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Introduction

Purpose of thè Handbook

The Handbook applies to grants awarded ftjit Leonardo da Vinci Transfer of Innovation (TOI)
projects under thè Lifelong Learning Programme. The Handbook and accompanying reporting
templates complement Annex III of your grant agreement (Guidelines for administrative and
financial management). The Handbook is injended to serve as an aid to beneficiaries and a
management tool for project coordinators. Its principal aims are to:

• help coordinators manage their projects and run them efficiently;

• clarify matters arising from thè grant agreement and its annexes;

• provide practical information that may be referred to throughout thè project's life;

• provide guidance on thè methods qf project monitoring and on thè dissemination and
exploitation of a project's results/products;

• provide guidance on how to handle thè financial side of projects in such a way that
financial statements can be readily drawn up;

• promote thè sound financial management of a project and ensure that thè best
results/products are delivered at reasonable cost;

• encourage smooth relations betweejrj thè parties involved by setting out an operational
framework for thè project.

Target Audience

This document has been produced primarily wijth beneficiaries and project coordination teams in
mind. It is particularly aimed at project coordimators and those on thè project responsible for its
financial management. The Handbook will also| pe a useful source of reference to a consortium's
partner organisations.

Other Documents

This document should be read in conjunction \vjith your grant agreement, thè respective Cali for
proposals and LLP Guide. In case of contradictkjns between this project handbook and thè grant
agreement thè rule of thè grant agreement on page 2 applies.
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1 Management of your Project

1.1 Role of thè National Agency

The National Agency (NA) operates as a partner for thè European Commission. Whilst thè
Commission deals with policy setting and programme definition, thè NA is in charge of
programme implementation for ali decentnalised actions and aims to provide programme
beneficiaries with a comprehensive administrajipn and support service.

The NA has a mandate to manage thè whole
Cali for proposals, selecting thè projects, issi

ifecycle of projects. This includes publishing thè
ng thè grant agreements, monitoring thè projects

through to closure, control and audit of supported activities and of use of thè grants, and reporting
on thè results.

During thè project lifecycle thè NA provides
helping them to be successfui, bringing them i
thè dissemination of results.

The NA manages thè reporting and assessment
to grant beneficiaries.

upport for thè projects that have been launched,
o contact with each other and assisting them with

elements of running projects, and makes payments

Once projects are complete, thè NA provides reedback to thè Commission on thè results of thè
projects and on thè results of thè Cali in generai so that this may inforni future policy.

1.2 Your project in thè lifecycle of trae Leonardo da Vinci Programme

The Lifelong Learning Programme is impietri
response to which you submitted an application
With thè help of external experts, thè NA eval|
community funds for thè realisation of thè projeji
by thè Leonardo da Vinci action, it is expected
programme was established. The filli results of thj<

jnted via an annual EU Cali for proposals in
[òr funding under thè Leonardo da Vinci action.
jated your application and decided to allocate

you proposed. Because your project is funded
contribute to thè policy priorities for which thè
selection are published on thè NA's website.

Your project starts with thè signature of thè grani agreement by thè NA and you and then follows
thè workplan that is included in that agreement,
carry out a number of activities and follow thè m
finances thè costs incurred in carrying out thè project activities from thè beginning until thè end of
thè eligibility period set out in thè grant agreemenj. Any project activities occurring outside of thè
eligibility period are not eligible for funding.

[hrough thè implementation of your project you
;stones according to thè work pian. The NA co-

The co-financing of your project is implement
agreement. At thè beginning of thè project thè N
which amounts to a percentage of thè maximum

according to thè rules set out in thè grant
transfers to you a first pre-financing payment

tommunity contribution to thè project costs set

5/
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out in thè agreement. Depending on thè dunation of thè project, there may be a second pre-
financing payment. (In some cases thè NA may seek a bank guarantee or require other conditions
to be rtìet, depending on thè risk involved, to prevent a loss of EU ftinds before these pre-financing
payments can be made.) At thè end of thè project and after approvai of thè project results, analysis
and approvai of thè costs incurred, thè NA wi 11 execute thè final payment or recovery of unused
funds which is made up of thè total eligible coqtribution less thè payments already made.

To enable thè NA to monitor and assess thè
submit a Interini Report and a Final Report. F
not be required. Generally speaking, thè NA
project and thè quality of its results. As pari
organise a yearly project management meetin
project grants.

ichievements of your project, you are required to
shorter duration projects thè Interini Report may

jses external expertise to assess thè progress of a
)f thè monitoring activity, thè NA is required to
with ali beneficiaries of Leonardo da Vinci TOI

If during thè project's lifetime thè need for mèdifìcations to thè grant agreement arises, you may
request an amendment to thè NA that has thè right to accept or refuse it.

Dissemination and exploitation of your project and its results are very important as they determine
thè extent to which your results reach their int
dissemination in particular can lead to dupli
therefore that you pian thoroughly your d
beginning of thè project.

After thè project's closure, thè NA, thè EC and
launch an audit to verify thè accounts. The gn

ided audience and are subsequently utilised. Poor
ited effort and wasted resources. It is important
semination and exploitation strategy from thè

anybody mandated by them reserves thè righi to
int agreement includes a specifìc requirement to

keep records for a number of years after thè closure of thè project. The NA may also undertake on-
the-spot checks during thè lifetime of your project.

After your project has been closed thè achieyed improvement or project result/s should be
sustainable. Sustainability means that cruciai aqtivities and results are maintained and continue to
deliver bènefits to thè target group, structure, sector or system after thè end of thè EU funding.
Ideally, thè sustainability of a project also generates impact, That means direct or indirect long-
term effects on actors, structures, sectors or systems beyond thè originai project environment.

These areas are now presented in more detail in
representation of thè project lifecycle can be seej

body of this document, whilst a graphical
in thè flowchart which follows.

6/
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PROJECT LIFE CYCLE

SUBMISSION OF PROPOSALS

C=^
ASSESSMENT OF PROPOSALS cr^> • SàEcffowtóstai ' • .;- . cr^ CofreMcàm , "• '

Submission ofproposals to the
NA.

The evaluation of proposals is
undertaken by experts according to
a number of criterio established
within each Cali far Proposals.
which takes ìnto account both
formai andquality elements.

Lists of successful grant
applications are established. AH
applicants are contacted:
successful applicants receive
individuai notiflcations ìndicating
the exact status of their projects.
UnsuccessfuI applicants receive

feedback on reasons far rejection
and weaknesses / shortcomings in
their application.

