important information on conducted procurement.
The single tender report must be prepared, explaining how the tenderer was chosen (performed
market research), how the selection criteria was met, how the price was set and the ground for the award
decision for each single tender procedure.
Regardless of the method of obtaining the reference prices, PP shall prepare report in which the
method / criteria of selection and award criteria must be described and how the evaluation and scoring
of the received offer(s) were conducted (in relation to the criteria stipulated in the tender documentation).

5. CONTRACT SIGNATURE and DELIVERY OF SERVICE / SUPPLY / WORKS
Parameters and specifications should be followed and reflected in the signed contract (i.e. they should
not be negotiable) and later serve as the tenderer's mandate during project implementation.
If parameters (subject matter of the procurement, technical specification, contract conditions) are
essentially modified, new reference / offer(s) should be obtained.
Please note that failure to exhibit compliance with sound financial management principles may lead to
financial corrections.
A clear and easy to follow audit trail for all the steps of the procurement procedure must be ensured.
In this regard, project partners are obliged to keep record of all communications with potential
contractors / tenderers (e-mails, letters, etc.). It is therefore strongly recommended to always
communicate with potential contractors in writing.
The template for a single tender report is annexed to this document, please see Annexes section.
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3.5.6.3. Simplified procedure
Under the simplified procedure, the Project Partner invites at least three justified candidates of its
choice to submit tenders. The evaluation (including the use of an evaluation committee) and the award of
the contract follow the rules of the open procedure.

Market research
Contract preparation and
signature

Selection of adequate
procurement procedure

Sending notification to
selected tenderer and
unsuccessful tenderers

Preparation of tender
documentation (TD)

Preparation of
Evaluation report and
Eval.Committee
conclusions

Invitation of 3 potential
tenderers

Evaluation of received
offers

Appointing the evalution
committee
Receipt and registration
of offers / Tender
opening session
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The simplified procedure includes the following steps:
 Market research - project partners get information about current market prices and the criteria that
will be set out in the tender dossier and make a shortlist of potential contractors.
 The Project Partner draws up a list of at least three potential contactors and justifies its choice. The
List of invited entities must be a part of the Tender Dossier available to all invited entities. Invited
entities may not create alliances / consortia between themselves when preparing their tenders.
 Preparation of the tender dossier (example templates are annexed to this document, please see
Annexes section). Project partners prepare relevant templates (Administrative compliance grid,
Contract Notice, Invitation to Tenderers, Instructions to Tenderers, List of invited tenderers,
Technical Specifications / Terms of Reference, Tender Form, Evaluation Grids, draft Contract and
other as appropriate). A complete Tender Dossier must provide clear instructions and requirements
to the potential contractors.
It is recommended that Technical Specifications / Terms of Reference are approved by two
relevant employees in partner's organization for all purchases above EUR 20.000,00.
 The project partner invites at least three (3) potential tenderers based on the conducted market
research (please make sure that invited tenderers are able to meet prescribed selection criteria). A
letter of invitation to tender is accompanied by a prepared tender dossier (TD). The contract notice
is not published, but it is included in the tender dossier as it contains important information for the
candidates invited to tender, notably the selection criteria. The potential tenderers shall be allowed
at least 30 days from the date of dispatch of the letter of invitation to tender to submit their offers.
Invitation to tenderers and tender dossier may be sent via e-mail if appropriate.
 Appointing the Evaluation committee – the Evaluation committee must have an odd number of
members, at least three (3), with all the technical and administrative capacities necessary to give
an informed opinion on the tenders. All members of the evaluation committee must sign a
declaration of impartiality and confidentiality. In the simplified procedure, there is no need to
appoint a Chairperson and Secretary. However, if internal staff capacity allows it, appointing a
Chairperson and Secretary is recommended.
 Receipt of offers - each offer shall be registered by recording the date and time of receipt. Received
offers shall be kept unopened and safe until the opening session. All documentation shall be kept
in a safe place until the completion of the evaluation process.
 Evaluation of received offers - tenders must be opened and evaluated by an evaluation committee
with the necessary technical and administrative expertise, appointed by the project partner
implementing the procurement procedure. The Evaluation Committee ranks the offers using the
criteria set up in advance in the tender dossier and records the whole process in the Evaluation
report.
 The Evaluation Committee checks that all the received offers comply with the administrative
requirements of the tender dossier (i.e. the administrative compliance grid). The administrative
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compliance of each of the tenders must be recorded in the Evaluation report. The detailed technical
evaluation of the tenders takes place after the administrative compliance check. The criteria to be
applied are those published in the tender dossier and, accordingly, the evaluation grid included in
the tender dossier must be used. Under no circumstances may the Committee or its members
change the evaluation grid communicated to the tenderers in the tender dossier. Once the technical
evaluation has been completed, the Committee checks that the financial offers contain no obvious
arithmetical errors.
 Preparation of the Evaluation report – a report in which the Evaluation Committee records all stages
of the evaluation, discussions and decisions / recommendations. The report shall be accompanied
by administrative and technical evaluation grids, offers and other relevant documentation. The
Evaluation report, as well as the whole evaluation procedure, is confidential and serves only for
official use.
 Notificiation to the successful tenderer, information that validity of the successful tender is
automatically extended for a period of 60 days.
 Notificiation to the unsuccessful tenderers about the outcome of the procurement procedure at the
same time as a notification to the successful tenderer (notification letters shall be sent only to the
tenderers who submitted offers).
 Contract preparation and signature.
Procurement procedures under Simplified procedure may also last for several months so please bear
this in mind when planning implementation of other project activities and procurement procedures.
The tender dossier for simplified procedure is annexed to this document, please see Annexes section.
It is not mandatory to use these templates, but they serve as a tool for simplified tender procedure
implementation.
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3.5.6.4. Local / International open procedure
In 'open' calls for tender (international or local) all legal entities (private or public) may submit a tender.

