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1     INTRODUCTION 
 

The main objective of this document is to provide guidance for the beneficiaries through clearly defined management structures and procedures, so that they are able to provide all the necessary high quality inputs which will be incorporated in reports for the NA by the project coordinator. 

Even though the LAWGEM project will be implemented by a relatively small consortium, the need to have elaborated Project Management procedures that would provide support for the beneficiaries was recognized from the beginning of collaboration. 

Accordingly, this document provides an insight into procedures and guides which will secure a clear understanding of the management structure, describing the particular management bodies/teams, responsibilities and roles of project partners and the coordinator, principles and standards of reporting, types of reporting and the reporting schedule. Responsibilities and roles of partner institutions as well as the schedule of all activities have been articulated in particularly detailed form in a document called Project Management and Implementation Timetable, which was created separately and would also be available here as relevant for the LAWGEM management procedures (download here). 
This document also provides the most important part of the project management, the modes of reporting, and the reporting templates, proposed as Annex IV to the Partnership Agreements. These templates are as follows: Template 1 (internal quarterly financial and narrative reporting on events and intellectual outputs conducted during the given period), Template 2 (internal financial and narrative reporting on PM&I), and Template 3 (reporting on completed intellectual outputs). The Timesheet template for reporting working days and types of activities related to intellectual outputs of research teams’ members has also been included in this document. 
And finally, visibility of EU funding, confidentiality and data protection principles are also present in the document. 

2  MANAGEMENT STRUCTURE 

The management structure of the project has been designed to ensure a successful realization of the planned activities, and it was officially adopted  at the kick-off meeting, but also articulated in much more detail later on during the systematic communication among the project management board members. 

Management structure involves Project Coordinator, Project Management team (PMt), Quality Assurance team (QAt), Dissemination team (Disst), Steering Committee (SC), Development team (Dt), Team leaders, and Activity leaders, as described below. 

The Project Coordinator – UB will coordinate the project and will be responsible for overall project management, efficient use of the project grant, communication and reporting to NA, etc. 

Project Management team (PMt) – Led by UB, consists of five contact persons from 5 consortium members’ universities. 

PMt – Prof. Dr Dragica Vujadinović, Prof. Dr Susanne Strand, Prof. Dr Prof. Carapezza Figlia, Prof. Dr Thomas Giegerich, Prof. Dr Isabel Ribes.  

Quality Assurance team (QAt) – includes one member from each partner organization, selected based on their experience and expertise. This team will be responsible for implementing the Quality Control System, along with internal quality control and monitoring of results. 

QAt – Prof. Dr Eleonor Krsitoffesson, Prof. Dr Ivana Krstić, Prof. Dr Marco Cedro, Prof. Dr Thais Guerrero Padrón, Ass. Iur. Christina Backes. 

Dissemination team (Disst) – Led by UB, consists of the 4 members from UB plus 1 nominated member per each of the 4 partner institutions. Dissemination team will be responsible for the creation and monitoring of implementation of the Dissemination and Exploitation Plan, publishing information related to project activities and results via different communication channels, communication and cooperation with Associated Partners, and dissemination of ideas of all LAWGEM intellectual outputs. 

Dissemination team (Disst – Prof. Dr Ljubinka Kovačević, IT BU Petar Pavlović, Doc. Dr Nina Kršljanin, Ass. Ivana Barać, Prof. Dr. Isabel Ribes, Prof. Dr. Marco Evola, Prof. Dr. Susanne Strand, Ass. Iur Mareike Frohlich). 

Development team (Dt) – Led by UB Head coordinator, will include team members of all partners in charge of developing intellectual outputs. Additionally, one person from each project partner development team will be selected as a local development team leader for each proposed LAWGEM intellectual output. Those persons will be responsible for communication with other team members within their institution and with development team leaders from other project partner institutions, and they will report to their Consortium partner contact person/coordinator. 

DT for IO1 

Partner responsible for IO 1 – Curriculum and syllabi is UB (Development Team for IO 1 consists of the Head Coordinator from UB and contact persons from respective consortium partners). In addition, team leaders for creating each syllabus will be established for each partner institution and will answer to their university’s contact person and the whole IO1 DT.

DT for IO 2

Partner responsible for IO 2 – Empirical Survey Tool is UB (DT for IO 2 consists of the Head Coordinator from UB, contact persons from respective consortium partners, and Prof. Dr Danilo Vuković, Prof. Dr Eva Bermúdez Figueroa, Prof. Dr Raquel Pastor Yuste; Dr Rigmor Argren, Prof. Dr Susanne Strand, Ass. Valerija Dabetić, Ass. Ana Odorović).

DT for IO 3

Partner responsible for IO 3 – Life Long Learning Platform (LLL P) is UB (DT consists of the Head Coordinator from UB, contact persons from respective consortium partners, Prof. Dr Ljubinka Kovačević and IT manager Petar Pavlović).

DT for IO 4

Partner responsible for IO 4 – Textbook, is Saarland University (DT consists of the contact person from Saarland U, Head Coordinator and contact persons from respective consortium partners, and Ass. Iur. Mareike Froehlich, Ass. Iur. Christina Backes).