Applicants who have been successfuì
in the selection process receive a
grant agreement from the NA. The
Agreement ìndicates the grant
awarded and sets out the Financial
rules to he applied.
Payments are usually made in
instalments.

Ifthe grant agreement requires it beneflciaries have to submit a
Interini Report providing Information on project
implementation and expenditure incurred thusfar. The report is
assessed and only after its acceptance the second instalment
canbe paìd.

At the end of the project, a Fina! Report is submitted which
provides information on project implementation, results
achieved and expenditure incurred. The report is assessed and
given a rating and it is the rating which dictates \vhether the
fina/ payment is mode in pari or in fu/!. Once the project is
closed, the NA/Commission may carry out an audit within 5
years ofthe payment ofthe balance.

ofthe project through its life-cycle.
On-the-spot project visiti and
Thematic Monitoring initiatives are
undertaken in some cases.

The^Eligibility Period is the lime
during which expenses con he
incurred and covered by the
European Communities ' grant. Tìie
length of the eligibility period
depends on the project duration.
Planned project activities are
carriedout.

DISSEMINATION AND EXPIOITATTON
OF RESULTS

WITHIN AND BEVONO PROJECT —•

UFETIME SUSTAINABIUTY: CRUCIAI
ACnVITIES AND RESULTS ARE

MAINTAINED
BEYONP PROJECT LIFETIME
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1.3 Monitoring of thè Project by ti

1.3.1 Purpose

NA

The NA is responsible for monitoring ali thè srojects that have been successful in securing
funds from thè Lifelong Learning Programmi:. The main purpose of thè monitoring is to
provide support for each project, offering guipance and advice that can be integrated by thè
project team as it endeavours to achieve a suqc essfui outcome. The monitoring is also aimed
at ensuring that projects are aligned with, and are fulfilling their stated objectives and
continue to merit thè public funds that have been allocated to them. Monitoring also allows
good practices and lessons learned to be identiried so that others may benefit from them.

To carry out thè monitoring of each project, thè NA may appoint a member of thè NA staff as
a point of contaci: a project manager or a project officer. This person is responsible for
project monitoring on a day-to-day basis and
NA and thè project coordinator. In addition,
monitor thè financial matters of thè project as ar

thè channel of communication between thè
i NA financial officer may be appointed to
when thè need arises.

The project coordinator can communicate with thè NA's project manager or project officer by
telephone, email or post. However, ali important NA decisions will be communicated in
writing and addressed to thè project coordinato^ or to thè legai representative, depending on
thè nature of thè communication. The NA will raot communicate with a third party without thè
prior written authorisation of thè project coordjrjator. Orai information or agreements are not
legally binding.

1.3.2 What kind of monitoring?

The monitoring may be performed in one or motó of thè following ways:

assessment of thè work carried out and reported by thè project (desk check; for
this thè NA normally uses external expertise to analyse and assess thè reports);

visit by NA representatives to trjej premises of thè beneficiary/coordinating
organisation (on-the-spot check);

visit by NA representatives to a project event or partnership meeting;

thè project and report back to thè NA;visit by experts to review thè work ol

visit by project representatives to the| TJsIA;

invitation to project representatives o visit thè NA to participate in an event
organised by thè NA.

Visits by NA representatives may be undertiken by NA staff, external experts or a
combinat ion of thè two.

The above list is not exhaustive - additional proj
response to new needs that arise.

t monitoring methods may be developed in

8/36
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Jf thè monitoring requires a visit to ypur premises, thè NA will confirm in advance and in
writing thè purpose of thè visit, thè issues to be addressed and, where appropriate, a list of
documents that should be made available or s|Jbmitted in advance. The NA's representative
and thè project coordinator will work togethe
prepared.

to ensure that thè visit is well planned and

On occasion, thè NA may request that thè legai tepresentative attends a particular meeting.

The NA is expected to provide formai feedback tp thè beneficiary after any monitoring visit.

1.3.3 Visit to thè benefìciary/coordinating organisatìon (on-the-spot check)

An on-the-spot check at thè beneficiary/coordinbking organisation can take piace at any time
during or after thè lifetime of thè project. On-uie-spot checks may take piace at thè piace
where thè activities happen (during action) or at thè premises where thè beneficiary keeps his
administration and bookkeeping. As for thè act vities that take piace abroad, thè National
Agency of thè country of origin of thè trainees <tan organise checks at thè host organisations
abroad.
Alternatively thè sending NA can agree with thè National Agency of thè hosting country to
perform checks on its behalf or undertake thè check together. At any rate, thè NA that has a
grant agreement with thè beneficiary remains ujtimately responsible for thè checks of its
beneficiaries, both in terms of quality of thè chec
follow-up actions towards thè beneficiary.

undertaken and in relation to thè necessary

At a more detailed level, thè visit will focus olii thè follow-up of thè work pian, project
outputs, Communications, administrative practicesl project documents as well as on generai
questions relating to thè financial and contractual management of thè project.

The NA shall announce on-the-spot checks in a fc
thè purpose of thè contrai, agree on practical arrai
and supporting materials so as to ensure their pres|
check. In view of preparing thè visit, thè NA shall

- a list detailing thè documents, materials and ini
for inspection;
- a questionnaire that will allow thè check to be ci
to be completed by thè beneficiary in advance of ti

nal way to thè beneficiary so as to explain
^ements, identify thè required interlocutors
nce and availability during thè on-the-spot
jnd to thè beneficiary:

Drmation to be prepared or made available

rried out in an efficient way and may have
IP vioitvisit.

The project coordinator is required to attend and, if thè beneficiary and coordinating
organisations are different, thè NA may also request thè participation of a representative of
tKo Vw> M o-fi/•» i a t* \ rtt*rramcat ir\ TJî  M A tno\ olc/k tv»/"ii 11» et tnf* att^M/ianr*^» r\ tliÉ> «<=»*"£/"\thè beneficiary organisation. The NA may alsi
responsible for thè financial management of thè pn
representation will be dictated by thè reasons for ti
thè NA's side, thè NA project officer/s may be ai
visit may be solely undertaken by an external expe;

request thè attendance of thè person
|ect. Generally speaking, thè project team

visit and thè items to be addressed. On
mpanied by an external expert/s or thè

9/36
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The documents which should be made availabl
be specified by thè NA in advance. These c[
following:

• any results/products available at th

• partner agreements (recommendab

for thè NA during thè on thè spot check will
uld include, but may not be limited to, thè

time of thè visit;

minutes of thè consortium meeting^;

documents related to products;

copies of thè money transfers to thè

documents related to financial mon

subcontracting agreements and invc

for ali projects);

partners;

toring (e.g. internai reports);

accounting records

internai and external evaluation rep<j)|ls, including results of testing;

quality pian;

ces;

• dissemination and exploitation
commercialisation agreements whei

• sustainability pian

• publicity material.

