
 

 

What is a Project Progress Report?  

 

Provides information about the project as a 

whole 

 

Two parts: activity and financial 

 

Pre-filled document  

 

Beginning of June and December 



Activity Report - Partners   
 



Activity report  - Summary 

Realized activities in the reporting period 

 

1. Project description summary 

 

2. Realized activities 

 

3.   Outputs delivered 

 

4.   Differences between the realized activities and the work plan,   

      their reasons and justifications; changes in schedule & key persons 

 

5.   Others ï good news or problems 

 



Contact information sheet 

Changes or updates of contact-  and bank data 

 
 



Sheet ñAR 1 ï Activitiesò (Activity Report 1) 

Component no. 3 Title:   

 

The title of the component 

 

 

 

  

Planned activities 

Realisation period 

From (report. 
period) 

To (report. 
period) 

Identifying transport bottlenecks and defining measures for 
removing them 

II/2009 II/2010 

 
 

Pre-fill the planned activities. 

They can be copied from the PPR sent out by JTS.  

Realisation period in the orange fields (drop-down-menu).  

Extra activities as written in partnership agreement can also be used. 

 

 

 

 

 

Help with Excel? Ask your financial dpt. 
 

In case your project has less than 5 components, you can hide the  non-relevant 

tables by using the ñhideò function of Excel. 
 

 



Realized activities in the reporting period - for every component 

Be concrete in describing! Skip repetitions.  

Max. 3000 characters 

 

Outputs delivered in the reporting period 

1 workshop 

2 000 visitors 

Source of verification? 

 

Differences between realized activities and the work plan, 

their reasons and their justifications 

 

(AR 1 ï Activities ï Table to fill in) 

 

 



ñAR 2 ï Indicatorsò. Output indicators and their achievement 

Name of the indicator Unit 

Indicator value 
added in the 

given reporting 
period  

Component 0 

Brochures disseminated  number   

Feasibility studies produced number   

 

I. JTS fills the grey fields. 

II. LB pre-fills the orange fields. 

III. Partner fill in the white fields. 

 

They will be copied from the pre-filled PPR which JTS send to LB, and 

LB send to partners (from partnership agreements). 

 

Only the indicator values added have to be given, as the target values 

(total number of  X) are defined only at project level in the Application 

Form and cannot be monitored at partner level. 

 

 

 
Do you need additional lines for further output or result indicators? 

Use the  "unhide" function of Excel and add lines (or hide). 

 

 



Component 3 







Component 4 





AR 3 ï Summaries ï other information 

 

Description of activities taking place outside the EU-territory                          

(max 3000 characters) 

 

Summary of the main achievements in the project so far, 

from its beginning (3000) 

 

 



Please indicate if your project has had any negative impact on  

 

Å the environment 

Å equal opportunities 

Å development of the information society  

or violated the rules of State Aid. 

Choose from the drop down list ñyesò or ñnoò.  

If yes, please explain the negative impacts/violation, the reasons for it as 

well as the projectôs strategy to counteract. 

 

Compliance of the project activities with European Community policies   

Has any violation occurred within the project implementation in relation to:  

the natural 

environment?  please choose yes or no yes 

If "yes" please provide an 

explanation 

Environmental impact assessment for planned pilot investment was 

negative. Search for alternative location starts. 



AR 4 ï Further information 

 

Anything else you would like to report (problems, complaints to the JTS) 

Positive things 

 

 

Has there been any changes to the general project set up? 

(changes of key persons, schedules etc.) 

 



Sources of verification 

 

Å  Agenda ï purpose 

Å  Participants list (especially at large events) 

Å  Photos, documentation 

Å  Invitations, printed material (on website) 

 

 

 

 

 

Check! Activities ï related to budget! 

Activity report and Financial report must 

be concordant.  

 

Write further explanations on the invoices. 

What, when, where, why?  

 



 

Å Save all tickets, receipts, boarding-cards. 

Å Donôt travel first class. 

 

Å Write and agenda and minutes at meetings and tripsï especially meetings with a 

price-tag on them. Save notes. Take photos. 

 

Å Save material until 2020!! 

  

 
Å (Rec. Microsoft Office version 2007 and operational system Windows XP) 

 

 



 

òN-Aò ï òNot applicableò. Use it in the fields where you donôt write anything 


