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Register to eMS 



4. User Assignment 

Lead Partner must assign project 
partner role to each PP.  

How? 
 By entering PP username in the 

field “New User”;  
 Then by clicking on “+Add” 

button.  
 

As a precondition, each PP must 
register in eMS and provide the 

received username to 
the Lead Partner 

 
Role of Project Partner allows to: 

 

 - have read access to the 
application form;  

 -  Have write access to PP partner 
report. 

 

If necessary, users can be 
removed/changed by lead partner 



PARTNER REPORT 

REPORTING OF  ACTIVITIES AND EXPENDITURE 



Partner Report: flow and timeline 

PP 1 report documentation 

Controller 
validation 

Upload on eMS 

PP 2 report documentation 

Controller 
validation 

Upload on eMS 

LP as PP report 
documentation 

Controller 
validation 

Upload on eMS 

Validated 
documentation 

Validated 
documentation 

Validated 
documentation 

Lead 
Partner  

DEADLINE!   
Submission to the 
FLC Within 10 days 
from the last day of 

each reporting 
period 

ATTENTION! 
 

Reporting and 
validation of 

expenditure to 
be completed  in 

3 months! 



Reporting periods Submission of the progress and 
financial report  

01 February - 30  June  30 September 

1 July -  31 December 
 

31  March  

* An additional report shall likely be asked in this period or in case of de-commitment 
risk 

Reporting periods 



Partner Report: PP’s tasks 

 
 
 
 

  

The FLC submits the report and certification 
of activities to the LP via eMS 

Drafts its partner report on eMS, containing 
information on the performed activities, 
contribution to project outputs and 
deliverables  

Collects and uploads all incurred 
expenditure and related proof of evidence 
and submits them together with the report 
via eMS to its controller 

The 
PP:  Report 

preparation shall 
start well in 

advance   



Partner Report: how to start   

Following the signature of Subsidy Contract and Partnership Agreement and the assignment of the PP role by 
LP: 
 Reporting section becomes available to PP;  
 Partner Reports need to be created for each set reporting periods by the PP;  
 It is not possible for the PP to open more than one report at the same time (only when the previous has 

been submitted).  
 A Partner Report 0 can be submitted for period 0 in case Ppreparation costs have been included in WP 0 

(lump sum, only check on total amount and included budget lines will be performed by FLC).  



Partner Report 



Partner Report section: summary, outputs  

The Partner report section focuses on activities implemented throughout the reporting period.  

Information on 
outputs, 

provision of 
documentation 



Partner Report section: target groups  

Information on 
reached target 
groups, reliable 
quantification;  

information on the 
number of women 

and men  



Partner Report: WP 

Information on overall 
contribution to 

implementation of 
activities and eventual 

encountered, deviations  



Partner Report: List of Expenditures 

The system converts it 
automatically into EUR 

using the monthly 
currency conversion 

rate applicable at the 
moment of PR 

submission to the FLC 

In case of FLAT 
RATES for Staff 

/Office and 
administration, 

they will be 
automatically 

calculated by the 
eMS 

Supporting documents can be 
uploaded for each expenditure of 

the list (invoices, public 
procurement docs) 



 
- The expenditure was paid after the end of the period of implementation subject 
of    the request for reimbursement and not processed by the FLC;  
 
- The certificate of expenditure was issued by the FLC after the time limit set by 
the programme for including it in the concerned report; 
 

 

Partner Report: expenditure of activities related to previous 
reporting period  

Partner report can includes expenditure of activities related to previous 
reporting period only for the following cases:   



Partner Report: Contribution And Forecast 

PP is asked to forecast spending for the next 
partner report and need to provide (not 

mandatory) and confirms the provided financial 
contribution /modify source of co-financing 



Partner Report: Attachments 

uploading of 
additional project 

documentation  
 

Names of 
uploaded files 
must be clear 

and fully 
comprehensible  

List of attachments is 
shown 



Partner Report: submission to the FLC 

First step:  
check the saved 

report 

Second step:  
submission 
within 30 
minutes 

Once submitted, the 
report: 

-  cannot be modify 
anymore.  