1.3.4 Visit to a consortium meeting and/o\, including intellectual property and

appropriate;

project event

The NA may attend a project event or a consortium meeting as an observer in order to become
acquainted with thè progress of thè project. Ifl
partner would generally be expected to describe)
project and demonstrate their activities and
accompanied by an external expert.

The NA representative may also wish to

he visit is to a consortium meeting, each
iuring thè meeting their contribution to thè
utputs. The NA's representative may be

cover specifìc areas related to project
implementation. In this instance, thè NA may tbke thè opportunity to cover management
issues at a separate meeting with thè coordinator and other project representatives. This
would follow thè format of thè on-the-spot visit dqscribed above (section 1.3.3).

1.3.5 Invitation to Visit thè NA

The project coordinator and others from thè projeot team may be invited for a meeting at thè
NA's premises. The documents that thè coordinator will be expected to bring will be specified
by thè NA in advance. See thè documents listea in section 1.3.3 for thè documents that are
most likely to be requested. The coordinator/coordinating team may be asked to give a
presentation outlining thè current status of thè projuct and its outputs.

10/3d
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1.3,6 Invitation to an event organista by thè NA

The NA has to organise at Jeast one projed management meeting per year in order to acquaint
beneficiaries of Leonardo da Vinci project grants with thè rules and good practices for project
and grant management. The participation in these meetings is mandatory. (Artide III.5 ofthe
grant agreement refers.)

The coordinator may also be invited by thè p
thè project. The expenses related to thè
eligible costs and should be covered by thè pii

A to participate in other meetings and to present
rticipation in such meetings are considered as

roject's budget.

11/36
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1.4 Interim Report and Final Repprt

1.4.1 Purpose ofthe Reports

Reporting on your project's progress and achije|vements is both a cruciai and beneficiai part of
thè project management process. The assessment of thè reports enables thè NA to take a
decision on thè continuation ofthe project and also leads to thè launch ofthe next payment,
whether thè second pre-financing or thè final payment or recovery.

liDepending on thè duration of your project, you will be required to either submit a Interim
Report and a Final Report or simply a Final Report. The Interini Report provides thè NA with
a mid-term update on how a project is advancing against originai plans and budgets whilst thè
Final Report is due at thè end ofthe project thus allowing an overall evaluation ofthe project
and ofthe use ofEU funds. I

Reminder: projects of 18 months' duration or
unless explicitly required by thè grant agreemei)

ss are not required to submit a Interim Report

In order to provide a practical and structured raeans for a project to report its progress and
achievements, thè NA has prepared report templates including a financial reporting table. The
link to thè templates can be found further down in this section.

The templates take thè different requirements oF reporting at thè mid-term or end of a project
into account. The approach that has been taken is expected to facilitate compliance with
reporting obligations as well as to enable thè identification of best practice and thè extraction
of qualitative and quantitative analysis and statis|t|cs.

/. 4.2 Reporting period

At thè mid-term point of a project, thè Interim Report becomes due. In order to allow projects
time for report preparation, thè reporting period far thè Interim Report runs from thè start date
ofthe project unti! one month prior to thè submission date ofthe report. For thè submission
date of your Interim Report please refer to Artic e V of your grant agreement. The Interim
Report may not be submitted earlier than thè da|tp cited in your grant agreement as it must
cover thè period referred to above.

For thè Final Report, thè reporting period cc
submission date falls two months after thè end of {

1.4.3 Project Outcomes and Results

Ì
ers thè entire project duration and thè
e project.

Two copies of each product generated by thè project should be submitted with thè Interim and
Final Reports. Any other piece of information thai thè project deems to be relevant for thè
assessment such as meeting minutes, testing resulta etc. should be attached to thè report.

/. 4.4 Processing thè Reports

Each report must be submitted to thè NA by thè
Late submission may considerably delay thè proc
which may in turn cause payment of due funds to

-•adline indicated in thè grant agreement.
s of analysing and assessing thè report
Ielayed.

12/36
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In generai, thè NA uses external experts to help! with thè analysis of thè reports, thè evaluation
of thè quality of thè work accomplished and thè formulation of an overall assessment. The
experts engaged by thè NA are obliged to declare up front (i.e. in advance) that no conflict of
interest exists in relation to thè projects they are! asked to assess.

Projects are bound to provide information when requested.

If a report is incomplete (for instance, some parts are missing or incorrect) thè NA may
request that further information be supplied and provided through thè submission of a new,
updated version of thè report. The NA will specify thè form in which thè additional
information should be submitted. In these casps. thè period foreseen in thè grant agreement
for payment will be suspended until thè additional information has been received by thè NA.

In addition, there are a number of elements that are indispensable for thè NA to carry out an
analysis of thè report. The absence of any of these elements would render thè NA unable to
assess thè report and would thus lead to a rejecjipn of thè report until thè missing information
had been provided.

Rejection will occur if:

• The signature of thè legai represeijijative is missing (thè signature of a person
other than thè legai representative cannot be accepted);

• The report is not complete (parts are missing, sections are not filled in);

• The fmancial reporting tables (electrpnic version) are incomplete or missing;

• The report has been submitted using wrong templates;

• The report has been submitted in a j^nguage other than thè working language of
thè consortium.

Based on thè experts' assessment and thè recor
decision with regard to thè establishment of thè
is not complete and additional information nee
dependent upon thè positive evaluation of thè ref

icndations they make, thè NA takes a fmal
hai grant amount. In thè event that thè report
|s to be submitted, thè payment, which is
m, will be delayed.

Once thè assessment is complete, thè NA will inftìrm thè project of thè final evaluation i.e. its
decision and feedback on thè progress and achievements of thè project, as well as on thè fmal
grant amount and on thè amount of balance payment or recovery due. The letter will also
specify thè conditions and timeframe for appeal against thè NA proposai for closure.