DT for IO 5

Partner responsible for IO 5 – Gender Equality Legal Clinic is Orebro University (DT consists of the contact person from Orebro U, Head Coordinator and contact persons from respective consortium partners, and Prof. Dr Sophia Strand, Dr Maria Sjöholm (OU), and Prof. Dr Ivana Krstić and Prof. Dr Bojana Čučković (UB).

Steering Committee (SC) – consists of contact persons of all partner institutions. The Steering Committee will be in charge of evaluating the overall progress of the project, both the process of developing and implementing the project and its actual impact on its intended audience. The Steering Committee will be in charge of conflict management and will provide guidance to the project team if necessary.  

SC – Prof. Dr Dragica Vujadinović, Prof. Dr Susanne Strand, Prof. Dr Prof. Carapezza Figlia, Prof. Dr Thomas Giegerich, Prof. Dr Isabel Ribes.  
3  PROJECT MANAGEMENT AND REPORTING 
3.1. Obligations and Roles 
3.1.1. General obligations and roles of the beneficiaries 

The beneficiaries: 

a) are entirely responsible for carrying out the activities attributed to them, and shall conduct the work in accordance with the work programme and schedule set forth in the Grant Agreement and approved application, working to the best of their abilities to achieve the defined results and taking full responsibility for their work in accordance with accepted professional principles; 

b) undertake to comply with all the provisions of the Grant Agreement and its annexes, with all the provisions of the Partnership Agreement, as well as with national legislation;  

c) are entirely and solely liable for complying with any legal obligations incumbent on them; 
d) shall provide staff, facilities, equipment and material to the extent needed for executing the activities as specified in the work programme. 

3.2. Specific obligations and role of the coordinator 

The coordinator (UB) undertakes to: 

a) be responsible for the coordination and management of the project in accordance with the Grant Agreement; 

b) be the intermediary for all communication between the beneficiaries and the NA, and inform the beneficiaries of any relevant communication exchanged with the NA; 

c) inform the beneficiaries of any changes connected to the project or to the Grant Agreement, or of any event likely to substantially affect the implementation of the project; 

d) as the sole recipient of payments on behalf of all beneficiaries, transfer funds to the beneficiaries without unjustified delay and in accordance with the dispositions for payments laid down in the Partnership Agreements; 

e) manage and verify the appropriate spending of the funds in accordance with the dispositions of the Grant Agreement and Annex II; 

f) comply with all reporting requirements vis-à-vis the NA, as per the dispositions of the Grant Agreement; 

g) establish payment requests on behalf of the beneficiaries, as per the dispositions of the Grant Agreement; 

h) provide the beneficiaries with official documents related to the project, such as the signed Grant Agreement and its annexes, List of supporting documentation for the justification of costs requested by the Coordinator, various reports templates and any other relevant document concerning the project; 

i) transmit to the beneficiaries copies of all reports submitted to the NA, as well as copies of any feedback letters received from the NA following report assessment and field monitoring visits (Head coordinator); 

j) be responsible for the sound financial management and cost efficiency of the Erasmus+ grant contribution, as well as their own contribution to the project. 
k) The Coordinator has provided all partners with the appropriate form for issuing the transfer of funds to the partner institution – Partner Request for Payment (Annex III of the Partnership Agreement). The partner has to submit a Partner Financial Report whose approval will be the basis for issuing the next installment. Based on the expenses verified in the report and their approval by the Coordinator, the amount of the next installment of the Erasmus+ grant will be defined/calculated by the Coordinator, in accordance with Article 5 of the Partnership Agreement. 

3.2.1. Specific obligations and role of the beneficiary 

The beneficiary undertakes to: 

a) ensure adequate communication with the coordinator and with other beneficiaries; 

b) support the Head coordinator in fulfilling their tasks according to the Grant Agreement; 
c) submit in due time to the Head coordinator all relevant data needed to draw up the reports, financial statements and any other documents, necessary for reporting towards NA and BU, as well as all necessary documents in the events of audits, checks or evaluations; 

d) provide the Head coordinator with any other information or documents they may require and which are necessary for the management of the project; 

e) notify the Head coordinator in a timely manner of any event likely to substantially affect or delay the implementation of the project, as well as of any important deviation of the project (e.g. replacement of the project contact person, changes in beneficiary’s budget, deviations from the work plan etc.); 

f) inform the Head coordinator in a timely manner of any change in their legal, financial, technical, organisational or ownership situation, and of any change in their name, address or legal representative; 

g) be responsible for the sound financial management of the allocated Erasmus+ grant contribution and related own contribution to the project; 

h) prepare, complete and submit all reports to the Head coordinator in due time, as requested by the NA and the coordinator, in order to fulfil reporting obligations; 

i) provide the validation of the information of submitted documentation which are contained therein; 

j) perform all activities foreseen by Annex II of the Grant Agreement, as well as all tasks as set at the kick-off meeting and other Management meetings; 

k) more specifically, the beneficiary shall be in charge of performing the project activities as specified in the Project Application and Partnership Agreement; 

l) fulfil the assumed obligations within the set deadlines and in accordance with the project plan;  

m) be responsible for all rights and obligations for activities defined in the Partnership Agreement from the starting date of the eligibility period laid down in the Grant Agreement, according to disposal of Article 2, paragraph 2.1 of the Partnership Agreement. 

