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1. The Progress Report form: General principles  

Projects must report on their progress through reports that allow monitoring the 

implementation compared to the Project Approved Form (PAF).  

The aim of progress reports is also to allow partners to claim payments and reimbursement 

of eligible expenditures. In fact, the LP (Lead Partner) may only request payments of the 

ERDF contribution on behalf of the project by demonstrating the progress towards the 

achievement of the outputs and results, in compliance with the principle of sound financial 

management. 

1.1 Progress Report frequency  

The progress report is composed by an activity report and a financial report. It describes the 

progress of the project and serves as support for payment requests. Lead Partners have to 

submit two progress reports in each twelve months period to the Managing Authority (MA) 

through the JS (Joint Secretariat). The submission dates of progress reports are March/April 

and September/October of each year.  

During the 2 months period, the integrated management information system - hereinafter 

called SIGI, will be open for the whole process: the progress report submission by each 

partner, the control of expenditures by the FLC and, If applicable, by the National Authority 

(NA) and the consolidated project report by the Lead Partner. The final report has to be sent 

to the MA via JS at the latest three months after the project end date.  

Indicative calendar for 2018 

1st Project 
Report 2018 

SIGI 

Opening Closure 

12 March 11 May 

This period includes following steps: 
1. Progress Report submission from each partner 
2. FLC/NA control of expenditures 
3. Progress Report consolidation from the Lead Partner and 

submission 

Atlantic Area assessment and payments 

1. JS/MA assessment: 35 working days 
2. Certifying Authority payment to partners: Maximum 90 days*  

1. JS/MA assessment: 35 working days 
2. Certifying Authority payment to partners: Maximum 90 days* 
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2nd Project 
Report 2018 

SIGI  

Opening Closure 

After 1st Project Report submission October 2018 

This period includes following steps: 
1. Progress Report submission from each partner 
2. FLC/NA control of expenditures 
3. Progress Report consolidation from the Lead Partner 

Atlantic Area assessment and payments 

3. JS/MA assessment: 35 working days 
4. Certifying Authority payment to partners: Maximum 90 days* 

*Article 132 of EU Regulation 1303/2013. 

Note: The two activity progress report half reports are mandatory. Reporting  financial 

information is mandatory for all the partners at least once a year 

In accordance with Article 122 of Regulation (EU) no 1303/2013, all exchanges of 

information between the Lead Partner and the Programme authorities shall be carried out 

by means of electronic data exchange systems (in the case of Atlantic Area through the 

SIGI). 

The LP may only request payments of the ERDF contribution on behalf of the project by 

providing proof of progress of the project towards the achievement of the outputs and 

results as set in the PAF, in compliance with the principle of sound financial management 

(as determined by the principles of economy, efficiency and effectiveness) and by 

demonstrating the utility derived from any purchases (goods and services). 

1.2 A pre-completed form, an approach by partner 

All project partners have access to their own sub-reports, as well as financial controllers. 

The LP collects all sub-reports as one compiled project report, adding details and 

information on the overall project implementation.  

Each project partner must report on progress made compared to the Project Approved 

Form (PAF). Modifications are allowed if duly justified and in compliance with Programme 

rules. 

The report of activities is structured by work packages and costs are reported in 

expenditures control. The First Level Controller (FLC) confirms the eligibility of activities and 

costs also through the online system. Each partner uploads all relevant documents (original 

invoices, proofs of payments, deliverables, etc.) needed by the FLC to perform its checks. 

Only certified expenditures can be reported. 

Once the project partner sub-report is concluded, the LP can integrate it in the Project 

report. In exceptional and duly justified cases, a project partner may not be able to include 

expenditure in its report; still the partner is requested to report on the activities delivered 

within the reporting period.  
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As stated in the Subsidy Contract, the Lead Partner is responsible to submit the Project 

report on the behalf of all partners to the JS through the online managing system (SIGI). The 

LP compiles all the information from partners, as well as global information on project 

progress. 

Upon receipt, the JS will analyse and check the project report. JS can ask for clarifications or 

further information that the project can arise, with a given deadline. 

Once the project report meets the programme requirements, the JS will inform the LP that 

the project report is accepted. The MA is responsible for instructing the Certifying Authority 

(CA) to proceed to the ERDF payment directly to each project partner. 

