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Disclaimer 
 
The content of the publication herein is the sole responsibility of the publishers and it does not neces-
sarily represent the views expressed by the European Commission or its services. 

While the information contained in the documents is believed to be accurate, the authors(s) or any 
other participant in the LIFES50+ consortium make no warranty of any kind with regard to this material 
including, but not limited to the implied warranties of merchantability and fitness for a particular pur-
pose. 

Neither the LIFES50+ Consortium nor any of its members, their officers, employees or agents shall be 
responsible or liable in negligence or otherwise howsoever in respect of any inaccuracy or omission 
herein. 

Without derogating from the generality of the foregoing neither the LIFES50+ Consortium nor any of its 
members, their officers, employees or agents shall be liable for any direct or indirect or consequential 
loss or damage caused by or arising from any information advice or inaccuracy or omission herein. 
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Definitions & Abbreviations 
AST Administrative Support Team 
CA LIFES50+ Consortium Agreement 
DoA Description of Action 
GA LIFES50+ Grant Agreement 
Agency INEA: Innovation & Networks Executive Agency 
RP Periodic reports 
PC Project Coordinator 
PM Project Manager 
WPL Work Package Leader 
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 Introduction 
This handbook is the project beneficiaries' main source for Periodic Reports (RPs) to EC procedures 
throughout the life of the project. The LIFES50+ Grant Agreement (GA) and Consortium Agreement 
(CA) form the basis for these periodic reporting procedures and the GA and CA will be the primary 
source of reference in regarding the Periodic reporting procedures.  

 Reporting periods 
This section presents the LIFES50+ reporting requirements, both in terms of internal progress reports 
and official EC reporting requirements. 

2.1 Periodic and Final Reports 
The LIFES50+ Grant Agreement (Article 20) specifies the reporting requirements imposed on the 
Project Coordinator (PC) and each beneficiary as well as third parties. An outline is presented below. 

The Project Coordinator is responsible for the official submission of these reports but each beneficiary 
is required to contribute accordingly. Regarding financial information the LIFES50+ GA (Article 20) 
defines each beneficiary's responsibility while the Project Manager (PM) will provide reporting tem-
plates in due course for the technical progress in order to secure all relevant information being report-
ed to the Project Manager by Work Package Leaders (WPL). 

2.1.1 Reporting Periods 
LIFES50+ is divided into the following reporting periods (RP): 

 RP1: From M1 to M16 (July 2015 to October 2016) 

 RP2: From M17 to M28 (November 2016 to October 2017) 

 RP3 From M29 to M40 (November 2017 to October 2018) 
 

2.1.2 Periodic Reports – Requests for Interim Payments 
The Project Coordinator must submit a periodic report within 60 days following the end of each re-
porting period.  

The periodic report must include the following: 

 Periodic technical report (See  Annex A) 
o Explanation of the work carried out by the beneficiaries 
o Overview of the progress towards the project objectives, including milestones and de-

liverables as defined in the LIFES50+ Description of Action as well as any exploita-
tion and dissemination 

o Summary for publication by the Agency 
o The answers to the questionnaire, covering issues related to project implementation in 

the context of the Horizon 2020 KPIs and monitoring requirements 

 Periodic financial report (See Annex B Submitting the financial statement "Form C") 
o Individual financial statement from each beneficiary and linked third party 
o Explanation of the use of resources and the information on subcontracting and in-kind 

contributions provided by third parties 
o Periodic summary financial statement 
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Each Work Package Leader is required to submit a periodic report regarding technical progress of the 
WP in question (on the periodic report template provided by the Project Manager) no later than 30 
days following the end of each reporting period (see Section 2.1.1). 

Each beneficiary is required to fill in Form C through the EC participant portal no later than 30 days 
following the end of each reporting period. The Form C for Reporting Period 3 counts as final finan-
cial report from each beneficiary. 