For local procedure:
The procedure starts with a contract notice and tender dossier which is published on a national level
at least in the official gazette of the recipient State or in any equivalent publication for local invitations to
tender.

 Publication of Contract Notice and Tender Dossier on the web page of the Project partner and in
national media (Official Journal of the project partner’s country or any equivalent media (in the
national press of the country where the project is being implemented, etc.)).
Publication of information on the launch of open procedure on the Programme website
http://www.interreg-hr-ba-me.eu/ is a mandatory requirement.
Project Partners shall notify the JS and provide a link to relevant web sites where Contract Notice
and TD is published.
 The time limits for the receipt of tenders, running from the date when the contract notice and TD is
published, shall be at least45:
a) 60 days for works and service contracts;
b) 30 days for supply contracts.

For international procedure:
The procedure starts with a contract notice and tender dossier which is published on the international
level.

 Publication of the Contract Notice and Tender Dossier on the web pages of all project partners and
Programme website ( http://www.interreg-hr-ba-me.eu/ ).

45

However, in certain exceptional cases other time limits may be authorised.
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Publication of information on the launch of international procedure on the Programme
websitehttp://www.interreg-hr-ba-me.eu/ ) is a mandatory requirement.
Project Partners shall notify the JS and provide a link to relevant web sites where the Contract Notice
and TD is published.

 The time limits for the receipt of tenders, running from the date when the contract notice and TD are
published, shall be at least46:
a) 90 days for works contracts;
b) 60 days for supply and service contracts.
After the publication of the contract notice and Tender dossier, the open procedure follows the same
steps as the simplified procedure. Therefore, the same templates may be used in both procedures with
some adjustment to the procedure, including deleting non-relevant sections.

 Evaluation Committee in open procedure
Tenders are opened, evaluated and ranked by an Evaluation Committee appointed timely and formally
by the Project partner. This committee shall comprise of a non-voting Chairperson, a non-voting Secretary
and an odd number of voting members (minimum of three), with all the necessary technical and
administrative expertise to assess the tenders. Therefore, the Evaluation Committee is comprised of
minimum 5 (five) members.
All members of the Evaluation Committee must sign a Declaration of Impartiality and Confidentiality.
Any Evaluation Committee member who has a potential conflict of interest with any tenderer must declare
it and immediately withdraw from the Evaluation Committee.

3.5.7.

Content of the tender dossier (for simplified and open procedure)

Tender documents must be carefully drafted, to ensure that the contract is complete, and that the
procurement procedure is carried out correctly.
These documents must contain all the provisions and information that candidates need in order to
submit a tender: the procedures to follow, the documents to provide, cases of non-compliance, award
criteria and their weighting, etc.

46

However, in certain exceptional cases other time limits may be authorised.
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The tender dossier must clearly state that the tender must be made with firm, non-revisable prices.
According to the applicable rules, guarantees (pre-financing and / or performance guarantee) could be
required or not. If so, this must be mentioned in the tender dossier.
Besides the Contract Notice, within the Tender Dossier (TD), instructions and guidance to contractors
at the tendering stage about the nature of the tender are given in:
 Instruction to Tenderers;
 Draft contract;
 Tender submission form;
 Terms of Reference – for service contracts;
 Technical Specifications – for supply and works contracts.
As with the terms of reference for service contracts, attention must be paid to drafting the technical
specifications since they are the key to successful procurement, a sound service / supply / works contract
and a successful project.
Technical specifications also specify what is required of a product, service or material or work to achieve
the purpose for which they are intended.
The Terms of Reference or Technical Specifications will become an annex of the eventual contract
awarded as a result of the tender procedure.
Terms of Reference / Technical Specifications and budget must ensure equal access and competitive
tendering. In that respect, Technical Specifications may not point to particular brands. If a certain brand
or producer / supplier is named, this reference should be followed by the expression "or equivalent".
Technical Specifications / Terms of Reference should be approved by two relevant employees in the
partner's organization for all purchases above EUR 20.000,00.
The persons involved in the preparation of the Terms of Reference / Technical Specifications must sign
a Declaration of Objectivity and Confidentiality. The Terms of Reference and the Technical Specifications
may not be disclosed to any third party and must be kept confidential until they are made available to the
tenderers simultaneously in the procedure.
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The project partner is obliged to include elements set in Point 16 of Annex I, Chapter 1, Section 2 of
Regulation (EU, Euratom) No 1046 / 2018 when preparing tender documents. These are summarized as
follows47:
Service
a) Contract notice including:
- selection criteria,
- award criteria and their weightings if applicable, etc.
b) instructions to tenderers including:
- whether variants are permitted,
- the proportion of sub-contracting which may be authorized,
- the maximum budget available for the contract,
- the currency of tenders, etc.
c) general conditions for service contracts
d) specific conditions which amplify, supplement or derogate from the general conditions
e) terms of reference indicating the planned timetable for the project and dates from which the
principal experts must be available, according to the plans
f)

budget breakdown (for completion by the tenderer)

g) tender form
h) contract form
i)

if applicable, a bank (or similar) guarantee forms for the payment of pre-financing

Supply
a) Contract notice including:
- selection criteria,
- award criteria, etc.
b) instructions to tenderers, including:
- whether variants are authorized,
- the possibility of interviews and the timetable for them,

47

Please be reminded that example templates are annexed to this document, please see Annexes section; Project
partners may also use PRAG templates.
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-

the currency of tenders, etc.

c) general conditions for supply contracts
d) specific conditions which amplify, supplement or derogate from the general conditions
e) technical annex containing any plans, technical specifications and the planned timetable for the
performance of the contract
f)

budget breakdown (for completion by the tenderer)

g) tender form
h) contract form
i)

if applicable, a bank (or similar) guarantee forms for the tender, payment of pre-financing and / or
proper performance.