- is forwarded to the 
FLC of the partner, 
which can request 

additional 
integration  



Information on the controls performed, description of findings, conclusions 
and recommendations and follow up measures for the next partner report as 
well as the quality of each report are available in FLC Report and Certificate 

 

ATTENTION! 
The expenditure 

considered as not 
eligible, will be 

deducted by the FLC 
from the submitted 

amount. 

Partner Report: state of validation 



PROJECT REPORT 



 Content and finance reporting:  

Content report  

Feeding indicators 

Inform on the progress of 
activities implementation  

Inform on outputs, deliverables  

Eventual deviation/delays 
encountered 

Finance report 

Advancement of expenditure 

Project and PP/LP partner 
performance 

Finance performance at ERDF 
and IPA level (not based on 
total project budget) 

 Financial section is automatically pre-filled by the system according to figures 
included in the approved AF, deriving from PP Certificates in present and 
(eventually) previous progress reports (cumulative data). 

Project Report 



Partner Report: Report section  

Report section 
provides 
information on: 
 Main 

achievements;  
 
 Level of 

achievement of 
project specific 
objectives;  

 
 Reached target 

groups ans 
related target 
indicators; 

 
 Implemented 

horizontal 
principles.  

 

Target Groups: 
Information on 
the number of 
women and men 
involved MUST 
be provided  



Partner Report: Work packages section  

 
Project report provides 
information at single 
WP level on: 

 
 Activities and 

contribution of each 
PP;  

 
 Encountered 

problems/      
deviations/delays    
identified solutions;  

 
 Level of 

achievement of 
planned outputs 
(uploading of 
relevant docs); 

 
 Status of 

implementation of 
deliverables 
(uploading of 
relevant docs).  

 

Avoid double 
counting of 

target groups 
and output 
indicators 



Project Report: Certificates 

Financial reporting is compiled automatically by the system based on available FLC 
certificates included in the project report by the Lead Partner;  

The financial report shall contain only that expenditure duly validated by the controller. 



Project Report: Project report overview 



Project Report: Attachment  

- Request for payment; 
- Annex to the Project report  
  



Payment flow 

Project partners 

Lead partner  

PP/LP submit via eMS progress report 
and proof of expenditure to the 
national controllers for validation  

FLC 

FLC submits to the LP via eMS the 
validation of documentation 
related to incurred expenditure 

MA/JS 

LP prepares and submits project 
report and request for payment to 
the MA/JS  

Reporting  Payment  

Performs the required verifications 
and pays the LP the ERDF/IPA II 
amounts requested (within 90 days 
from the receipt of the request fro 
payment) 

The LP shall ensure that PPs 
receive the total amount of their 
respective share of ERDF / IPA II 
funds without delay and in full (art. 
13,3 Reg- 1299/2013)  



COMMUNICATION REQUIREMENTS  



Communication: Essential for the project success 

 
 key part of the project implementation;  

 
 Communication ensures higher visibility to the project activities, outputs 

and results; 
 

 It is aimed to reach the project goal/s informing about the project 
achievements; 

 
  



ADRION project web site 

 Your project web site will be hosted on the ADRION website; 
 

 The web site must be updated every 2 months (monitoring 
requirements); 
 

 The hosted pages shall have a pre-defined structure and/or contain a 
minimum quality and content requirements set by the programme. 
 
 
 
 

  



During the implementation: 

 
 Reference to the co-financing source (ERDF and IPA II) in ALL communication activities 

 
 Integrated project logo that consist in : Programme name; EU emblem; reference to 

the co-financing source (ERDF and IPAII) and project acronym. It will be provided by 
the programme to all the projects.  
 

 Providing on partner’s institutional website  a short description of the project 
including its aims and results, and highlighting the financial support from the Union 
(ERDF/IPAII); 
 

 Poster A3 format displayed at a location readily visible by the public (in each partner 
premises) making clear reference to the co-financing source, amount of ERDF and IPAII 
budget; 
 

 Project web site. 
 

  