 

2.1.3 Final Report – Request for payment of the balance 
In addition to the periodic report for the last reporting period, the Project Coordinator must submit the 
final report within 60 days following the end of the last reporting period. The final report must include 
the following: 

 Final technical report with a summary for publication 
o Overview of the results and their exploitation and dissemination 
o Conclusions of the project 
o Socio-economic impact of the project 

 Final financial report 
o Final summary financial statement 
o Certificate on the financial statements 

 

Each Work Package Leader is required to submit a final report regarding the technical results of the 
WP in question (on the final report template provided by the Project Coordinator) no later than 30 days 
following the end of the final reporting period. 

 

2.2 Quarterly Status Reports by WP-leaders 
Quarterly Status Reports in LIFES50+ are thoroughly presented in deliverable D9.1 (due in M6). The 
quarterly internal project progress report is split in two; a Word document for progress monitoring 
(Annex A in D9.1) and an Excel sheet for resource monitoring (Annex B in D9.1).  This quarterly 
status report will be used to satisfy the LIFES50+ periodic progress reporting requirements. D9.1 
states that each Work Package Leader will be required to submit a quarterly status report from their 
respective work package to the Project Manager within 10 working days following the end of the quar-
ter. A template has been provided by the Project Coordinator and made available on the project-
internal website. In broad terms this status report will contain information on: 

 Technical progress according to DoA 

 Deviations 

 Actions taken to mitigate deviations 
 

The quarterly status reports will be compulsory required from M7 (Januar 2016) and onwards until the 
project ends in M40 (October 2018).  
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2.3 Overview of reporting requirements for the different roles in 
LIFES50+ 

 

Table 1 depicts the reporting requirements for each role in the LIFES50+ project. 

 

Role Type of Report When Receiver 

Each bene-
ficiary 

Form C M16+30days EC 
Form C M28+30days EC 
Form C M40+30days EC 
Quarterly time sheet (.xlsx) M1-M40 (+10 days) PM 

Each WP-
leader 

Periodic report M16+30days PM 
Periodic report M28+30days PM 
Periodic report M40+30days PM 
Final Report M40+30days PM 
Quarterly status report (.docx) M1-M40 (+10days) PM 

Project 
Coordinator 

Periodic report M16+60days EC 
Periodic report M28+60days EC 
Periodic report M40+60days EC 
Final report M40+60days EC 

Table 1 Overview of reporting requirements for the different roles in LIFES50+ 
 
 

 Financial Provisions 
This section covers a summary of and reference to Articles in the LIFES50+ Grant Agreement con-
cerning the estimated budget, eligible costs, and third parties and subcontracting and payment modali-
ties.  

 

 

3.1 Budget and Eligible Costs  
The estimated budget is found in the LIFES50+ Grant Agreement in Annex 2. It contains the estimat-
ed eligible costs and the forms of costs broken down by beneficiary (and linked third party) and budget 
category (see GA Articles 5, 6 and 14). GA Annex 2 is the original source of the estimated budget for 
LIFES50+. Definition of eligible costs is found in the GA, Article 6. 

 

3.2 Third Parties and Sub-contracting 
The Grant Agreement Article 8 states that the beneficiaries must have the appropriate resources to 
implement the action. If it is necessary to involve third parties, the following Articles in the Grant 
Agreement apply: 
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GA Article Use of third parties 
Article 10 Purchase goods, work and services 
Article 11 Use in-kind contributions provided by third parties against payment 

Article 12 Use in-kind contributions provided by third parties free of charge 

Article 13 Call upon subcontractors to implement action tasks described in the 
LIFES50+ DoA/GA Annex 1 

Article 14 Call upon linked third parties0F

1 to implement action tasks described in the 
LIFES50+ DoA/GA Annex 1 

Table 2 LIFES50+ involvement of third parties 

3.3 Payment Modalities 
Payments and payment arrangements are defined in the Grant Agreement (Article 21) with exception-
procedures on basis of conditions stated in GA Article 47 (Suspension of payment deadline) and Arti-
cle 48 (Suspension of payments).  An outline is presented below. 