3.3. Reporting
On behalf of the Project as a whole, the Head Coordinator must report to the NA the following:  

1. For Project Management and Implementation activities, the final distribution of funds and undertaken activities and results. 

2. For Transnational project meetings, the venue of the meeting, the date and the number of participants, the activities undertaken and results produced. 
3. For Intellectual Outputs, the activities undertaken and results produced. The Coordinator must include information on the start and end date, and on the number of days of work per category of staff for each of the beneficiaries cooperating directly on the development of intellectual outputs. 

4. For Multiplier events, the description of the multiplier event, the intellectual outputs covered, the leading and participating organisations, the venue of the meeting and the numbers of local and international participants, and the produced results. 

5. For Learning, Teaching and Training Workshop, the venue of all learning, teaching and training activities, the date and the number of participants, and the produced results. 

3.3.1. Principles and standards of reporting
The reports should accurately reflect project partners’ progress in activities and creating intellectual outputs during the reporting period, highlighting any key issues and providing justification for any deviations from the Project budget and Description of the project as set out in the Grant Agreement and its Annexes. Verification of expenditures declared in partner reports is linked to the transfer of the part of Erasmus+ grant to partners from the Coordinator, as set out in the Partnership Agreement. 

Information contained in the reports will be reviewed and approved by the Head Coordinator, taking into consideration the following assessment criteria: 

· Timeliness of results; 

· Activity progress; 

· Quality of results;  

· Cost compliance with the budget; 

· Eligibility of the expenditures; 

· Correctness and completeness of all supporting documents; 

· Correctness of applied exchange rates (where applicable); 

· Eligibility and justification of any changes which occurred; 
In all cases, a formal link with the persons participating in all events and intellectual outputs must be demonstrated (working contracts of all research teams’ participants). 

3.3.2. Types of reports 

For the purpose of efficient and effective implementation of project activities, responsible budget management and timely submission of reports and financial statements to the NA as required in the Grant Agreement, several types of reports are foreseen: 

1 Progress/Interim reports and Final report on the implementation of the Project which should be submitted by the Coordinator to the NA. This type of reports consists of a narrative and financial report together with other supporting documentation. For this purpose and in a timely manner, the beneficiary commits to provide the Head coordinator with all necessary information and copies of supporting documents needed for drawing up reports, financial statements, and any other documents required in the Grant Agreement.

The Progress/Interim and Final report template will be delivered to beneficiaries by the Head coordinator so that they are duly informed about what each of them is required to report (Interim report form, originating from Beneficiary Space, to download here). 

2 Internal reports – Templates required by Annex IV of Partnership Agreements (PA) - within the Consortium where beneficiaries inform on quarterly basis the Head Coordinator about the particular progress of their institution in the implementation of the project and related expenditures. This type of report also consists of a financial and narrative report together with other supporting documentation. 
The Head coordinator has to provide all partners with the appropriate forms for internal quarterly reporting - Annex IV to the Partnership Agreement (PA). 
For the purpose of internal reporting in accordance with the Art. 7.2 of the Partnership Agreements,, developed internal reporting forms will be used: Internal reporting Template 1 on events (TPM, ME, LTT, IOs), Internal reporting Template 2 on PM&I. 
For the purpose of internal reporting in accordance with the Art. 7.3 of the Partnership Agreements, and for the purpose of reporting by the Coordinator to the NA, the beneficiaries shall have to submit their reports related to the completed intellectual outputs (consisting of financial and narrative part) to the Coordinator, using the reporting forms provided by the Coordinator (Internal reporting - Template 3).

3 Meeting reports for each team (Project Management team, Development team, Quality Assurance team and Dissemination team, as well as Steering Committee) in the form of minutes prepared using the created template (Annex C of the document - Quality Control System). As for the meeting reporting, minutes of each meeting will be taken and team members will have 5 working days to make additional comments; if no objections are raised within mentioned period, the minutes shall be considered as approved. 
3.3.3. Reporting schedules 

In accordance with the Art. 7.2 of the Partnership Agreements, Internal reports – Template 1, shall be delivered by the beneficiary to the Coordinator according to the following schedule: 

	 Reporting period:
	From-To
	Deadline for submission of the partnership reports by the beneficiary to the Coordinator