1.4.5 Exchange rate for/inondai statemene (reporting)

According to Artide V of thè grant agreement ali amounts in thè reports shall be declared in
euro. For that purpose thè beneficiary shall convert any actual cost incurred into euro. This
rate shall be applied for ali costs incurred in thè period from thè date of transfer of thè related
pre-financing payment until thè date of transfer ofjtfie next pre-financing payment.

Please note that thè exchange rate stipulated in thè) trant agreement does not only apply to thè
beneficiary but must also be followed by ali thè parfners of thè consortium.

13/36
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1.4.6 Payment arrangments

If thè grant agreement covers more than 18 months and therefore foresees several instalments
thè articles of thè grant agreement on paymenl arrangements (in thè "Special Conditions")
rule that "full payment of thè second instalment may not be made until at least 70% of thè
first pre-financing payment has been used up."

That means that beneficiaries can nevertheless
amount. The following in thè article makes this p

"Where thè consumption of thè previous pre-financing is less than 70%, thè amount of thè
second pre-financing payment shall be reduced
financing."

1.4.7 Specifìc requirements far thè Final Repot

sk for a second payment - bui not thè full
ain:

by thè unused amounts of thè previous pre-

The Final Report becomes due after thè end of th
on and evaluated in its entirety. Consequently,
agreement should be complete and products final

project allowing thè project to be reported
project activities agreed upon in thè grant

ed by thè time thè report is submitted.

If you manage to finalise thè project before thè contractual end date, you may submit your
final report before thè due date for thè latter.

The assessment of thè Final Report includes thè following elements.

An appraisal of thè project implemen
products. In addition to analysing th(;
this includes checking that thè ac
correspond to thè activities that were

An evaluation of thè eligibility of

ation and quality of thè project results and
existence and quality of individuai results,

ikities carried out to achieve thè results
sfined in thè approved application.

ieclared expenditure and of thè project's
adherence to its budget, as well as in relation to activities actually undertaken.

A verification of thè measures takerj to guarantee thè successful dissemination
and exploitation of thè project's results and products.

A verification of thè measures taken te ensure thè sustainability of project results.

1.4.8 Weak implementation of a project

As stated in thè grant agreement, "if thè action \\y or late, thè NA may reduce thè grant inji

implementation ofthe action..." (Article 17.5)

not implemented or implemented poorly,
ially provided for in line with thè actual

The experts carrying out thè final assessment wil
made up of a 'qualitative1 grade and a numerica
quality ofthe products as well as thè performance
consideration thè project objectives defined in thè i

give an overall judgement on thè project
rating. The values given will reflect thè

qf thè consortium. They will also take into
rk pian.

The rating values - which diciate thè precise level
O to 10, where O is at thè bottom ofthe rating scà
recommended by thè external experts and confirme e

f reduction ofthe grant, if any - run from
e and 10 is at thè top. Where thè rating
by thè NA lies between O and 4, thè NA

14/36



may decide to have thè project reassessed. I
experts differ, thè final Consolidated rating v

Where thè rating faJls between O and 4, a
eligible staff costs wiJl be implemented accoif
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i reassessment is carried out and thè views of thè
II be deterrnined by thè NA.

pduction of thè Community contribution to thè
ling to thè following scale:

Final Assessment

Grade

Very Good

Good

Acceptable

Weak

Very Weak

Mating

10

9

8

7

6 J_

4

3

2

1 I
0

Corresponding reduction lo
eligible staff costs in thè final

1 Community contribution

"1
0%

25%

50%

75%

85%

As mentioned above, thè reduction will be app
amount is identified, thè corresponding gran
accordance with thè maximum co-financing pere

Example

ed to thè total eligible staff costs. Once this
to thè staff costs will be calculated in

; itage established in thè grant agreement.

A project with a co-funding ratio of 75% and
been assessed as having a weak implementatior
reduction would be applied as follows:

eligible staff costs of 100.000 EUR has
and has been awarded a rating of 4. The

Total eligible staff costs:
% reduction to eligible staff costs:
Actual amount of reduction (= A x E)
Total eligible staff costs after reduction (= A - C):
EU co-funding ratio:
Total grant towards staff costs (= D > E):

(A)
(B)
(C)
(D)
(E)
(F)

100.000 EUR
25%

25.000 EUR
75.000 EUR

75%
56.250 EUR

In addition, thè external expert may recommem
categories be reduced where it is considered th
execution of thè project or not justified by thè work
etc.

At thè Interini Report stage, another System will be ut
project about its performance. At this stage thè level

15/36
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eported e.g. travel costs, equipment costs

Liped as a means of giving feedback to thè
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on any subsequent pre-fìnancing payment. INevertheless, thè NA may decide to reject thè
report ifit is incomplete (Artide 15.4 of thè gijant agreement) or hold back thè payment if it is
assessed as very weak. Decisions will be takep on a case-by-case basis.

In thè event of renewed rejection, thè NA riserves thè right to terminate thè agreement by
invoking Artide 11.2(b) of your grant agreement.

1.4.9 Termination of thè grant agreement

According to Article 11.2(b) "thè NA may
indemnity on its part, if thè benefìciary fails
him under thè terms of thè agreement, includir
substantial obligation.

Article 11.3 rules thè procedure of thè terminal
three examples are given below:

;ide to terminate thè agreement, without any
fulfil a substantial obligation incumbent on
its annexes". Correct reporting is of course a

3n. In order to clarify thè rules of this article

Example 1
The benefìciary receives thè registered letter (ncjtice) on 1 July and does not react: termination
takes effect on 31 July.

Example 2
The benefìciary receives thè registered letter (nbtice) on 1 July and submits observations by
30 July thè latest; thè National Agency receives thè observations on 5 August and does not
react at ali to them by 4 September or gives wriiten disapprovai by 4 September: termination
took effect on 31 July. Please note that it is thè date in thè notification that determines thè date
oftermination.

Example 3
The benefìciary receives thè letter on 1 July andi bubmits observations by 30 July thè latest;
thè National Agency receives thè observations on 5 August and gives written approvai before
4 September: no termination and thè benefìciary js bound to ensure continued fulfilment of
his contractual obligations.

Please note that "days" are calendar (and not working) days.
T

Regarding thè effects of thè termination, Article
"where thè NA is terminating thè agreement on thj
produce thè final technical implementation rei
deadline...and thè benefìciary has stili not compii}
following thè written reminder sent by thè
expenditure incurred by thè benefìciary up to ti
shall recover any amount if its use is not substi
reports and fìnancial statements approved by thè

.4 of thè grant agreement stipulates that,
grounds that thè benefìciary has failed to
rt and financial statement within thè
with this obligation within two months
...thè NA shall not reimburse thè
date on which thè action ended and it
tiated by thè technical implementation

1A".