The following payments will be made to the Project Coordinator: 

 One pre-financing payment 

 Two interim payments 

 One payment of balance 

3.3.1 Pre-financing payment 
The aim of the pre-financing is to provide the beneficiaries with a float. It remains the property of the 
EC until the payment of the balance (see Section 3.3.3). 

The pre-financing payment amount is in the GA set to 2,424,945.83 EUR. An amount of 363,741.88 
corresponding to 5% of the maximum payment (see GA Article 5.1) is retained by the Agency from 
the pre-financing payment and transferred into the "Guarantee Fund". 

Pre-financing: 2 424 945,83 EUR
Guarantee Fund: 363 741,88 EUR
Actual Pre-financing: 2 061 203,95 EUR

Table 3 Pre-financing payment amount 

The pre-financing payment was made to the Project Coordinator in compliance with the statement 
made in the GA and has been distributed to beneficiaries as pro rata payment based on budget. This 
has been presented and approved in the LIFES50+ kick-off meeting on June 10th 2015. 

3.3.2 Interim Payments 
Two interim payments will be made to the Project Coordinator within 90 days from receiving the peri-
odic reports (due in M16 and M28, see Section 2.1.2). Interim payments reimburse the eligible costs 
incurred for the implementation of the action during the corresponding reporting periods. Payment is 
subject to the approval of the periodic report. 

 

                                                      
1 The linked third parties in LIFES50+ are stated under Article 14 in the Grant Agreement 
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The amount due as interim payment is calculated by the Agency in two steps: 

1. Application of the reimbursement rates 
2. Limit to 90% of the maximum grant amount 

 

3.3.3 Payment of the Balance 
The payment of the balance reimburses the remaining part of the eligible costs incurred by the benefi-
ciaries for the implementation of the action. If the total amount of earlier payments is greater than the 
final grant amount (see GA Article 5.3), the payment of the balance takes the form of a recovery (see 
GA Article 44). 

If the total amount of earlier payments is lower than the final grant amount, the Agency will pay the 
balance to the Project Coordinator within 90 days from receiving the final report (see GA Article 
20.4). Payment is subject to the approval of the final report. 

The amount due as the balance is calculated by the Agency by deducting the total amount of pre-
financing and interim payments already made from the total final grant amount. 

 

At the payment of the balance, the amount retained for the Guarantee Fund will be released and: 

 If the balance is positive, the amount released from the Guarantee Fund will be paid in full to 
the Project Coordinator together with the amount due as balance 

 If the balance is negative (payment of the balance taking the form of recovery) the amount re-
leased from the Guarantee Fund will be deducted from the amount released 

If the resulting amount (negative balance plus Guarantee fund amount) is positive, it will be paid to the 
Project Coordinator. If the resulting amount is still negative, it will be recovered. 
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Annex A Periodic report document structure 
This annex describes the requirements that the periodic report must satisfy. 

A-1. Document identifications 
The document uses the LIFES50+-Deliverable template and extends the existing fields with the identi-
fication of the reporting period. 

A-2. Summary 
The periodical report is basis for an external evaluation, hence the summary section must enable the 
reviewer to get a detailed opinion. The Grant Agreement document is the official contract with the 
European Commission, but the periodical report should repeat the necessary sections.  

The introductory section explains the LIFES50+ project and states the project context and the main 
objectives of the project. This summary will be published by the Agency (GA 20.3 §a-iii) 

A-3. Description of work 
This section lists the relevant work packages with their description as stated in the Grant Agreement. 

A-4.  Work status 
For each work package the document gives detailed explanation of the work carried out. This part is 
taken from the submitted quarterly reports by the work package leaders. This includes a list of deliv-
ered works (all kind of deliverables including restricted access ones) and the submission date in case 
of public reports. An explanation is given for any delays. 

Dissemination is a major aim of this project, hence the periodic reports lists all dissemination actions. 
This section not only includes the actions from the reporting period, but it includes all dissemination 
actions in the project so far, since this creates the base for the socio-economic impact evaluation in the 
final period report. 