Works
a) Contract notice including:
- selection criteria,
- award criteria, etc.
b) instructions to tenderers, including:
- whether variants are authorized,
- the currency of tenders, etc.
c) general conditions for works contracts
d) specific conditions which amplify, supplement or derogate from the general conditions
e) technical annex containing any plans, technical specifications and the planned timetable for
performance of the contract
f)

budget breakdown (for completion by the tenderer)

g) tender form
h) contract form
i)

if applicable, a bank (or similar) guarantee forms for the tender, payment of pre-financing and / or
proper performance.

Please note that PRAG stipulates that both open and restricted procedures can be used for service and
supply contracts, however, only the templates for restricted procedure are available for services, and
templates for open procedure for supplies are available as annexes of PRAG.
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Furthermore, PRAG contains a specific tender dossier (template) for the simplified procedure, however
only for service and works contracts. For any other document of the tender dossier, regular annexes may
be used.

3.5.8.

General rules applicable to all procurement procedures

Clarifications during tender evaluation
A tender which does not respect the requirements demanded in the tender documents shall be
eliminated. However, the Project Partner may request candidates or tenderers to provide additional
materials or clarify the submitted documents, within the time limit they specify and ensuring the equal
treatment of tenders. Any request for clarification requiring communication with the tenderers during the
evaluation process must be conducted in writing. Copies of any such communication must be annexed to
the Evaluation Report.

Exclusion criteria
Grounds for exclusion of candidates / tenderers from participation in award procedures are stated in
Article 136 of Regulation (EU, Euratom) No 1046 / 2018 as well as in Section 2.6.10.1.1. of PRAG (Exclusion
criteria from participation in procurement and grant procedures) and listed here
http://ec.europa.eu/europeaid/prag/document.do?nodeNumber=2.6.10.1.1
Candidates / tenderers participating in the procurement procedure must sign a declaration of honour
as stated in Section 2.6.10.1.3. of PRAG, certifying that their entity does not fall into any of the exclusion
situations.
Upon request of the Project partner, for procurement contracts with a value equal or greater than the
international thresholds (services ≥ EUR 300 000, supply ≥ EUR 300 000, works ≥ EUR 5 000 000), following
the notification of award, tenderer(s) to which the contract is to be awarded (including consortium
members), must supply evidence48 that they do not fall into exclusion situations.

Selection criteria
The project partner shall draw up clear and non-discriminatory selection criteria for the purpose of
assessing that the tenderer has enough financial, economic, technical and professional capacity to

48

Requested evidences are listed here:
http://ec.europa.eu/europeaid/prag/document.do?nodeNumber=2.6.10.1.3&id
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implement the tasks of the contract. The chosen criteria shall be proportionate and may not go beyond
the scope of the contract.
The selection criteria should be described in the contract notice.
For the economic and financial capacity, the reference period may be no more than the last 3 years for
which accounts have been completed. For the professional and technical capacity, the timeline depends
on the type of contract and it should refer to the activities implemented in the last 3 years for services and
supplies, and to the activities implemented in the last 5 years for works.
For the purposes of these rules, it shall be considered that the minimum annual turnover tenderers
are required to have shall not exceed two times the estimated contract value.
For the purposes of these rules, it shall be considered that the minimum value of references (technical
capacity) the tenderers are required to have (one or a sum of more references) shall not exceed the
estimated contract value.

Examples of selection criteria not to be used:
 requesting disproportionate annual turnover, number of staff, number of previous projects, etc. as
regards the amount of the contract;
 using imprecise terms such as 'sufficient', 'major', 'relevant' as they are too ambiguous;
 requesting a percentage of the staff working in specific fields as this may be discriminatory for large
companies;
 requesting technical experience relating to EU projects only, as this may in general be regarded as
discriminatory;
 requesting prior experience in the partner country, unless specific justification is provided, as this
could in general be regarded as discriminatory;
 requesting technical experience in an overly prescriptive manner that effectively restricts the
number of eligible candidates to one or a few firms.
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Selection criteria must be defined in the tender dossier for single tender as well. The minimum what
the Project Partner shall require from a tenderer is at least one of the following conditions to be fulfilled:
a) be enrolled in a relevant professional or trade register, except when the economic operator is an
international organisation;
b) for service contracts, hold a particular authorisation proving that it is authorised to perform the
contract in its country of establishment or is a member of a specific professional organisation.
If necessary, Project Partners may define some other selection criteria in single tender. In that case,
tenderers are obliged to respect and fulfil those criteria.
Verification of selection criteria prior to signing the contract signature:
Prior to signing the contract, project partners may request proof of economic and financial capacity, as
well as technical and professional capacity of the tenderers.
Project partners ask the successful tenderer to submit the evidence substantiating the statements
made in the tender within 15 days of the date of the notification letter. The project partner must examine
this evidence before sending the contract to the tenderer to sign.
However, Project Partners may, depending on their assessment of risks, decide not to require evidence
of the legal, regulatory, financial, economic, technical and professional capacity of the successful tenderer
when the value of the contract does not exceed the threshold of EUR 300.000,00 for service and supply
and EUR 5.000.000,00 for works.
Where the project partner decides not to require evidence of the legal, regulatory, financial, economic,
technical and professional capacity of economic operators, pre-financing should not be made, except in
duly justified cases.