Progress Report Flow Chart 

 

1.3 Partners not reporting expenditure  

In cases where project partners do not report any expenditure after 2 semesters, having 

been in an Atlantic Area project and in the absence of justified reasons for this non-

reporting, they will receive a warning from the programme. The warning will be issued to 

the Lead Partner after the submission of the relevant progress report. In case that the 

project partner does not report expenditure in its third progress report and cannot provide 

evidence that this is due to circumstances outside its control, the budget of the project 

partner will be reduced in relation to its report delivering chronogram (PAF). 

The associated partners do not have to prepare partner progress reports. 
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Note: It is not possible to have two progress reports open at the same time. A new progress 

report can only be created once the previous has been submitted to the JS. 

1.4 Availability of the Progress Report in the SIGI  

According to the defined schedule by MA, the JS makes the Progress report available on the 

SIGI. This report is pre-completed based with PAF data and previous Progress reports, and 

will be as soon as the previous PR is submitted. 

!ǘ ǘƘŜ ǇǊƻƧŜŎǘ ƭŜǾŜƭΣ ǘƘŜ άtǊƻƎǊŜǎǎ ǊŜǇƻǊǘέ ƛǎ ŀǾŀƛƭŀōƭŜ ŦƻǊ ǘƘŜ [Ŝŀd Partner and the partners 

on the web site of the programme (SIGI) in the project specific area άǇǊƻƧŜŎǘ ŀǇǇǊƻǾŜŘέ  
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2. The Progress Report form: General structure  

Presentation of the general structure of the Progress Report form related to the global 

project. The Progress Report form is divided into cover page + 9 sections:  

1. Project identification; 

2. Partnership; 

3. Description;  

4. Work Plan,  

5. Budget;  

6. Expenditures Control; 

7. Financial appendices; 

8. Project appendices;  

9. Indicators. 

Which, for the referred period, allows you to: 

V Describe the activities carried out, 

V Declare and justify the expenses and introduce a reimbursement claim. 

 

 

 

 

 

 

 

 

Some rules on how to work with the form:  

V To leave the form, you should ALWAYS click on SAVE otherwise information will be 

lost; 

V In order to prevent any trouble with the handling of progress reports only one person 

should be log on; 

V To ACCESS a section, click on the corresponding section; 

V To send it please click on submit; 
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V If you need if to reopen the form already submitted, you should ask JS and justify the 

need. If you are LP or partner you should proceed in the same way by clicking in the 

button send to correct. 

 

 

 

Errors detection:  The system shows if errors have been detected and allows you to edit 

and correct them. Please pay attention to the check errors / without correcting them you 

cannot submit the report. 

2.1 How to give partners access to sub reports? 

2.1.1 !ŘŘ ŀƴ ǳǎŜǊ ŀǎ ǇǊƻƧŜŎǘΩǎ partner  

All partners have to register at least one user. Lead Partners add registered user(s) to 

ǇǊƻƧŜŎǘ ǇŀǊǘƴŜǊǎΩ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ƻƴ ǘƘŜ ǇǊƻƧŜŎǘ ŀǊŜŀΦ  

The Lead Partner has to:  

V Login with his/her email and password (used to submit the project application); 

V Dƻ ǘƻ Ҧ ƳŜƴǳ άtǊƻƧŜŎǘǎ Ҕ tǊƻƧŜŎǘǎ ŀǇǇǊƻǾŜŘέ 

 

V Select the project by clicking on the project title  

 

http://www.atlanticarea.eu/site/registration
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V CƭƛŎƪ ƻƴ ǘƘŜ ǘŀō άtŀǊǘƴŜǊǎέ  

 

Note: LƴƛǘƛŀƭƭȅΣ ƻƴƭȅ ǘƘŜ [ŜŀŘ tŀǊǘƴŜǊ Ŏŀƴ ŀǎǎƻŎƛŀǘŜ ǳǎŜǊǎ ǘƻ ǇŀǊǘƴŜǊǎΩ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ǘƘǊƻǳƎƘ 

the button 

Search the user (previously registered in the website) through its email address and click 

άŀǎǎƻŎƛŀǘŜέΦ 

 

 

 

 

 

 

 

 

 

 

The steps described above should be undertaken for all project partners. Therefore, all 

partner organisations shall have at least one user associated.  