	The 1st reporting period
	1/10/2019 – 31/3/2020
	15/4/2020

	The 2nd reporting period
	1/4/2020 – 31/7/2020
	15/8/2020

	The 3rd reporting period
	1/8/2020 – 30/11/2020
	15/12/2020

	The 4th reporting period
	1/12/2020 – 15/2/2021
	28/02/2021

	The 5th reporting period
	16/2/2021 – 30/6/2021
	15/7/2021

	The 6th reporting period
	1/7/2021 – 31/10/2021
	15/11/2021

	The 7th reporting period
	1/11/2021 – 28/2/2022
	15/3/2022

	The 8th reporting period
	1/3/2022 – 31/5/2022
	15/6/2022

	The 9th reporting period
	1/6/2022 – 31/8/2022
	30/9/2022


In accordance with Art 7.3 of the Partnership Agreements, Internal reports on activities related to  completed intellectual outputs shall be delivered by the beneficiaries to the Head coordinator, for purposes of his preparing the Progress/Interim and Final report. The schedule for completing intellectual outputs is the following:
	Type of the report

	Deadline for submission of the reports by the coordinator  to the NA
	Deadline for submission of the reports by the beneficiary to the coordinator

	Financial and narrative Template 2 report  

IO 1 - Curriculum

01/10/2019-01/11/2020
	Nov 20, 2020


	Nov 10, 2020



	Financial and narrative Template 2 report  

IO 2 - EST

01/11/2019-01/11/2020
	Nov 20, 2020


	Nov 10, 2020



	Financial and narrative Template 2 report  

IO 3 - LLL

10/01/2021-31/08/2022
	Sept 20, 2022
	Sept 10, 2022

	Financial and narrative Template 2 report  

IO 4 - Textbook

01/11/2020-01/12/2021
	Dec 20, 2021
	Dec 10, 2021

	Financial and narrative Template 2 report  

IO 5 - GELC

10/01/2021-10/01/2-22
	Feb 20, 2022
	Feb 10, 2022


For the purpose of reporting by the Coordinator to the NA, progress/interim and final reporting forms have to be filled in and submitted in a timely manner.
	Type of report   
	Deadline for submission of the reports by the Coordinator to the NA 
	Deadline for submission of the reports by the beneficiary to the Coordinator 

	The progress report on the implementation of the project
	(at the latest) half-way through the eligibility period, on 15/03/2021
	(at the latest) 10 days before 28/2/2021

	Final report
	31/10/2022
	30/9/2022


4 INTERNAL REPORTS – QUARTERLY FINANCIAL AND NARRATIVE REPORTING

In accordance with Art. 7.2 of the Partnership Agreements, financial reports shall be prepared on a quarterly basis.

The Quarterly Financial Reports show the costs incurred during the reporting period for the conducted TPM, LTT, and ME events, and for particular IOs created partially or completely during the given period (Template 1), and for PM&I (Template 2).

All quarterly reports related to TPM, ME, LTT (Template 1), and all quarterly reports related to PM&I (Template 2) done by "the beneficiary"/Consortium partners (CP) and the "Coordinator"  will be collected by the Head of LAWGEM and included in the Progress/Interim Report – to be submitted to the NA half-way through the eligibility period at the latest, on 15/3/2021, and the Final Report (to be submitted to the NA until 31/10/2022).  

According to the Article 7.2 of the Partnership Agreement, each partner shall send quarterly financial reports before due dates together with the supporting documents electronically to the e-mail address: dragicav@ius.bg.ac.rs

Introductory information relevant for quarterly reporting will be noted in Tables 1, 2, 3 and 4: 

Table 1 – Staff cost per day for intellectual outputs

	Partner No - P1, P2, P3, P4, P5
	Management
	researchers, teachers, trainers
	technical staff
	administrative staff

	P1 Serbia
	88 EUR
	 74 EUR
	55 EUR
	39 EUR

	P2 Sweden
	294 EUR
	241 EUR
	190 EUR
	157 EUR

	P3 Spain
	164 EUR
	137 EUR
	102 EUR
	78 EUR

	P4 Italy
	280 EUR
	214 EUR
	162 EUR
	131 EUR

	P5 Germany
	280 EUR
	214 EUR
	162 EUR
	131 EUR


Table 2 – Unit cost for travel between project partners

	unit cost per trip
	Belgrade
	Orebro
	Cadiz
	Palermo/Rome
	Saarbrucken

	Belgrade
	
	275EUR
	275EUR
	275EUR
	275EUR

	Orebro
	275EUR
	
	275 EUR
	275EUR
	275EUR

	Cadiz
	275 EUR
	275 EUR
	
	275EUR
	275EUR

	Palermo/Rome
	275EUR
	275EUR
	275EUR
	
	275EUR

	Saarbrucken
	275EUR
	275EUR
	275EUR
	275EUR
	


Table 3 – Unit cost for transnational project meetings (TPM) per participant

	unit cost per day/accommodation
	Belgrade
	Orebro
	Cadiz
	Palermo/Rome
	Saarbrucken