Please note that "failed to produce" refers not only io thè situation where thè report was not
submitted at ali but also to thè situation where thè report has been twice or more times
rejected and where consequently thè agreement has been terminated.

16/36
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If you fail to produce thè interim report or thè final
thè beginning of thè eligibility period becomes in<:

1.4.10 Grave breach of contractual obligations

According to Artide 12 of thè grant agreement i
can claim "financial corrections" on top of th
reduction of thè grant.

The notion of "serious breach of contractual obli

rise to a declaration of "serious breach of
possible failures to comply with contractual oblij^tions. Nevertheless, when managing grant
agreements, thè following situations might give
contractual obligations":

• if thè conditions contained in clauses in

report that means that ali expenditure from
ligible.

case of grave breach of obligations thè NA
effects of termination and on top of thè

ations" cannot be defined in advance for ali

terminate thè agreement unilaterally are ftilplled;
if a beneficiary fails to comply with thc
industriai property rights:
if a beneficiary fails to comply with thè eia

lodel grant agreements entitling thè NA to

clauses on thè respect of intellectual and

ases on thè respect of confidentiality:
thè refusai to permit and support thè perfo;'mance of checks and audits in compliance
with thè relevant contractual entitlermnts also indicates a "serious breach of
contractual obligations";
cases of enforced recovery due to problemls in thè execution of thè grant agreement.
failure of thè beneficiary to comply with nis obligation to quote thè European Union
as a donor, after a formai reminder has been addressed to him, might constitute a
serious breach of thè grant agreement;
non-compliance of thè beneficiary with me obligation to produce and/or submit
interim or final reports of whatever kind on thè operation or action co-financed by thè
National Agency, after a formai reminder has been addressed to him, represents an
indicator for a "serious breach of contractipl obligations".

This list of indicators is not exhaustive. Where ba
seriously thè objectives of thè grant agreement
with regard to thè ir financial, reputational or
Commission it could also be regarded as a serious

>ad performance of thè beneficiary endangers
depending on thè assessment of thè facts

unctional impact for thè NA and/or thè
breach of contractual obligations.

1.5 Disseminatici! and Exploitation of Results

1.5.1 Purpose of dissemination and exploitai ion activltles

Signifìcant emphasis is placed on thè impact of EL co-financed projects and on thè concrete
plans for ensuring that what they produce will be kyidely known about and widely used. The
results generated, thè lessons learned and thè experience gained by each project team should
be made available to thè widest possible audience.

The primary means of making this happen are
exploitation of results, also known together as
maximise thè impact of project results by optimis

he twin activities of dissemination and
valorisation. Their key objective is to

rjg their value, strengthening their impact,
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transferring them to different contexts, integrati
actively in systems and practices at locai, region^

Well-planned and well-executed dissemination
bave a reach beyond those directly involved in t
beyond thè project's lifetime.

/. 5.2 What are project results?
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them in a sustainable way and using them
, national and European levels.

md exploitation ensure that project results
consortium and an impaci that is sustained

Project results are thè products, methods, expeii
realise. Broadly speaking, there are five main cat

snces and policy lessons that projects may
2gories of result of which thè first three are

aireci projeci resuiis ana ine secona iwo are i
results (see also thè generic typology of project re
of results section of thè LLP Guide).

Resoli Category

Products

Methods

Experiences

Policy lessons

• reports and compara

• handbooks and traini

• innovative educaticr

• new curricula and q i

• guidance materia! f :>

• demonstrator, proto t.

• online education an:

• conferences and cu t

• seminars, debates an

topic;

• cooperation processe

• managerial lessons 1

• exchange of ideas ai

• experience gained t
undertaking of trans

• experience gained b;

• exchange of experie
of networks.

• drawn from thè ove
or from individuai
effective;

• fed back to inforni p

18/36

aireci projeci resuiis or programme-ievei
;sults in thè dissemination and exploitation

Examples

ive studies;

ng tools;

and training modules;

alifìcations;

• new approaches and methodologies;

/pe;

training materia! (e-learning);

ira! events;

1 symposia.

of thè participants within a certain field and

s and methodologies;

;arned and know-how;

<i good practice.

y thè project partners in thè management and
iitional partnerships;

/ individuals, e.g. from mobility periods;

nce and best practice through thè establishment

•ali experience of projects within a programme
projects that are particularly innovative or

olicy making e.g. in thè Lifelong Learning field
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European Cooperatici!

within thè Commission and within member States.

• new or extendea

• transnational shar

• cross-cultural dia

• new dialogue ano

1

iuropean partnerships;

ing of experience and best practice;

ogue and co-operation;

partnerships between EU and non-EU countries.

The different categories of results may requij"
exploitation. Por example, tangible results sud
actual items, graphical representations and
'experiences' may require alternative methoc
interview analysis and accreditation programme

different approaches for dissemination and
as 'products' may be easily demonstrated with
imples whereas intangible results sucri as

of demonstration such as survey results,

1.5.3 What are thè dissemination and exploitation of results?
I

The activities of dissemination and exploitatipp are closely related but distinct from one
another.

Dissemination can be defined as a planned procbjss of providing information to key parties on
thè quality, relevance and effectiveness of thè results of programmes and initiatives. It occurs
as and when thè results become available.

Exploitation means making use of and derivine benefit from (a result). In thè context of
project results it primarily involves "sustainabilitw" and thè process of "mainstreaming":

Sustainability means that cruciai activities and results are maintained and continue to deliver
benefits to thè target group, structure, sector or System after thè end of thè EU ftinding.
Sustainability can be best achieved within thè cpnsortium because thè take-up of thè project
results outside thè project environment (see ] pelow) is not within thè contro! of thè
consortium.

Mainstreaming is thè planned process of transféijring thè successful results of programmes
and initiatives to a wider context: policy-maker
originai project environment (in locai, regionalJ

stakeholders and "end-users" outside thè
national or European systems) adopt, for

example, tools or practices developed by thè project.

1.5.4 How to pian your dissemination and exploitation

Having a strong pian for dissemination and exphj
priority for a Lifelong Learning Programme-f
dissemination and exploitation work packages fori-ned a mandatory part of your application
package. Creating thè pian early on ensures tha|
centrai to your project from thè beginning.