 



¦{9wΩ{ D¦L59 twhDw9{{ w9thw¢ 

INTERREG ATLANTIC AREA PROGRAMME 

atlanticarea.eu                                         9 
 

Note: When several people work on the project and need to access the Project Area, more 

ǘƘŀƴ ƻƴŜ ǳǎŜǊ Ŏŀƴ ōŜ ŀǎǎƻŎƛŀǘŜŘΦ IƻǿŜǾŜǊΣ ƻƴƭȅ ƻƴŜ ƻŦ ǘƘŜƳ Ŏŀƴ ōŜ ǘƘŜ άŀŘƳƛƴƛǎǘǊŀǘƻǊέΣ 

being marked with the symbol: 

                                                                                                                                                                                

¢ƘŜ άŀŘƳƛƴƛǎǘǊŀǘƻǊέ Ŏŀƴ ŜŘƛǘ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ όŀŘŘ ŀƴŘ ǊŜƳƻǾŜ ǳǎŜǊǎύΣ ǘƘŜ ǊŜƳŀƛƴƛƴƎ ǳǎŜǊǎ 

ƻƴƭȅ ƘŀǾŜ άǊŜŀŘƛƴƎέ ǇŜǊƳƛǎǎƛƻƴǎΦ 

 

¢ƘŜ άŀŘƳƛƴƛǎǘǊŀǘƻǊέ Ŏŀƴƴƻǘ ōŜ ǊŜƳƻǾŜŘ  

¶ To change the profile, just click the icon  

To delete the user from the partner organisation click X and OK 
 

 

 

1 

¶   

 

 

 



¦{9wΩ{ D¦L59 twhDw9{{ w9thw¢ 

INTERREG ATLANTIC AREA PROGRAMME 

atlanticarea.eu                                         10 
 

3. The Progress Report for the partner 

3.1 The partner: general structure of the sections to be completed 

The partner progress report allows partners to access to 9 sub sections:  

1. Project identification; 

2. Partnership;  

3. Description; 

4. Work Plan; 

5. Budget;  

6. Expenditures Control; 

7. Financial appendices; 

8. Project appendices.  
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3.1.1 Section 1 - Project Identification 

Just for your information. No need to introduce data in this section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.1.2 Section 2 - Partnership 

No need to introduce data in this section. 
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3..1.3 Section 3 - Description - includes 11 sub-sections 

Among others, it allows to: 

V DeǎŎǊƛōŜ ǘƘŜ ǇŀǊǘƴŜǊΩǎ ŀŎǘƛǾƛǘƛŜǎκ ƎƛǾŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ǿƻǊƪ Ǉƭŀƴ 

implementation, 

V Give information on the European regulations implementation, 

V Give information on the public procurement procedures or open competitions. 

The information provided should always be related to the reporting period. 

On the right side, the form displays the information approved provided in the PAF. In the 

active field Achieved, you should describe the activities developed during the period to 

which the Progress report refers. 

This principle is applicable to others sub-sections. The number of characters available is 

indicated in the fields that must be completed. 

 

e.g. 3.0 - Brief Summary 

 

In this particular case, it should be described the project progress which was achieved by 

the partner in the current period. If applicable, also explain problems/deviations found 

during the current period. 

 

e.g. 3.11- Public procurement 
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Describe the procedures effectively implemented within the public procurement 

procedure applying for awarding contracts or the open competition procedures, 

ŀǇǇƭƛŎŀōƭŜ ǊŜƎǳƭŀǘƛƻƴ ƛƴ ǘƘŜ ǇŀǊǘƴŜǊΩǎ ŎƻǳƴǘǊȅΣ ŘǳǊƛƴƎ ǘƘŜ ǇŜǊƛƻŘ ǘƻ ǿƘƛŎƘ ǘƘŜ ǊŜǇƻǊǘ 

refers. 

1) In this section you must summarise the information related to public procurement 

procedures implemented during the report reference period. You must inform about: 

V Type of institution; 

V Type of procurement procedure;  

V Description of the procured services, supplies or works; 

V Estimated value of the contract at the time of launching the procurement 

procedures; 

V Type of procurement (e.g. open, restricted,...) , legal basis and reasons; 

V Prior publication; 

V Criteria and procedure used to identify. the best or the cheapest offer; 

V Number and type of applicants/bidders participating in the procurement 

procedure; 

V Adjudicated entities. 

 

2) Details/documents regarding the procedure used should be identified and included in 

section 8 project appendices. 