	Belgrade
	
	575EUR
	575EUR
	575EUR
	575EUR

	Orebro
	575EUR
	
	575 EUR
	575EUR
	575EUR

	Cadiz
	575 EUR
	575 EUR
	
	575EUR
	575EUR

	Palermo/Rome
	575EUR
	575EUR
	575EUR
	
	575EUR

	Saarbrucken
	575EUR
	575EUR
	575EUR
	575EUR
	


Table 4 – Unit cost for LTT per participant

	LTT
	Unit cost per day per participant (accommodation) - 106 

	Travel per participant

Accommodation per day 

5 days accommodation per participant

In total per participant 
	275

106 EUR 

530

805 EUR


4.1 Template 1 – Internal quarterly financial and narrative reporting for reporting on TPM, ME and LTT, and for IOs
The respective reporting will be conducted on a quarterly basis, in accordance with the Art 7.2 of the Partnership Agreements (PAs) and in accordance with Annex 4 of the PAs.
LAWGEM project financial report Template 1 for Quarterly Financial Reports of all Consortium partners (CP) include reporting of all events – meetings as well as IOs that were conducted or completed during the given period, and have to be submitted regularly by all consortium partners, so that they are available for making the sum-up report for the given period. 
Template 1 will be presented in regards of the 1st reporting period – 01.10.2019-31.03.2020.
Note: Template 1 will be accommodated to the events and IOs planned for the latter reporting periods. If more TPM, ME, IOs are conducted during the forthcoming reporting periods, additional tables/rows should be added.
First Reporting period –  6 months (No of months), __________ University__________ (Reporting period, its duration, and the Consortium partner – CP, should be written down) 
The following tables should be filled out within the financial statement and the supporting documents should be sent together with the tables. The narrative part should also be written within the particular table. 


Table 1. TRANSNATIONAL PROJECT MEETINGS

	
	TPM No 1 - Kick-off meeting, BU, December 13-15, 2019 
	

	According to Annex II of the Grant Agreement, each CP has 3 paid participants
	Participants
	Unit costs per person
	Place and dates of departure - destination
	Place and date of travelling back - destination
	Accommodation - place and No. of nights
	In total

	
	
	575EUR
	
	
	
	 

	
	
	575EUR
	
	
	
	

	
	
	575EUR
	
	
	
	

	In total                                                          1725 EUR


Supporting documentation for travel cost and cost of stay (based on unit costs) – readable copies of travel tickets, invoices, boarding passes, receipts.

Please, hold on to the additional supporting documents – travel order / decision, Invoices, Bank statements, Tax statement (if applicable), Agendas and Proof of attendance (signed attendance list) which will be needed for the final financial revision of the project. 

Table 1.1. NARRATIVE PART  for the kick-off (– Which ___ , when ____, who ____what ____)


	Activity during the given  reporting period
	Participants from the CP – listed below
	Contribution of each participant
	Description of the result

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: _______University had 1 co-financing (non-funded) participant for the Kick-off.

Table for eventual co-financing

	Category (staff, travel, etc.)
	Sum (EUR)
	period and comments

	
	
	

	
	
	


Table  2. INTELLECTUAL OUTPUT – CURRICULUM AND SYLLABI – IO 1

	According to Annex II of the Grant Agreement, for IO 1, duration 13 months, 01/10/2019-01/11/2020, ______ University has the following number of days in total per each particular activity: Adm. support staff - ___ days , Manager - ___days, Researcher - ______days

	IO1 – for ___ months
 
	Participants
	Type of activity, number of days, rate per CP

put down the number of days determined for him/her in the given activity row
	      

	
	
	Manager  

_____


	Researcher  _____
	Tehnician –

______ 
	Adm. Support     _______
	Fee per person



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	In total

No of days__ x ___ =___EUR
	In total 

No of days__ x ___=___
	In total – NONE
	In total

No of days__ x ___= ___


	

	                                                                                                                                                          In total     ____  EUR


The narrative part of the Template 1 related to particular IOs should contain a detailed description of activities related to the creation of the given intellectual output/s during the given quarterly period.

Table 2.1. NARRATIVE PART for IO1 (Which ___ , when ____, who ____what ___)


	Activity during the given  reporting period
	Participants from the CM – listed below
	Contribution of each participant
	Description of the whole result

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 3. INTELLECTUAL OUTPUT – EMPIRICAL SURVEY TOOL (EST) – IO 2

	According to Annex II of the Grant Agreement, for IO 2 duration is 12 months, 01/11/2019-01/11/2020 and ________ University has the following number of days in total per each of the following activities:  Adm. support staff - ____ days, Manager - ____ days, Researcher -  ____days

	IO2 – for 5 months 


	Participants
	Type of activity and number of days, rate per CP

put down the number of days determined for him/her in the given activity row 
	

	
	
	Manager -
	Researcher -
	Tehnician - 
	Adm. Support – 
	Fee in total per person

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	In total 

No of days__ x 164 =___EUR


	In total

 No of days__ x 137=___
	In total

NONE
	In total

No of days__ x 78= ___


	

	
	
	
	
	
	    In total
	____EUR

	Total
	                                                                    IN TOTAL  IO1 + IO 2 + PMI  =         
	____EUR


The narrative part of Template 1 related to IO2 should contain a detailed description of activities related to the creation of the given intellectual output during the given quarterly period.