Milestone have been defined in the Grant Agreement and their passing is reported. 

A-5. Management issues 
A project running over 40 months is a challenge for the Consortium and only proper project manage-
ment can ensure that the project is on track and resources are used efficiently. 

A-5.1 Consortium changes 
Changes may occur in the participating companies and they have an impact on the project. This sec-
tion documents which changes have occurred. A non-exhausting list of reads: 

 Replacement of a beneficiary, like it happened with Ramboll. 

 Replacement of a work package leader (person) with the date 

 Any other important personal or members replacement of any project related committee 
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A-5.2 Resource reallocations 
The Consortium Agreements opens for a flexible use of available resources within the project. How-
ever, all reallocations must be discussed with the project management and the decisions officially rec-
orded. This section informs about such resource reallocations. 

A-5.3 Management decisions 
This section lists the management decisions that were necessary to keep the project on track.  

A-6. Feedback on the project 
The project will receive feedback on its activities during its lifetime e.g when it is presented on con-
ferences and in journals. This section compiles the relevant feedback from such dissemination events 
which have been further used in the project. The feedback may include paper reviews or important 
discussions during conference presentations that change approaches or methodologies within work 
packages tasks. 

A-7. Meetings 
This section lists major project meetings. 

A-8. Final report (RP3) 
The final report at the end of the project includes additional sections with respect to the evaluation of 
the project (GA 20.4 §a). This is the reason why each periodic report contains an aggregated list of 
dissemination efforts. 

A-8.1 Conclusions 
All beneficiaries and work package leaders will contribute to this part.  

A-8.2 Socio-economic impact 
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Annex B Submitting the financial statement "Form C" 
The "Form C" statement submission is due in M16 (October 2016) plus 60 days, which gives the 
Agency some more time to implement the web-interface. A draft mock-up version is available at the 
EU-portal that gives an impression how the actual submission will work. The following guide is based 
on that draft version. 

B-1. Obligation of Article 20 
Project reporting guidelines – reporting periods for LIFES50+: 

 Reporting period 1: 1-16 

 Reporting period 2: 17-28 

 Reporting period 3: 29-40 

The periodic report must be submitted within 60 days following the end of each reporting period. 

A ‘periodic financial report’ containing: 

1) An ‘individual financial statement’ (see GA Annex 4) from each beneficiary and 
from each linked third party, for the reporting period concerned. The individual 
financial statement must detail the eligible costs (actual costs, unit costs and flat-
rate costs; see Article 6) for each budget category (see GA Annex 2).  
The beneficiaries and linked third parties must declare all eligible costs, even if — 
for actual costs, unit costs and flat-rate costs — they exceed the amounts indicated 
in the estimated budget (see Annex 2). Amounts, which are not declared in the in-
dividual financial statement, will not be taken into account by the Agency. 

If an individual financial statement is not submitted for a reporting period, it may be included in the 
periodic financial report for the next reporting period. 

B-2. Online Reporting 
Participant Portal – entry point for electronic administration of EU R&I projects; hosts the services 
for managing the LIFES50+ project throughout their lifecycle. 

https://ec.europa.eu/research/participants/portal/desktop/en/home.html 

The financial statement in structured forms in the grant management system: 

 

Individual financial statements 

Beneficiaries and linked third parties must fill these in and submit them to the Commission, as part 
of the periodic report. 
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They will be combined automatically by the system into a consolidated financial statement. 

If you fail to do so, your costs will be considered 'zero' for this reporting period (though you can 
declare them in the next reporting period). 

 

You can find a template for your individual financial statement in Annex 4 of your GA, with all the 

details for eligible costs, EU contribution, etc. and a sample financial statement in the Periodic report 

template. 

Explanation of the use of resources & financial statements 

Explain in your financial statement how the resources were used during this period: for each cost you 
declare, you will be prompted to give a justification, by clicking View/Edit the Use of Resources. 

B-2.1 Direct personnel costs- line a)-c) 
 Declare here your direct personnel costs a) as actual costs or b) as unit costs (average costs). 