V Terms of reference; 

V Request for offers or procurement publication/notice; 

V Offers/applications received; 

V Evaluation /selection report; 

V Letters of acceptance and rejection; 

V Contract, including any amendments and/or renewals.  

 

3) If no public procurement procedures were applied during the report reference period, 

you must include the following information: No public procurement procedures were 

applied during the present reporting period. 

Project partners are thus invited to proactively contact the relevant first level controller 

and consult them on the information/documents that are expected to be provided. 



¦{9wΩ{ D¦L59 twhDw9{{ w9thw¢ 

INTERREG ATLANTIC AREA PROGRAMME 

atlanticarea.eu                                         14 
 

 

Note : Experience shows that following as being the most common procurement errors:  

V Insufficient publication of procurement procedure (e.g. direct award without any 

prior notification, notification only on national or regional instead of EU-level); 

V Imprecise definition of the subject-matter of the contract to be awarded;  

V Excessively short deadlines for the submission of tenders;  

V Mix-up of selection and award criteria;  

V Use of discriminatory or dissuasive selection or award criteria.  

3.1.4 Section 4 ς Workplan 

All work packages are listed as defined in the PAF. An overview on the achieved progress 

and problems /deviations, if applicable, has to be provided per work package. 

 

 

 

Regarding preparation costs, when the partners' reports are submitted and have financial 

information, the FLC and NA (in the case of Irish the same person) will receive a message to 

access their report. In order to access this information, they should go the Work Plan tab in 

the WP framework Nr. 0 Project  
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On the right side, the form displays the information approved provided in the PAF. In the 

active field Achieved, you should describe the activities developed during the period to 

which the Progress report refers. Also to the other work packages. The number of 

characters available is indicated in the field to be completed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Please explain what was achieved in terms of deliverables during the current period. 

Lƴ ǊŜƭŀǘƛƻƴ ǘƻ ƛƴŘƛŎŀǘƻǊǎ ǇŀǊǘƴŜǊǎ Ƴǳǎǘ ŀƭǎƻ ǊŜǇƻǊǘ ƛƴ άŀŎƘƛŜǾŜŘέ ǿƘŀǘ ǿŀǎ ŀŎŎƻƳǇƭƛǎƘ ƛƴ 

relation to the target foreseen in PAF. (for ex, foreseen 2, accomplish in the current period 

1). 

All the other work packages should be completed accordingly. 
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3.1.5 Section 5 ς Budget 

Most of this section will be completed with data included in section 7. Financial 

appendices. Includes 11 sub-sections. 

However, in sections 5.4, 5.9, 5.10, 5.11 there are fields that should be completed: 

 

On the right side, the form displays the information provided in the PAF. In the active field 

Achieved, you should describe what was completed during the current period. The number 

of characters available is indicated in which one of the fields to be completed. 

 

If in the first progress report preparation costs are reported in section 4 WP0 and in table 

5.7 they will be automatically included to be paid. 

 

 

 

Explain how was used the budget subject to state aid. Max 100 characters 
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Explain how and what type of In-kind contribution were provided during the report period. 

Max 100 characters 

 

1. Investment title with a maximum of 100 characters; 

2. Technical description and justification of the investment with a maximum of 1000 

characters; 

3. Description with a maximum of 1000 characters concerning technical requirements 

and permissions (e.g. feasibility studies, permissions, environmental impact 

assessmeƴǘ ΧύΣ ƛƴŘƛŎŀǘƛƴƎ ǘƘŜ ŦƻǊŜǎŜŜƴ ǘƛƳŜ ŦƻǊ ǘƘŜƛǊ ŀǾŀƛƭŀōƛƭƛǘȅΦ 

 

3.1.6 Section 6 ς Expenditures control 

Includes 7 sub-sections and allows to: 

V Include Tax Regularity declaration; 

V Include Social Contribution Regularity declaration; 

V Indicate the provider or organisation ensuring the FLC; 

V Attach, in PDF format, documents regarding the FLC verification; 

V Attach, in PDF format, the documents related to the National Authority verification; 

V Attach, in PDF format, the documents related to on-the-spot verification; 

V Indicates your status regarding VAT. 