Table 3.1. NARRATIVE PART for IO2 (– Which ___ , when ____, who ____what ____)


	Activity during the given  reporting period
	Participants from the CM – listed below
	Contribution of each participant
	Description of the whole result

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Supporting documentation for financial (quarterly) reports: 

1. Timesheets (Annex 1)
2. Working agreement/contract for each participant from each Partner Institution (for the period compatible with Timesheets)

The completed Timesheet form/s should be attached to the corresponding Working contract.

Please hold on to the proof of payment (from the bank) and also proof of regular salary for this period (which will be needed for the final financial revision of the project). 

Annex 1 – TIMESHEET

The CP coordinator fills the Timesheet for each participant for his/her work on intellectual outputs, on a monthly basis, for the period equal to the duration of the reporting period.

The Timesheets must be signed by the person performing the activity and signed and stamped by the person responsible (e.g. rector, dean) in the institution of that person. If the same member of staff performs different categories of tasks (Manager, RTT, Technical, Administrative) for the creation of either one or more intellectual outputs in the given period, all of them shall be recorded in the same Timesheet.

Project Management and Implementation can be recorded in the Timesheet only if PM&I is related to a certain Intellectual Output (IO), and only as much as is accorded with the proposed PM&I days for that IO in Annex II of the Grant Agreement.

Timesheets must be in accord with proposed days for certain activities in the frame of individual IOs (as stipulated in the Annex II of the Grant Agreement) while taking into account the number of the proposed days for a particular IO by Annex II, which were already used during the reporting period in question. 
The timesheet will serve for a short sum-up of the activities during the creation of a given IO, while the Narrative part of the Template 1, which is devoted to that IO should contain a detailed description of activities related to the creation of the given intellectual output.
	Timesheet

	Project ID
	2019-1-RS01-KA203-000880

	Project title and acronym
	New Quality in Education for gender Equality - Strategic partnership for the development of Master`s Stduy program LAW AND GENDER, LAWGEM

	Institution (project partner)
	University of Belgrade Faculty of Law

	Country
	Serbia


	Project team member (first and last name)
	

	Month - Year
	


	Budget line (Project Management and Implementation/Intellectual Output 1, 2, 3, etc.)
	Type of activity (Manager; Teacher/Trainer/Researcher; Technician; Administrative staff)
	Duration (in days)
	Description of activities conducted

	Example – Intellectual Output 1
	Researcher
	5
	Selection of relevant literature and preparation of papers

	Example – Intellectual Output 3 (e.g. Market Needs Analysis)
	Manager (if approved in Annex II)
	3
	Organising the preparation of IO3, delegating and supervising the activities of project partners in preparation of the Analysis

	Example – Intellectual Output 3 (e.g. Market Needs Study)
	Administrative staff (if approved in Annex II)
	2
	Merging the documents provided by partners, adding adequate visual elements and preparing the final format of the Analysis 

	Example – Project Management and Implementation
	Manager
	3
	Preparing financial overview of funds spent in previous month

	Example – Project Management and Implementation
	Manager
	2
	Developing the structure of project website

	Example – Project Management and Implementation
	Administration
	2
	Publishing news and prepared materials on project website

	
	
	
	


	Total days

	Intellectual Output 1 - Teacher/Trainer/Researcher
	5

	Intellectual Output 1 – Manager 
	3

	Intellectual Output 2 – Technician
	/

	Intellectual Output 2 – Administrative Staff
	2

	Project Management and Implementation - Manager
	5

	Project Management and Implementation - Administration
	2


	___________________________
	___________________________
	___________________________

	Signature of the Employee
	Printed Name and Signature of the Responsible Person at the Institution
	Date of the Signature


4.2. Template 2 – Internal quarterly financial and narrative reporting template for PM&I reporting 

PM&I reporting Template 2 will be presented in regard to the First reporting period – 01.10.2019-31.03.2020, in its two versions – a) one related to the Coordinator who receives a monthly gross amount of 500 EUR for PM&I, and b) another related to partner institutions, which receive a monthly gross amount of 250 EUR. The same samples will be used for forthcoming periods as well.

PM&I reporting will also be conducted on a quarterly basis, in accordance with Art 7.2 of the Partnership Agreements (PAs) and in accordance with Annex 4 of the PAs. 
First Reporting period – 6 (No. of months), __________ University (Reporting period, its duration, and the Consortium partner should be written down) 
a) Table 1. PROJECT MANAGEMENT AND IMPLEMENTATION for CONSORTIUM PARTNERS 
	PM&I of ____ /Partner institution during the 1st reporting period
	
	Duration  - six months

1/10/2019 - 31/3/2020

Months
	

	 PM&I

6 months per 250 EUR in gross amount - 1500 EUR                                 
	Participants
	Oct 2019
	Nov 2019
	Dec 2019
	Jan 2020
	Feb 2020
	March
2020
	Costs 250 EUR in gross per month
	Short description of activities and documented proofs 

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	                                                                                                               In total
	1500 EUR


Please, describe in detail all PM&I activities in the Annex to Table 1, and submit proof of activities, proof of expenses where it is needed and/or possible.