 If you are an SME owner or individual not receiving a salary /reimbursed based on unit costs, 
declare your personnel costs in column A.4 (c). 

 You need only supply data on the person-months per work-package (not per deliverable). 

 At this stage, you don't have to provide details like names, level of experience etc. (though we 
may ask you to later). 

Use of in-kind contributions from third parties: if you need to report any related personnel costs, 
the system will prompt you for details of the costs, name and type of third party, and whether or not 
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the costs were planned in Annex 1 or not.  
If the costs were not planned, you must give more explanation. 

B-2.2 Direct costs of subcontracting - line d) 
In this pop-up, break down the total direct costs for the period into the costs for individual subcon-
tractors, under Unforeseen subcontracting not indicated in the grant agreement (Annex 1) (in addition 
to the information provided in the technical report - par.1.2). 

B-2.3 Direct costs of Third Parties (not linked third parties) – line a)-d) 
 Declare direct cost related to in-kind contributions from third parties in the pop up appearing in the 

columns for personnel and/or other direct costs, depending of the type of cost. 
 If you used any unforeseen in-kind contributions, either for payment or for free, as well as describ-

ing them in the technical report (par.1.2), you must specify here the cost of the resources. 
 

B-2.4 Direct cost of providing financial support – line (e) pop-up 

This concerns "cascade funding" and prizes (Article 15, GA). Declare third parties here. 

 

B-2.5 Other direct costs – line f) 
You should have detailed costs related to contracts to third parties for providing goods, works or ser-
vices in line f9 (Article 10, GA). 

 If costs declared under "other direct costs" are equal to or less than 15% of the personnel 
costs, you are claiming for this reporting period, you do not need to provide an explanation 
(though you must still keep all the proof you have of any costs you declare as eligible, in case 
you are audited). 

 If costs declared under "other direct costs" are higher than 15% of these personnel costs, then 
you must explain other major direct cost items (This means costs declared in your accounts 
according to your internal accounting practices.) in the table provided in the pop up in line f).  
You must explain all items apart from those that add up to less than 15% of your personnel 
costs. Start from the highest-value cost items. 

If you are reporting other direct cost items, you must provide:  

a. if indicated in the DoA – a simple reference to the DoA 

b. if not indicated in the DoA – cost/amount per item, description of the item, nature of item 
(travel, equipment, other goods & services), work package(s), project relevance/explanation 

 

B-2.6 Step 1: All beneficiaries receive a notification and log on to the Participant 
Portal. 

At the end of each reporting period, a beneficiary will receive a notification to complete:  
 Their own Financial Statement (and the financial report of their Third Party, if any).  
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 Their contribution to the Technical Part of the Periodic Report (this is common for all beneficiaries 
in the project) 
To fill in the information the beneficiary must log on to the Participant Portal and access the relevant 
project. 

B-2.7 Step 2: All beneficiaries complete their own Financial Statement and their 
contribution to the Technical Part of the Periodic Report. Beneficiaries e-sign 
and submit their Financial Statements to the Coordinator.  

B-2.7.1 Completing your Financial Statement 

B-2.7.1.a Draft the financial statement 
The Participant Contacts usually performs this action (also users with the roles Project Financial Sig-
natories, Coordinator Contacts, Primary Coordinator Contacts and Task Managers can perform this 
action). 

Click on the task "Financial Statement" and complete the costs. Click here to find more information on 
how to complete your financial statement. 

 

Complete the requested information and save. Click the Validation button to see whether you have 
filled in all information correctly, then close the current screen and return to the Participant Portal. 
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B-2.7.1.b Lock the financial statement for review 
Click the "Lock for Review" button, which will prevent further editing and generate a pdf document. 