In planning these activities, thè project team sh
questions:

Which problems does thè project

tation from thè start of a project is a key
nded project. It is for this reason that

your intended users and their needs are

jld be addressing thè following kinds of

? Which needs does thè project address?

19/36



LIFELONG LEARNING PROGRAMME i
Project Handbook 2009

Leonardo da Vinci - Transfer of Innovalion

What are thè expected results?

Who are thè users/interested sectoj who will benefìt from thè project's results?

Time should be spent on establishing who is expected to use thè project's results and taking
account of their needs. This should include ali potential users, not just those from your project
consortium itself. Plans should allow for conjsjjltation with, and thè involvement of, users
during thè project's lifetime.

The key elements of thè pian are:

• The types of dissemination and ^ploitation activity that will be used - thè
methods and mechanisms;

The resources that will be required

The timetable for thè different activ

The strategy for extending thè
(sustainability).

people and budget;

tes;

activities beyond thè project's lifetime

Once established, thè dissemination and exploitation pian should be regularly reviewed and
where necessary revised in light of thè project's evolution. Any adjustments to thè pian should
be described in thè Interim and Final Report|
Handbook).

For more detailed guidance on writing a dissem
DG EAC website at thè following address:

http://ec.europa.eu/dgs/education culture/valorisation/index en.htm

that you submit (see section 1.4 of this

rlation and exploitation pian please visit thè

Amongst otherthings, this includes The EU's 5-stage pian for dissemination and exploitation'
along with a dissemination toolkit and suggested mechanisms for both valorisation activities.

Please note that there are special conditions in thè grant agreement that relate to dissemination
and publicity (Artide X.3 and 4 Special Conditions and Artide 5 General Conditions). Please
note also thè requirement for beneficiaries to continuously document thè progress and results
of thè project in thè programme database ADAM.

1.5.5 Recognition of Commission funding and use ofLLP lago

Project publications and results that are distributet must make reference to thè co-fmancing
that thè Commission has provided and present thè LLP logo. This visibility increases generai
awareness of thè Lifelong Learning Programmo^ and helps ensure thè continuation and
longevity of its operation.

The LLP logo can be found at:

http://ec.europa.eu/dgs/education_culture/publ/grapnics/identitv en.html
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http://ec.europa.eu/dgs/education cultur /publ/graphics/aeencies/use-translation.pdf

Failure to acknowledge thè Community funding
activity being declared ineligible. Por exampe
research and publication, if thè publication fai
research could stili be considered eligible bijt
ineligible.

may lead to thè costs related to a particular
, in thè case where thè activities included
s to mention EU funding, then thè costs of
thè costs of publication could be declared

1.6 Amendment Requests

As indicated in your grant agreement, any amendment to thè grant conditions must be thè
subject of a written supplementary agreement. (Artide 13)

The amendment request must duly justify thè
reserves thè right to reject an amendment reques

reasons for thè proposed changes. The NA
that is not justified.

It is important to understand that thè amendment should not be requested retrospectively i.e.
changes that have in reality already been carnea out prior to thè submission of thè request
cannot be retroactively requested. In particular, retroactive changes to thè eligibility of costs
through an amendment may only be accepted in exceptional cases due to extenuating
circumstances.

Any request for amendment has to be submittec to thè NA at least one month before thè
closing date of thè action. (Artide 13.3)

Any amendment request must be submitted to tht
signed by thè legai representative of thè benefìc
agreement or his/her legai replacement.

by an officiai letter or form (see below)
ary, that is, thè person who signs thè grant

1.6.1 Amendment request using a specific (empiate

To request an amendment, please use thè forme 1 Amendment Request form which can be
found on thè NA webpage (see link on thè front jiage of this document). Mere you will find
thè templates for requesting an amendment tp thè grant agreement for thè following
circumstances:

A - Replacement of thè beneficiary organisation o
beneficiary organisation
B - Partner(s) withdrawal
C - New / replacement partner(s) joining thè proje
D - Changes to thè work programme
E - Change of bank account
F - Changes to thè thè project duration
G - Changes to thè reporting schedule
H - Changes to thè budget
I - Other

change of name and/or statute of thè
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7.6.2 Amendment request without a specijìc tempiale

The following sections describe cases where us

Chance of coordinatine organisation

of thè form is not needed.

If your request is to change thè coordinating organisation - whilst thè beneficiary organisation
remains unchanged — it is not strictly necessary to use thè form if thè new coordinating
organisation is an existing partner in your comiìortium. This is because thè change of thè
coordinating institution does not necessitate chaiWes to thè grant agreement.

.
Notabene: If a partner that is new to thè project issumes thè responsibility of thè coordinating
organisation, then you should use thè form u
section C.2, in thè box "Tasks taken over by tji<
tasks amongst ali partners".

|er section 1.6.1 above and indicate this in
new partner and/or (re)distribution of thè

Where necessary, a new work pian with thè tasi
new budget breakdown should be submitted.
Amendment Request forms to notify thè NA of tro

distribution broken down by partners and a
fllease use thè appropriate sections of thè

change s requested.

Chance ofthe versori of Project coordinator

A change ofthe person acting as project coordinaior does not require thè amendment request
form to be used. A letter informing thè NA about thè reasons for thè envisaged change and
stating that there is no objection from thè projjpct partners to thè change of thè project
coordinator is sufficient.

The letter should include a description of thè
coordinator. It must also include ali thè new eoo
number, address, email, etc).

Chanee ofleeal representative ofthe beneficiary

competences and experience of thè new
inator's contaci details (telephone and fax

reanisation

In this case it is not necessary to use thè amendment request form. A simple letter with an
officiai document confirming thè designation ofthe new legai representative is sufficient.
Examples of officiai documents include statutes and minutes ofthe Board.

The letter should include ali thè contaci details of |he new legai representalive (telephone and
fax number, address, email, etc).

1.6.3 Cases where an amendment request
breakdown per heading)

An amendment request relating to an adjustmenl
when thè transfer between budget headings (staff,
does not exceed 10% ofthe amount of each headir
intended (Artide III.4).

NOT necessary: change to thè budget

thè budget breakdown is not necessary
(ravel, equipment, subconlracting, others)
of eligible costs for which thè transfer is
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In ali other cases of a budget change an amen
1.6.1)

When assessing your Final Report, thè NA will
as long as they stay within thè threshold of thè rii

This rule is not applicable to indirect costs as thì
costs.