Award criteria
Contracts are awarded based on the most economically advantageous tender established for the
call for tender in one of the following two ways:
 under the best price-quality ratio, in which case the project partner considers the price and other
quality criteria linked to the subject matter of the contract, and applies a weighting formula;
 under the lowest price, provided the tender satisfies the minimum requirements laid down.
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The criteria must be precise, non-discriminatory and not prejudicial to fair competition 49.
Best price-quality ratio may include criteria which:
 are related to the subject-matter of the procurement, and
 can be quantified, and it must include relative weighting which it gives to each of the criteria.

Project Partners should take into consideration criteria such as:
 quality, including technical merit, functional characteristics, accessibility, social, environmental and
innovative characteristics and trading and its conditions;
 organisation, qualification and experience of staff assigned to performing the contract, where the
quality of the staff assigned can have a significant impact on the level of performance of the
contract;
 after-sale service and technical assistance.
Criteria is related to the subject-matter of the procurement where they relate to the works, supplies or
services to be provided under that contract in any respect and at any stage of their life cycle, including
factors involved in the specific process of production, provision or trading those works, supplies or
services; or a specific process for another stage of their life cycle.
Life-cycle costs cover:
 costs of use (such as consumption of energy and other resources),
 maintenance costs,
 end of life costs (such as collection and recycling costs),
 costs imputed to environmental externalities linked to the product, service or works during its life
cycle, provided their monetary value can be determined and verified (such as the cost greenhouse
gas emissions and other pollutant emissions and other climate change mitigation costs).

Distinction between the selection and award criteria
In the tender procedure, a firm distinction between the selection and award criteria should be made,
especially when preparing the tender specifications and when tenders are evaluated in order to avoid any
legal uncertainty regarding the conditions of the award of the contract.
Confusing selection and award criteria constitute a procedural defect that may result in the annulation
of the procedure in case of dispute.

49

Award criteria should be defined in tender dosier within single tender procedure (regardeless whether one or
more tederers are invited to submit the offer).
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At the stage of award criteria evaluation, the project partner can no longer review the capacity or ability
of the tenderers as already assessed during the selection phase. Only the technical and financial offers
must be evaluated at this stage by reference to the award criteria which are to be directly related to the
tender specifications in order to assess the intrinsic quality of the offer and which may not relate to the
capacity of the tenderer.
In this regard, particular attention should be paid when defining award criteria for experts in order to
avoid overlapping and double evaluation with the requirements related to staff (professional capacity) in
the selection criteria.

Period of validity
Tenderers are bound by their tenders for the period specified in the letter of invitation to tender or in
the tender dossier. This period must be enough to allow the Evaluation Committee to examine tenders,
approve the contract award proposal, notify the successful and unsuccessful tenderers and conclude the
contract. The period of validity of tenders is fixed at 90 days from the deadline for the submission of
tenders.

Standstill period
The contract with the successful tenderer can only be signed after the expiry of the standstill period.
The duration of the standstill period is 10 calendar days when using electronic means or 15 days when
using other means, starting from the day following the date on which the notification to tenderers was
sent.
It is not necessary to apply the standstill period in the following cases:
1. when the value of the contract does not exceed the threshold of EUR 300 000 for service and
supply contracts; and EUR 5 000 000 for works contracts;
2.

in a procedure where only one tender has been submitted;

3.

in a simplified procedure

4.

in a single tender procedure

Publicising the award of the contract
After having received the countersigned contract from the successful tenderer, the contracting
authority fills in the appropriate award notice template and publishes the results of the tender procedure
in the Official Journal (where applicable). If the award notice is also published locally, the contracting
authority must directly arrange local publication.
An award notice is published if the value of the contract above international thresholds (services >
EUR 300 000, supplies > EUR 300 000, works > EUR 5 000 000), unless the contract was declared secret
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(and the secrecy is still relevant at the time of the award), or where the performance of the contract must
be accompanied by special security measures, or where the protection of the essential interests of the EU
or the partner country so requires, and where the publication of the award notice is deemed
inappropriate.

3.5.9.

Complaints to the contracting authority50

Without prejudice to other remedies, where a tenderer believes she / he has been adversely affected
by an error or irregularity allegedly committed as part of a selection or procurement procedure, or that
the procedure was vitiated by any maladministration, they may file a complaint to the contracting
authority.
The complaint shall be substantiated, and its sole subject shall not be to obtain a second evaluation for
no reason, except if the complainant disagrees with the final award decision.
The contracting authority will endeavour to investigate the complaint and respond within a maximum
of 30 calendar days. Alternatively, if the candidate, tenderer is not satisfied with the answer received, they
may also file ordinary actions, provided the conditions stipulated in the national legislation are met.

3.5.10. Contract implementation
The Contract must be implemented in line with conditions set out in the Tender Documentation and
the selected offer.
Modifications of the contact are allowed. However, modifications are not allowed if they would be of
such a nature that they could, if introduced in the Tender Documentation, change the award conditions
prevailing at the time the contract was awarded.
In any case, parties may request a variation or even termination of the contract if after entering into a
contract, extraordinary circumstances arise, that were impossible to foresee at the time of entering into a
contract, making it excessively onerous for one party to perform or, if under such circumstances, a party
would suffer an excessive loss as a result of the performance.