 

Once reviewed, the Financial Statement can be unlocked ("Unlock to draft") for further editing or 
electronically signed & submitted ("Sign and Submit") to the coordinator. 
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The system will then ask you to confirm that the information is valid: 

 

Once you have confirmed, the system will ask you to complete your ECAS password in order to elec-
tronically sign the Financial Statement (the comment box is optional). 
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At this point, you have completed your Financial Statement. Your statement has been electronically 
signed & submitted to the Coordinator. It is accessible via the task Periodic Report composition. 
Please click on the Financial Statement pdf to consult the data you have submitted to the coordinator. 
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B-2.7.2 Completing your contribution to the Technical Part 

B-2.7.2.a Complete the technical report 
The Participant Contact usually performs this action (also, users with the roles Project Financial Signa-
tories, Coordinator Contacts, Primary Coordinator Contacts and Task Managers can perform this ac-
tion.) 

 

Click on the task "Technical Part of the Periodic Report" to complete the requested information. Click 
here to find more information on how to complete your technical part of the periodic report. The prin-
ciple of the technical part is that all beneficiaries contribute to this technical part. When two partici-
pants are working on the same data, the data of the beneficiary saving first will be saved, whilst the 
other participant receives a notification that the data have been changed and that his data are lost. 

Then click the "Save" button. Then close the current screen and return to the Participant Portal. The 
validation button can give you an overview of errors, which prevent you from saving. 
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B-2.7.2.b Lock the technical report for review 
Only users with the role Coordinator Contact and Primary Coordinator Contact can perform this ac-
tion.  

Click the "Lock for Review" button, which will prevent further editing and generate a pdf document. 
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B-2.7.2.c Review the technical report and accept and include it for sub-
mission to the EU 

Only users with the role Coordinator Contact and Primary Coordinator Contact perform this action. 
((warning) Note that also users with the roles Financial Signatories, Legal Signatories, Task Managers 
and Team Members can open the pdf to see the data, but that they can't unlock the data, nor accept & 
include the report)) 

 

Once reviewed, the Technical report can be unlocked ("Unlock to draft") for further editing or accept-
ed and included ("Accept & Include") in the Periodic Report (you might have to refresh the page to 
see the buttons appear) 

 

B-2.8 Step 3: The Coordinator approves the elements of the Periodic Report & 
submits to the EU 

The Coordinator must review and explicitly approve those elements of the Periodic Report, which he 
wishes to submit to the EU. The coordinator can: 

 reject a Financial Statement back to a beneficiary for further editing (by clicking the button) 
 and/or he can unlock the Technical Part of the Periodic Report for further editing (by clicking 

the button) 

To approve or reject an element of the Periodic Report, click on the task Periodic Report composition. 
The screen below appears. Click on the Include /Redo button to approve or reject an element (Finan-
cial Statement and/or Technical Part of the Periodic Report).  

(info) Only users with the role Coordinator Contact and Primary Coordinator Contact can perform this 
action. 
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Once the elements of the Periodic Report are approved, the Periodic Report can be submitted to the 
EU.  

The Financial Statements and the Technical Part of the Periodic Report are submitted to the EU in one 
single submission.   

To submit click on the button Submit to EU ((warning) at least one financial statement and the tech-
nical part needs to be included for the Submit to EU button to become available).  

Only users with the role Coordinator Contact and Primary Coordinator Contact can perform this ac-
tion. 

 

The button will be disabled if there are validation errors (in order to be able to submit to the EU at 
least one Financial Statement plus the Technical Part of the Periodic Report must be provided). 

 

Once you have clicked the Submit to EU button, the system will ask you to confirm that you are aware 
that certain statements have not been included and that therefore their costs will not be considered for 
the interim payment. Click the Submit to EU button to submit the periodic report to the EU. 
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The process goes to the status Submitted and the process box turns blue (this means the process is in 
the hands of the EU now). 

 

B-2.9 Step 4: The EU reviews the submitted Periodic Report and accepts or rejects 
it 

The EU can accept the report and start preparing the interim payment.  

The EU can also ask for a revision of the Report, this means that the process described above starts 
again. 

B-2.10 Step 5: Interim Payment 
The interim payment is performed, which completes this reporting process. 

 