Annex Table 1. 1. NARRATIVE REPORT for PM&I for _____________(Write down  the name and surname) 
	DATES (duration) - 6 months
	From (date): 01/10/2019 To (date) 31/03/2020

	DESCRIPTION OF PM&I ACTIVITY(IES) PERFORMED per noted period (detailed description of the activities performed by appointed CP members)

Name, position……………………………………………………………………………………………………….

	October  2019


	November 2019



	December 2019



	January 2020



	February 2020



	March 2020




	___________________________
	___________________________
	___________________________

	Signature of the Employee
	Printed Name and Signature of the Responsible Person at the Institution
	Date of the Signature


Note: Please add as many as needed detailed narrative reports for persons who took part in PM&I.
b) Table 2. PROJECT MANAGEMENT AND IMPLEMENTATION - THE HEAD COORDINATOR

	PM&I  during the 1st reporting period
	
	Duration - six months

1/10/2019 - 31/3/2020

Months
	

	 PM&I

6 months per 500 EUR in gross amount - 3000 EUR                                 
	Participants
	Oct 2019
	Nov 2019
	Dec 2019
	Jan 2020
	Feb 2020
	March

2020
	Costs 250 EUR in gross per month
	Short description of conducted activities and documented proofs 

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	                                                                                                               In total
	3000 EUR


Please, describe in detail all PM&I activities in the Annex to Table 1, and submit proof of activities, proof of expenses where it is needed and/or possible.
Annex Table 2. 1. NARRATIVE REPORT for PM&I for the Head Coordinator _____________

(write down the name and surname) 
	DATES (duration) - 6 months
	From (date): 01/10/2019 To (date) 31/03/2020

	DESCRIPTION OF PM&I ACTIVITY(IES) PERFORMED per noted period (detailed description of the activities performed by appointed CP members)

Name, position……………………………………………………………………………………………………….

	October  2019



	November 2019



	December 2019



	January 2020



	February 2020



	March 2020




	___________________________
	___________________________
	___________________________

	Signature of the Employee
	Printed Name and Signature of the Responsible Person at the Institution
	Date of the Signature


Annex Table 1. 2. NARRATIVE REPORT for PM&I for the Head Coordinator Assistance _____________

(Write down the name and surname) 
	DATES (duration) - 6 months
	From (date): 01/10/2019 To (date) 31/03/2020

	DESCRIPTION OF PM&I ACTIVITY(IES) PERFORMED per noted period (detailed description of the activities performed by appointed CP members)

Name, position……………………………………………………………………………………………………….

	October  2019



	November 2019



	December 2019



	January 2020



	February 2020



	March 2020




	___________________________
	___________________________
	___________________________

	Signature of the Employee
	Printed Name and Signature of the Responsible Person at the Institution
	Date of the Signature


Note:  Please add as many as needed detailed narrative reports for persons who took part in PM&I.
4.3. Template 3 – Financial and Narrative Reporting Template for on Completed Intellectual Outputs 

Partnership Agreements (PA) require in their Annex IV, the use of reporting templates for completing intellectual outputs, scheduled as proposed by Art. 7.3 of the PAs (as noted in the table below).

This document describes procedures for financial reporting for the completed LAWGEM INTELLECTUAL OUTPUTS.

Due dates of the narrative and financial reports for intellectual outputs, according to the Partnership Agreements, Art. 7.3, are specified in the table below: (Note 1: There were errors in announcing deadlines for LLL, Textbook, and GELC reports, and the Steering Committee corrected them, as noted in the table).

	Type of report

	Deadline for submission of the reports by the coordinator  to the NA
	Deadline for submission of the reports by the beneficiary to the Coordinator

	Financial and narrative Template 2 report  

IO 1 - Curriculum

01/10/2019-01/11/2020
	Nov 20, 2020


	Nov 10, 2020



	Financial and narrative Template 2 report  

IO 2 - EST

01/11/2019-01/11/2020
	Nov 20, 2020


	Nov 10, 2020



	Financial and narrative Template 2 report  

IO 3 - LLL

10/01/2021-31/08/2022
	Sept 20, 2022
	Sept 10, 2022

	Financial and narrative Template 2 report  

IO 4 - Textbook

01/11/2020-01/12/2021
	Dec 20, 2021
	Dec 10, 2021

	Financial and narrative Template 2 report  

IO 5 - GELC

10/01/2021-10/01/2-22
	Feb 20, 2022
	Feb 10, 2022


· Financial reports in Template 3 show the costs for particular intellectual outputs incurred during their full proposed period of completion, in accordance with Annex II of the Grant Agreement.  