50

Contracting authority= beneficiary / project partner
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3.6. Underspending
The LP must ensure that each PP strictly follows its spending forecast according to the approved
Application. The project has the possibility to deviate from the spending forecasts to a minor degree as
laid down in the Subsidy Contract (Art. 9).
In case the LP does not report validated eligible expenditure according to the approved spending
forecast, the MA / JS will assess the level of underspending and the reasons for the lower financial
performance of the project.
The LP is responsible for ensuring that a minimum of 80 % of the total Project budget is reported to the
Managing Authority / Certifying Authority.
In case the project reports amounts representing less than 80% of the total budget of the Project
planned for the specific reporting period, the MA may reduce the total Project budget in line with the
provisions of the Subsidy Contract.
Please note that, if Programme funds are being automatically de-committed by the EC in case of nonuse and / or underspending compared to the foreseen budget, timetable, expected outputs and results,
the MA, after receiving an official communication from EC, has the right to pass on the reduction on the
projects is reserved. In such cases, projects which report underspending of funds will be the first ones
affected.

3.7. Monitoring visits and audits
In order to have a more direct contact between the programme management bodies and the
partnership of individual projects and to get a closer, more real view of the project implementation, the
work being carried out, the progress and the achievements, the JS visits contracted projects at least once
during the implementation period and in case it is considered necessary, additional visits might be needed
based on the project financial and technical performance. The MA carries out on-the-spot (OTS) checks to
projects based on the risk analysis. The frequency of the MA on-the spot checks may be adjusted in relation
to the specific project needs and/or difficulties.
The JS PM / MA will inform the LP / PP of the planned visit in advance. The date and time will be agreed
with the LP / PP via e-mail. PPs should be prepared for these visits and ready to provide all required
information and documents.
The focus of the review and meeting will be on the progress of activities, their timely implementation
and the related reported and validated costs, the progress towards project objectives and output targets,
management and communication of the project, potential risks, problems, delays and their possible
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solutions, and a realistic forecast for the remaining implementation. It is to be based on a constructive
dialogue between the programme management and the project partnership to get direct feedback on
both sides about the status and perspectives of the project.

3.7.1.

Monitoring and achieving Project outputs

The indicators are measurable units used to assess the efficiency and effectiveness of the
implementation of the Programme. They serve as a tool for monitoring and evaluating the extent to which
the Programme has achieved its objectives and how efficiently:
 Output indicators - measure the achievement of the quantitative targets of the Programme at the
level of a specific objective.
 Result indicators - measure the level of achievement of the intended positive change defined by a
specific objective.







Project main (overall) objective must clearly target one Programme specific objective within the
chosen Priority axis.
Project specific objective needs to show direct contribution to the project’s main (overall)
objective.
Each project (and respective result) must contribute to the achievement of a Programme result
indicator and this contribution must be clearly described, demonstrated and verifiable
(measurable in numbers or percentage).
Project activities and related deliverables need to contribute to the project outputs (project
outputs represent outcomes obtained following the implementation of project activities).
Project outputs need to be captured by the Programme output indicators. Project outputs and
Programme output indicators need to have the same measurement unit.

For each Specific objective, the Programme has identified one or more programme output indicators
and defined a target value for each indicator. Failure to fulfil the set target values means that the
Programme has not achieved its goals and may result in suspension of payments to the Programme or,
finally, in a financial correction.
Therefore, it is crucial that the project also achieves set targets of project outputs, especially those directly
contributing to the Programme output indicators. If, following the completion of all activities related to
specific project output, the project output reported value is under 65% of the planned target value, the
Managing Authority may apply a financial correction as defined in the Subsidy Contract.
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3.7.2.

Audit

As defined in the Subsidy Contract, competent auditing bodies of the EU, the auditing bodies of the
participating countries, as well as the Audit Authority, MA / JS and Certifying Authority may audit the use
of funds by the beneficiaries.
The audits will take place at the premises of the LP and PPs. The LP and the PPs concerned will be
notified in due time by the relevant authorities about any audit to be carried out on their reported
expenditure.
The audits performed by the Audit Authority or by external auditors on behalf of the Audit Authority
include, in general, checking of the validated and reported expenditure against the supporting documents
and other relevant information at the premises of the LP and / or PPs in order to verify the accuracy and
validity of the related FLC Certificate(s), checking the project documentation and audit trail, the accounting
of project expenditure. In the interest of a successful audit, the LP has to make available all documents
required, provide necessary information and give access to its business premises. Audits may occur at any
time until the end date for the retention of documents as described in chapter 4.3.

3.8. Irregularities
According to CPR, 'irregularity' means any breach of Union law, or of national law relating to its
application, resulting from an act or omission by an economic operator involved in the implementation of
the Funds, which has, or would have, the effect of prejudicing the budget of the Union by charging an
unjustified item of expenditure to the budget of the Union.
Irregularities can be detected by the Control Body, JS, MA, CA, NA, AA, EC, European Court of Auditors,
European Anti-Fraud Office (OLAF), whistle-blowers, Lead Partners, Project Partners, other bodies
authorised to carry out financial verifications on projects, or other bodies and individuals, including
anonymous ones.
The following mechanisms for identifying irregularities may be used:
 detailed checking of Progress Reports,
 on the spot checks and ad hoc controls,
 monitoring visits,
 cross checks and follow up checks,
 notification by other grant recipients,
 local knowledge (press / members of the public),
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 national and Commission audit reviews.

The suspicion of irregularity can be reported to the MA by sending the signed and scanned Irregularity
alert form (Annex 9) in writing on the following e-mail addresses: irregularities_fraud@interreg-hr-bame.eu.
A suspicion of irregularity can be reported avoiding regular reporting channels, i.e. anonymously. Apart
from informing the MA via the Irregularity alert form, anybody can also inform the Independent Service
for Combating Irregularities and Fraud (ISCIF) within the Ministry of Finance of the Republic of Croatia and
/ or European Anti-Fraud Office (OLAF) about suspicions of fraud and irregularities affecting the financial
interests of the European Union. Any available documents to support the information should be provided
as well.