Please note that it is not possible to modify thè
percentage of community funding.

nent request is necessary (see H in section

^ccept declared costs that exceed thè budget
above (by budget heading of cost).

are always limited to 7% of eligible direct

otal budget, thè amount of thè grant or thè

Example

If you intend to increase thè budget allocated to
formai amendment request is necessary. The ir
level of increase.

staff from EUR 70.000 to EUR 76.000, no
irease does not exceed thè permitted 10%

2 Financial rules

The following fìnancial rules must be read togeth
Cali for proposals and LLP Guide.

r with your grant agreement, thè respective

The following sections apply to thè beneficiary are
(e.g. thè rules on staff costs apply to ali partners of thè

ali its partners within thè consortium
(ionsortiurn including thè beneficiary)

2.1 General Provisions on Eligibility off Costs

The generai context, nature and amount of expejrjditure will be considered when assessing
eligibility.

To be considered as eligible costs of thè projec
criteria (LLP Guide and grant agreement):

costs must satisfy thè following generai

They must relate to activities involving thè eligible countries in thè Lifelong
Learning Programme. Any costs relating to activities undertaken outside these
countries or by organisations that are lot registered in an eligible country are not
eligible unless they are necessary for thè completion of thè project and duly
justified in thè application form and it
thè NA through thè exchange of letter^.

They must be incurred by legai bodie

thè report and/or agreed in advance with

nstitutions of thè officiai consortium1;

The Decision establishing thè Lifelong Learning programmi tìefines for projects with a "project coordinator"
and "project partners" thè terni "multilateral grouping", whid

23/36
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project (i.e. relevant to thè project and be
on of thè project in accordance with thè

They must be necessary for thè execution of thè project;

They must be reasonable and justified and they must accord with thè principles
of sound financial management2, r|i particular in terms of value for money and
cost-effectiveness;

They must be generated during thè li[fetime of thè project3;

They must be actually incurred
accounts in accordance with thè app
in accordance with thè requirements

They must be identifiable and verifiame.

/ thè beneficiary and be recorded in his
able accounting principles, and be declared

cjf thè applicable tax and social legislation;

The beneficiary's internai accounting and auditing procedures must permit direct
reconciliation of thè costs and revenue declared in respect of thè project with thè
corresponding accounting statements and supportlng documents. For scales of unit costs, this
implies that thè "number of units" must be|
timesheets, attendance lists, etc.).

recorded in appropriate documents (e.g.

Where national taxation and accounting rules
document of equivalent value means any docu
accounting entry is accurate and complies with th

2.2 Non-eligible Costs

o not require an invoice, an accounting
.ent produced in order to prove that thè

iì applicable accounting law.

Under no circumstances can thè following types
14.4 of thè grant agreement):

• return on capitai;

• debt and debt service charges;

f costs be considered as eligible (Artide

• provisions for losses or potential future liabilities (provisions for contractual and
moral obligations, fines, financial penalties and legai costs);

• interest owed;

2 Costs shall be defined in accordance with thè principle ofscund financial management, namely in accordance
with thè principles of economy, efficiency and effectiveness. The principle of economy requires that costs shall
be defined in due lime, in appropriate quantity and quality ar e at thè best price. The principle of efficiency is
concerned with thè best relationship between resources employed and results achieved. The principle of
effectiveness is concerned with attairiing thè specific objective s set and achieving thè intended results.

i.e. generated by an activity that takes piace durtng thè lifeiijne (legai duration) of thè project / action.
Activities taking piace before or after thè period specified in a grant agreement are not eligible for funding.

24/36



• doubtful debts;
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• VAT, unless thè benefìciary organis

• costs declared by thè benefìciary
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tion can prove that it is unable to recover it;

and covered by another project or work
grant;

excessive or reckless expenditure;

purchase of capitai assets - only depreciation is eligible;

in thè case of rental or leasing of equjpment, thè cost of any buy-out option at thè
end of thè lease or rental period;

costs associated with thè preparationj pf thè application for thè Lifelong Learning
Programme;

costs of opening and operating bank accounts (transfer costs are eligible);

costs incurred in relation to any de
application (audit reports, etc.);

costs incurred by silent partners (silen
on their own costs but are ineligible to

2.3 Categories of Eligible Direct Costs

kument required to be submitted with thè

partners can be partners in thè consortium
receive funding from thè grant).

The eligible direct costs for thè project are those costs which, with due regard for thè
conditions of eligibility set out above, are iden
performance of thè project and which can thereforp be booked to it directly.

2.3.1 Staff

ifiable as specific costs directly linked to

Costs relating to thè following categories of staff a

• Statutory staff, having either a permanent
partner of thè consortium. To be consideri

considered:

r a temporary employment contract with a
d in this category, staff must report to thè

relevant partner organisation as an employee

• Temporary staff, recruited through a specia

Depending on national labour law legislation (
worker"), in certain cases self-employed persons

ised external agency.

particular thè definition of "dependent
)rking for thè project can also be declared

under staff costs. To assimilate "external" personal as staff costs, a few criteria should be
considered:

o Long consecutive duration of collaboration /ith thè relevant partner organisation.
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ust sign a contract with thè relevant partner
set with another company would be clearly

subcontracting! Again it must be in accoijqance with national law and evidence will be
required (copy of law).

The fact that thè recruited person is accoipntable to thè relevant partner organisation.
"Accountable" means that thè "externaj1 collaborator has to report on thè hours
worked, thè tasks and results and con;
parties is not "equal". Their relationships
employee and not thè ones thè company v

o It must fit with thè national legislation. Por instance, in Spanish law it is a legai status
to be "semi"-self-employed working for
pursued by thè tax office and thè "semi

qquently thè relationship between thè two
re thè same as a company has with its own
uld have with a subcontractor.

employee and thè taxes charged to thè company.

company whereas in Belgium it would be
"Iself-employee would be considered as an

t
In this case, in addition to thè other supporting documents, thè National Agency may request
a declaration, issued by thè competent authority, eonfirming that thè self-employed person has
fulfilled his/her social and fiscal obligations.

Costs related to staff working through subcontrai:
category (see section 2.3.4 "Subcontracting costs'

Staff members of project partners are not allowe<
thè project.

ing shall be included under thè appropriate

to operate in a subcontracting capacity for

Beneficiaries should report staff costs based on rea! daily staff cost rates, which cannot exceed
thè maximum rates published on thè website of thè NA
(http://www.programmaleonardo.net/Up). Any surplus will be considered as ineligible. The
veracity of these costs may be thè subject of an auiit.