· The following tables should be filled out within the referred financial reports, and the supporting documents should be sent together with the tables. The narrative reports will be written in the particular table.
· All particular reports of CP related to the completion of a particular intellectual output (IO), will be fused into one complete financial and narrative report on the respective IO.
· FINANCIAL AND NARRATIVE REPORT FOR IO 1 for ______ UNIVERSITY (write down CP)
· Duration - 01/10/2019-01/11/2020, 13 months
According to Annex II of the Grant Agreement, for IO 1, duration 13 months, ______ University has ___  days for researchers, ___ days for managers, and ____ days for administrative staff support.  (each CM puts down the No. of days determined for him/her) 
Table 1 – FINANCIAL REPORT on Intellectual Output No. ___ (duration ____________)

	
	Participants
	Type of activity, number of days, rate per CP
	      

	
	
	
	

	
	
	Manager - 

Fee per day per particular CP ____
No. of days ____
	Researcher -  ______
No. of  days ____
	Tehnician - _____
No. of  days ____
	Adm. Support -  

_______

No. of  days ____
	Days and Fees in total per person



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	In total 

	
	
	In total

No. of days x fee per day =__EUR
	In total 

No. of days x fee per day =__EUR
	In total
No. of days x fee per day =__-EUR
	In total

No. of days x fee per day =__EUR
	

	Narrative brief report on IO 1

More details to be narrated in the Table 2 below
	
	Managers (who did  what, how long and with what results) 


	Researchers  (who did what, how long and with what results)
	
	Administrative support staff (who did what, how long and with what results)


	


Supporting documentation for staff costs for creating IOs. 

The CP coordinator fills the Timesheet for each participant for his/her work on intellectual outputs, on a monthly basis, altogether for the period proposed for creating the particular IO (Annex 1 – TIMESHEET, p. 18)
The Timesheets for all participants involved in completing a particular Intellectual Output (IO) should be attached to the corresponding Financial and Narrative report for the given IO. Timesheets related to the same person – which are presented during the reporting periods which cover the proposed period for the completion of a given IO – should be collected together for the purpose of the Progress Report and Final Report.

Timesheets must be signed by the person performing the activity and signed and stamped by the person responsible (e.g. rector, dean) in the institution of that person. If the same staff person performs different categories of tasks/activities (Manager, RTT, Technical, Administrative) in the process of creating a particular IO, all of his/her activities will be recorded in the same Timesheet.

Narrative report – particular narrative reports of each CP related to the given IO (specified in the table given below) should be collected together into one document for the purpose of the Progress Report and Final Report.

Working agreement/contract for each participant in the creation of an IO should be attached (for the period compatible with Timesheets).
Please hold on to the proof of payment (from the bank) and also proof of regular salary for this period (which will be needed for the final financial revision of the project). 
 Table 2. NARRATIVE REPORT on Intellectual Output No. __ (IO1) (write down  the No of IO) 
	DATES (duration) 
	From (date):………………………… To (date): ……………………………..

	DESCRIPTION OF ACTIVITY(IES) PERFORMED (detailed description of the activities performed)

………………………………………………………………………………………………………………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

____________ (CP to be noted)

Reasearchers ___________ (to be listed)

Management________________ (to be listed)

Technician_______________(to be listed)

Administrative staff _______________(to be listed)

………………………………………………………………………………………………………….


I hereby declare that __________Research team has fulfilled the above-mentioned activities for IO____.
Signature and Stamp of the Legal Representative  ------ and of the ------ CP coordinator 

Done in .................................................................


Date ...................................................................

Name……………………………………………

Function…………………………………………

Institution .............................................................


Staff member name………….................................

Signature and Stamp of the Institution 


Signature of the CP Coordinator
Date:………………………………………...


Signature: ……………………………………….
*The declaration must be signed by the person concerned, then signed and stamped by the person responsible in the Institution where this person worked for the project. The Institution must be a member of the partnership.
5.        OWNERSHIP AND PROPERTY RIGHTS 

The ownership of all project results, including copyrights and intellectual property rights, as well as all reports and other documentation resulting from the project, shall be vested in the beneficiaries, in compliance with the Grant Agreement. 

 If the beneficiaries produce educational materials under the scope of the Project, such materials must be made available through the Internet, free of charge and under open licenses, as specified in the Grant Agreement.  

6.        USE OF IT TOOLS 


6.1 
Mobility Tool+ 

According to Article I.9 of the Grant Agreement, the coordinator must make use of the web based Mobility Tool+ to record all information in relation to the activities undertaken under the Project, and to complete and submit the Interim report and Final report. 


6.2 
Erasmus+ Project Results Platform 
The coordinator must input the deliverables of the Project in the Erasmus+ Project Results Platform (http://ec.europa.eu/erasmus-plus/projects/), in accordance with the instructions provided therein.  
The approval of the final report will be subject to the upload of the Project deliverables in the Erasmus+ Project Results Platform by the time of its submission. 

7.        VISIBILITY OF UNION FUNDING 
According to Article I.12 and without prejudice to Article II.8 of the Grant Agreement, the beneficiaries must acknowledge the support received under the Erasmus+ programme in all communication and promotional material, including on websites and social media. The guidelines for the beneficiaries and other third parties are available at http://eacea.ec.europa.eu/about-eacea/visual-identity_en  and within Quality Control System created for the purpose of project implementation.
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