3.8.1.

Anti - fraud policy

Definitions
The term fraud is commonly used to describe a wide range of misconducts including theft, corruption,
embezzlement, bribery, forgery, misrepresentation, collusion, money laundering and concealment of
material facts. The key element that distinguishes fraud from irregularity is the intention.
Fraud does not just have a potential financial impact but can also cause damage to the reputation of
organisations responsible for effectively and efficiently managing funds. This is of particular importance
for a public organisation responsible for the management of public funding in general and EU funding in
particular.
Conflict of interests exists where the impartial and objective exercise of the official functions of a
person are compromised for reasons involving family, emotional life, political or national affinity,
economic interest or any other shared interest with e.g. an applicant for or a recipient of EU funds.

Anti-fraud policy
Programme Authorities have zero tolerance for fraud.
The MA is responsible to put into place effective and proportionate anti-fraud measures taking into
account the risks identified, in line with article 125(4)c of CPR.
In that respect, the MA implements effective Programme anti-fraud policy that, inter alia, includes
conducting fraud risk assessment procedures and implementing effective and proportionate anti-fraud
measures. The objective of this policy is to promote a culture which prevents and detects fraudulent
125

activities and the development of procedures which provide assistance in the investigation of fraud and
related offences and ensure that such cases are dealt timely and appropriately.
The MA is responsible for carrying out fraud risk assessment which represents an assessment of the
impact and possibility (likelihood) of common fraud risks occurring in the key steps of Programme
implementation. Based on the assessment, the MA applies corresponding mitigating measures and
controls in order to mitigate the effect of the potential risks.

Prevention
All of those involved in implementing a Programme or projects are responsible for spotting potentially
fraudulent activity and then acting upon it. The key points in preventing fraudulent activities is raising
awareness of what could constitute potential fraud warning signs and to report potential suspicion on
fraud.
For this purpose, the Commission has provided the following documents:
 COCOF 09/0003/00 of 18.2.2009 – Information Note on Fraud Indicators for ERDF, ESF and CF
 OLAF Compendium of Anonymised Cases – Structural Actions
 OLAF practical guide on conflict of interest
 OLAF practical guide on forged documents.
By signing the Subsidy Contract and the Partnership Agreement, the LP and PPS are responsible not to
take any action which may bring their own interests into conflict with those of the Union. In that way, the
LP and all partners are obliged to comply with the principle of "zero tolerance" in terms of fraud
prevention.
If any conflict of interests arises or may arise during the project implementation, the LB / PPs must
immediately take all necessary steps to resolve it and notify the JS / MA. The partners must ensure that
any member of its staff in such situation is replaced immediately.
The MA may verify the measures taken to resolve conflict of interests and may require additional
measures to be taken, if necessary. In case the MA establishes that the proposed measures have not been
implemented, the MA reserves the right to terminate the Contract.

Reporting
Any suspicion of fraud in management, implementation and / or use of ERDF / IPA II Funds can be
reported to the MA through the Irregularity alert form (Annex 9) at the following e-mail address:
irregularities_fraud@interreg-hr-ba-me.eu. The information is also displayed on the Programme website.
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Apart from informing the MA via Irregularity alert form, partners can also inform the European AntiFraud Office (OLAF) about suspicion on fraud affecting the financial interests of the European Union in the
following ways:
1. By letter to:
OLAF – European Anti-Fraud Office, European Commission
Rue Joseph II, 30
1000 Brussels, Belgium
2. By e-mail using link to the General form enquiries (“OLAF General enquiries”) available at:
http://ec.europa.eu/anti_fraud/investigations/report-fraud/index_en.htm.
3. By filling in an online form to report fraud (available at:
http://ec.europa.eu/anti_fraud/investigations/report-fraud/index_en.htm).

3.8.2.

Follow up measures

If an irregularity is detected and confirmed by the MA before the CA makes a payment to the LB, the
MA applies a financial correction to the LB / PP following the instructions provided within the currently
valid COCOF Guidelines51. The correction applied is entered in the eMS.
If an irregularity is detected and confirmed by the MA after the payment has been made to the project,
the MA may deduct the irregular amount from the next payment to the project and / or initiate the
recovery procedure. The decision shall me made on a case by case basis, depending on the remaining
amount to be paid to the project.
In case the final payment has been made or the deduction cannot be applied on the final report, the
MA will request the recovery of funds from the LB. The LB shall request funds from the partner responsible
for the irregularity and transfer the funds to the MA / CA.
In case the irregularity involves a suspicion of fraud, after confirming the suspicion with the relevant
information and documentation, the MA shall forward the case to the competent authority in the
participating country.

51

Guidelines for determining financial corrections to be made to expenditure financed by the Union for noncompliance with the applicable rules on public procurement.
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3.9. State Aid and De-minimis
State Aid
Public support granted by the Programme must comply with State aid rules applicable at the point of
time when the public support is granted. According to Article 107 of the Treaty on the functioning of the
European Union, State aid is defined as “any aid granted by a Member State or through State resources in
any form whatsoever which distorts or threatens to distort competition by favouring certain undertakings
or the production of certain goods”, therefore affecting trade between Member States.
State aid is present when all the following criteria are met:
 Existence of state resources: the aid is granted from the state or through state resources (including
national, regional or local authorities, a private or public intermediate body appointed by the state,
etc.);
 Selectivity: the aid facilitates only the development of certain entrepreneurships or of certain
products;
 Economic advantage: the aid constitutes an economic advantage that the undertaking would not
have received in the normal courses of business. An indirect advantage may also be granted (indirect
State aid) if the funds received by entities which are direct beneficiaries of the programmes are
channelled to only certain undertakings / groups of undertakings;
 Effect on competition and trade: the aid distorts, or has the potential to distort, competition and
trade within the European Union.
Please note that the first two criteria are always present in the context of EU funded projects.