 

 

 

 

1 2 3 
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Sections 6.1 and 6.2 Tax and social contribution regularity declarations 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Regarding the Tax and Social Contribution Regularity declarations and the documents 

that are accepted under sections 6.1 and 6.2 

V PT and SP: declarations are official and the validity date is in the document;  

V FR: fiscal certificate valid for the civil year (so a declaration edited in March will be 

valid until the end of the year); Certificate Social security validity: 6 months .For 

French public partners, the JS will accept self-declarations on the fulfilment of 

obligations regarding payment of Tax and Social Security.  

V L9Υ CƻǊ ǇǊƛǾŀǘŜ ōƻŘƛŜǎ όǇǊƛǾŀǘŜ ŎƻƳǇŀƴȅΣ {a9ΩǎΣ bDhΩǎΣ ŎƘŀǊƛǘƛŜǎΣ ŜǘŎΦύΣ ǘƘŜ 5ŜŎƭŀǊŀǘƛƻƴ 

is valid from a number of months up to a year for tax and social security (one single 

declaration for taxes and social security called tax clearance); for public bodies, self-

declarations will be provided and will be valid until next payment claim. 

V UK: partners just have self-declarations - these will be valid until the next payment 

claim. 
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Sections 6.3 First Level Controller and 6.4 Administrative verifications  

 

You must include in this section all information related to the assigned first level controller. 

As a reminder, the FLC must have been validated by the national authorities. 

Section 6.4  Results of the administrative verifications  

This section allows the FLC to attach, in PDF format, the documents related to the FLC. The 

control reports include a desk control statement, AND the list of documents controlled, as 

well as the documents requested within the process set up at national level. 

Note: The desk control statement and the list of desk controlled documents can be found in 

project area templates. FLCs must also attach all the documents provided by the NA to carry 

out their verifications. 
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Documents to be included: 

V Control report ς certificate of expenditures; 

V Desk Control Statement; 

V List of desk controlled documents; 

V FLC control check list: FLCs must also attach all the documents provided by the NA to 

carry out their verifications.  

You must tick the box «Certified» when all the above documents are included and 

validated. 

 

Section 6.5 National Correspondents supervision  

 

This section allows NA to attach in PDF format, the declarations established by the 

Programme ensuring the supervision of FLC measures, as well as the documents requested 

in the process defined at national level. 
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Note: The Certificate of expenditure - Control procedures supervision statement can be also 

found in project area templates. 

You must tick the box «Certified?» once the section 6.5 has been filled in and the 

supervision statement attached. 

 

Section 6.6 On the spot verification 

This section allows 1st level control  to attach, in PDF format, the on the spot control report 

ǊŜƎŀǊŘƛƴƎ ŎƻƴǘǊƻƭǎ ŘƻƴŜ ƻƴ ǘƘŜ ǇŀǊǘƴŜǊΩǎ ǇǊŜƳƛǎŜǎ ƻǊ ƻƴ ŀƴȅ ƻǘƘŜǊ ǇƭŀŎŜ ŀƭƭƻǿƛƴƎ ǘƻ ǾŜǊƛŦȅ 

in situ the investments, ŜǉǳƛǇƳŜƴǘΩǎ, materials, financed in the framework of ǇǊƻƧŜŎǘΩǎ 

implementation. The on spot control statement and the list of documents controlled on the 

spot, as well as the documents requested within the process defined at national level must 

be attached in this section. 

 

Note: The on the spot control statement and the list of documents controlled on spot can be 

also found in project area templates. 

  

Documents to be included: 

V On-spot Control Statement; 

V List of on the spot controlled documents. 

V Other documents requested in the process defined at national level. 

 

You must tick the box « Certified » when the on the spot control report is attached 

(statement + listing + other documents) and the expenditures declared are validated and 

the possible irregularities mentioned. 
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3.1.7 Section 7 ς Financial appendices  

This section allows you to charge expenditure incurred and paid according to the budget 

approved in the PAF.  

V It lists all the evidences/supporting documents related to expenditure presented and 

paid which have not yet been subject to an ERDF claim. Each probative document 

shall be allocated to one or more eligible expenditure budget heading.  

V Such evidences must demonstrate that those expenditures were really allocated to 

the project (identifying documents with the project acronym or using a specific 

stamp), mentioning the amount (listing the part of document value registered as 

project expenditure) that they were effectively paid and registered within the project 

accounting (by the presentation of accounting listing evidences).    

To add invoices you should click on Add. 

 

 

 

 

 

 

 

 

 

 

 

Then a box is displayed: 








