De-minimis
The De-minimis Regulation defines a ceiling under which the aid has a negligible impact on trade and
competition. The maximum amount of aid granted to a single recipient (undertaking) should not exceed
EUR 200.000 over a period of three fiscal years. This ceiling takes into account all public assistance given
as de minimis funding for the current and previous two fiscal years, which can take various forms (grants,
loans, subsidised contracts, etc.).
The application of de minimis rule includes the obligation to ensure that the de minimis threshold is
not exceeded at the moment of awarding the grant.
De minimis aid cannot be cumulated with any other aid grant.
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All beneficiaries must:
 immediately inform the JS and MA of any grants of public funding received after the completion of
the self-declaration,
 keep all records regarding the de minimis aid for a minimum of 10 years after receiving the final
payment, if applicable.

3.10. Accounting
The responsibility for keeping the accounting records and preparing the financial reports lies with the
project partners. Project partners are obliged to use an accounting system that provides accurate,
complete and reliable information in a timely and regular manner clearly distinguishing costs accepted and
payments made. Records should be identifiable and verifiable. Accounting documents must be properly
prepared and contain data in accordance with the Programme and national rules.
It must be possible to clearly identify which expenditure has been allocated and reported for the project
and to ensure that expenditure is not reported twice (in two different budget lines, reporting periods,
projects / funding schemes). Therefore, it is strongly recommended that the LP and all PPs ensure clear
identification through:
 a separate accounting system or
 an adequate accounting code for all expenditures relating to the project.

All PPs are obliged to submit to the FLC an accounting record for all expenditures reported in the
specific reporting period!
PPs shall:
 Keep an analytical accounting system for the project or other accounting methods to allow the
identification of costs.
 Have all invoices issued with reference to the Programme and acronym of the project.
 Have the actual paid amounts registered in the accounting system.
 That each reported expenditure is justified by an invoice or an accounting document with equivalent
value, according to the national accounting and fiscal rules.
 That each reported invoice is accompanied by a proof of payment (e.g. payment order, account
statement, home register, confirmation on bank transfer, receipts etc.).
 That the goods, services and works purchased within the project are registered in the accounting
system.
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4. PROJECT CLOSURE
All projects have to undergo a formal closure procedure, which typically requires the gathering and
collection of both content and financial information related to the project, and co-ordination between the
Lead Partner and each of the Project Partners. During this process, project managers will need to
demonstrate that the results and impacts of the project have been achieved in comparison to the targets
proposed in the application. Thus, attention needs to be paid to indicators and the completion of all work
packages, as well as satisfactory final reporting by all project partners on the activities they have carried
out. Certain responsibilities of project partners do not stop with the finalisation of a project, and project
partners should be familiar with the specific requirements regarding ownership, generating revenue and
record keeping after the completion of projects and the submission of the Final Project Progress Report.

4.1. Closure Process
Although the end date of a project means that all activities are finished, the actual obligation of a
partnership goes beyond its implementation period. The Lead Partner should coordinate the closure
process and ensure that:
 Project documentation is available and organized in a way that anyone with no knowledge of the
project can ensure smooth control.
 Communication lines are kept between all partners during project closure.
 Project partners are aware of their obligations after project closure. This is ensured by the MA which
informs the LB via official letter (closure requirements) about all obligations following the project
closure.

The final implementation period ends on the official end date of the project, as indicated in the Subsidy
Contract. All project costs (except closure costs) must be incurred during the implementation period of a
project and paid at the latest within one month after the implementation end date.
All activities and tasks must be carried out during the project implementation period, therefore, during
the closure phase, the projects should be finalizing all activities planned within the Application. If certain
activities or outputs have not been realised, there might be financial consequences in the form of
deduction of part of the EU grant.
At the end of project implementation, the outcomes, results, legacy and future of a project shall be
communicated to the general public. In the closure phase, the project will be asked to develop a final
communication product in the form of a success story, such as a testimonial, story, promotional movie,
etc. The idea is to showcase what the project changed in the project area from its start to its end. Access
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to knowledge and outputs produced by the project needs to be ensured on a project website (if there is
one), a project partner website, a designated info point or any other way that ensures a long-term impact.

4.2. Final Project Progress Report
In order to receive the final payment, projects need to submit a Final Project Progress Report. The Lead
Partner is responsible for the preparation and submission of the Final Project Progress Report to the JS /
MA within one month from the date on which the last FLC certificate was issued for the relevant reporting
period.
The final report provides an overview of the project’s activities and results / achievements. It also
highlights how cross-border cooperation has contributed to attaining the expected results and it includes
a description of the measures foreseen in order to ensure their durability.
In the Final Project Progress Report, projects will need to demonstrate that the results and outcomes
of the project have been achieved according to target values indicated in the Application. The Final Project
Progress Report is an opportunity to express what changes the project brought about on the local
community and territory. It is also the moment to share any lessons learned from participating in a crossborder project and the effects on the participating organisations and reflect on follow-up measures for
utilising project outputs in the long term. Within the final report, the concrete contributions to horizontal
principles, macro-regional strategies and EU 2020 targets, as well as synergies and coordination with other
projects or initiatives, have to be reported.
The Final Project Progress Report has the same structure as all previous project reports. However,
projects should use the Final Report to reflect on the entire project duration and include project
milestones, the achievements that allow the project to track direct and indirect impacts. In the Final
Project Progress Report it should be demonstrated how a project has been able to meet the contracted
outputs, especially with regard to the contribution to the selected programme specific objectives and
result indicators.
This report should be filled in by the Lead Partner. However, consulting the project partnership
beforehand is highly recommended, since project partners were involved in specific project tasks.
Furthermore, this consultation shall allow the integration of experiences and perspectives of the whole
partnership. When filling in the report, the LP needs to be concise, honest and realistic.
This report should be used to give an overview of what has been done and achieved, including
information for communication purposes and Programme statistics.
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The main objectives of the Final Report are:
 To assess project performance;
 To collect evidence of contribution to the Programme and project commitments;
 To understand the durability and transferability potential and readiness of project outputs and
results at project, Programme and policy level;
 To serve for capitalisation activities, at project and Programme levels;
 To publicise project results on a Programme level;
 To capture the added value of cross-border cooperation.

The Final Report consists of the following main elements:
 Information on project overall implementation, its objectives, results, outputs and main
achievements, including its contribution to strategies and horizontal principles, as well as the added
value of cross-border cooperation;
 Information regarding communication activities, and specifically a story telling or testimonial;
 A focus on future outlook, in terms of durability, transferability and replicability of project results
and outputs after project closure and impact of the project;
 Identification of net revenues.
In addition to all other sections within the Report, it is important to complete the section Outputs under
Supplementary Information in the eMS. In this section, each output is pre-filled, based on Application data,
and a number of fields have to be completed by the project. The purpose of providing evidence for outputs
achieved is to allow a wider dissemination as well as to open the opportunity of open source knowledge
transfer. Fields that have to be completed should include a description of the final state of the output and
who it is meant for, how durability is ensured, contact details for the responsible partner, and a
classification of the type of output. Each output has to be supported by an evidence that cumulatively
describes the achieved target value (e.g. photos with short descriptions of locations/equipment in single
word/pdf. document or an excel table providing the list of participants trained within the project, etc.).
The Programme will monitor carefully whether the project has implemented all activities and delivered
all outputs as defined in the approved Application.
In case of serious underperformance or changes done during the project implementation, but not
approved by the Programme, the Programme reserves the right to reduce the EU grant.
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4.3. Retention of project documents
All supporting documents related to the project must be retained for audit purposes at least for a
period of two years. This period starts from December 31, following the submission of the payment claim
to the European Commission by the MA that contains the last expenditure of the project following its
completion. The Managing Authority will individually inform each LP on the exact deadline for the abovementioned retention period.
These documents shall be made available for any audit, control or verification after project closure.
They either shall be kept in the form of the originals, or certified true copies of the originals, or on
commonly accepted data carriers including electronic versions of original documents or documents
existing in electronic version only.

4.4. Durability and ownership
Ownership of project outputs and results
Ownership, title and industrial and intellectual property rights in the outputs of the project and the
reports and other documents relating to it shall vest in the LP and PPs to the extent allowed by the national
regulation of the LP / PP.
Concerning the use of outputs and results of the project, the LP shall guarantee a widespread publicity
of such outputs and results and make them available to the public free of charge in line with the relevant
national law.
The MA / JS, as well as the National Authorities of the Participating Countries, reserve the right to use
the outputs and results of the project for Programme information and communication activities.
In principle each PP is considered as the owner of the equipment which is purchased during the project
implementation, in line with the Partner budget/Application. However, the partners are obliged to define
who will be responsible for specific thematic equipment and investments (if applicable) in Partnership
Agreement.

Durability
The changes induced by the project are not limited to the project’s lifetime. The project impacts should
last long after the project’s end. In order to support the durability of project impacts, the project has to
adopt durability measures before and after the project closure.
To ensure this, contractual obligations have been set regarding durability, especially for projects
including investments in infrastructure and works. Article 71 of CPR sets out requirements that
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investments supported for the benefit of the Programme area are maintained and continue to provide the
same benefit for a reasonable period after the end of the project.
In line with the mentioned article, a project comprising investment in infrastructure or productive
investment must ensure that the investment is not subject to any of the following:
a. a cessation or relocation of a productive activity outside the Programme area;
b. a change in ownership of an item of infrastructure which gives to a firm or a public body an
undue advantage;
c. a substantial change affecting its nature, objectives or implementation conditions which would
result in undermining its original objectives.
The abovementioned conditions must be respected within five years from the final payment to the LB,
otherwise the project shall be obliged to recover the granted funds in proportion to the period for which
the requirements have not been fulfilled.
Additionally, the project partners are responsible to ensure that the productive activity related to the
investment is not reallocated outside the EU within 10 years from the final payment to the LP.
Following the final payment, the LP / PP in charge of the investment is obliged to sign and submit the
durability statement (Annex 10) in order to confirm that the abovementioned conditions will be respected.

Regarding durability of projects, the MA will perform durability checks to ensure compliance with the
rules listed above.
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ANNEXES
a) General Annexes:
Annex 1 - Project Communication Plan
Annex 2 - Periodic Staff Report
Annex 3 - Timesheet template
Annex 4 - Calculation method HR-BA-ME
Annex 5 - Reporting on achievement of project outputs
Annex 6 - List of communication indicators
Annex 7 - Request for modification form
Annex 8 - HR-BA-ME Budget Reallocation template
Annex 9 - Irregularity alert form
Annex 10 – Durability statement
b) Procurement Annexes:
Annex 1 - Project Procurement plan
Annex 2 - Single tender
Annex 3 - Simplified/open
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