The rate of thè country in which thè partner organisation is registered will be applied,
independent of where thè tasks will be executed (i.e. a staff member of an organisation of
Country A working (partly) in Country B will be budgeted on thè basis of thè rates of Country
AlA).

Real daily staff cost rates are based on average ra
policy on remuneration, comprising actual salar

es corresponding to thè Beneficiary's usuai
es plus social security charges and other

statutory costs included in thè remuneration. Non-statutory costs like bonuses, lease car,
expense account schemes, incentive payments or

2.3.2 Travel and Subsistence

fit-sharing schemes are excluded.

Activities that require travel have to be included in thè work pian and in thè budget of thè
project. The project implementation normally follows this work pian. Costs may be claimed
only for journeys directly connected to specifif:
activities.

Therefore, if there are any reasons related to thè pi
better financial management (e.g. airfare cost

and clearly identifiable project-related

ject work pian (e.g. dissemination) or to
liction) to travel to a 'Programme' country,
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in which no partner has his seat, this is eligible. Éxceptionally, meetings outside 'Programme'
countries are possible, too. But thè NA has to allow them beforehand in writing.

did not accord with thè principles of sound
requested beforehand to thè NA, then thèrot

If thè travel was not included in thè planning or
financial management or, in thè case above, was
costs are not eligible.

a) Travel costs

Travel costs for staff taking part in thè project are considered eligible, provided that they are
in line with thè partner's usuai practices on travel costs. Costs may be claimed only for
journeys directly connected to specific and clearw identifiable project-related activities. For
information on charging travel costs for non-si^ff members please refer to sections 2.3.4
"Subcontracting costs" and 2.3.5 "Other costs".

Reimbursement must be based on real costs, indejbendent of thè means of travel chosen (rail,
bus, taxi, piane, rented car). Partners are required fio use thè cheapest means of travel (e.g. use
Apex tickets for air travel and take advantage of reduced fares). Where this is not thè case, a
full explanation should be provided.

The travel cost for a journey should include ali cc
origin to thè point of destination (and vice versa)
and cancellation costs.

jts and ali means of travel from thè point of
ind may include visa fees, travel insurance

Expenses for private car travel (personal or compE.ny
price is not excessive, will be reimbursed as follov/

Either a rate per km in accordance

cars), where substantiated and where thè
5 (whichever is thè cheapest):

v/ith thè internai rules of thè organisation
concerned up to a max of EUR 0.22 per km.

• Or price of a rail, bus or piane tick
independently of thè number of peopl

For rented cars (maximum category B or equivale
excessive compared with other means of travel
factors e.g. time, excessive luggage). Reimbursem
of people travelling in thè same vehicle.

b) Subsistence costs

et. Only one ticket shall be reimbursed,
travelling in thè same vehicle.

:) or taxis: thè actual cost where this is not
Iso taking into account any influencing

it takes piace independently of thè number

Subsistence costs for staff taking part in thè project are eligible.

The reported expenses should respect thè maximum rates published on thè website of thè NA
(http;//www.programmaleonardo.net/llp). Any suro us will be considered as ineligible. The
rate to be applied is thè one of thè destination coi ntry i.e. where accommodation costs are
incurred. Costs may be claimed only for journeys
identifiable project-related activities. For informai
staff members please refer to sections 2.3.4 "Subco

Reimbursement must be based on thè existing i
which may be on an actual cost (reimbursement of

Jirectly connected to specific and clearly
n on charging Subsistence costs for non-
tracting costs" and 2.3.5 "Other costs".

Bernal rules of thè partner organisations,
;eipts) or daily allowance basis.
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ernight accommodation will be required to

costs incurred to travel from point of origin to

A full day normally includes an overnight
allowance without an overnight stay may

Subsistence rates cover accommodation, mea s and ali locai travel costs (but not locai travel
\o'mt of destination).

ay. In duly substantiated cases, a full day's
be allowed with a prò rata reduction for

accommodation (costs limited to 50% of thè maximum ceiling).

A corresponding reduction must be applied if a|c|commodation, meals and locai travel costs are
provided for free of charge by a third party.

2.3.3 Equipment costs

Purchase, rent or lease of equipment (new or second-hand), including thè installation,
maintenance and insurance costs, are considered eligible:

• Only when specific and necessary for achieving thè goals of thè project. Proposed
equipment costs must always be djj^y justified. The rules for procurement under
section 2.3.4 below apply.

• Provided that it is written off in accordance with thè tax and accounting rules
applicatale to thè beneficiary and gpnerally accepted for items of thè same kind.
Only thè portion of thè equipment'a depreciation corresponding to thè duration of
thè project and thè rate of actual use for thè purposes of thè project may be taken
into account. The beneficiary shall pxplain thè rules applied. If thè nature and/or
thè context of its use justify different treatment, this should be duly justified.

Ali equipment related to thè administration of me project (e.g. PCs, portables, etc.) and ali
equipment purchased before thè start of a projejqt is covered by indirect costs of thè project
(See section 2.4 "Indirect costs").

The total reported expenses foij equipment may not exceed
10% of thè total direct costs reported for thè project.

2.3.4 Subcontracting costs

Costs entailed by procurement contracts for thè purposes of carrying out a part of thè project
are considered eligible when awarded by a partner to an external body, organisation or
individuai4 (only if not employed by any of thè Partner organisations of thè consortium).

Example

This refers to individuate who may be self-employed i.e.
social contributions, pensions and taxes. National legislati
should always be considered. Covers also consultants, who
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The generai manager of a beneficiary organisatW>n in country A is not actually employed by
this company but he is "employed" by thè mpther company in country B. The mother
company B is not partner in thè Leonardo project. The services of thè generai manager are
being invoiced by thè mother company B to thè |>;neficiary organization A.

Therefore thè generai manager cannot be corlsidered as an empioyee of thè beneficiary
organisation A. His relationship with company A can be accounted for as a sub-contractual
relationship. The cost of this sub-contractual relationship can obviously not be booked under
staff costs but under thè category of sub-contracting.

In order to maintain thè concepì of thè project <
administration of thè project may not be subconti

Costs are based on a verifiable estimate or, if thè

>nsortium, thè management and thè generai
;ted.

ubcontractor is identified, on thè basis of an
offer. The estimate/offer will cover ali costs (i.e. staff costs plus travel costs, etc.).

The Beneficiary shall award thè contract to thè tender offering best value for money, that is to
say, to thè tender offering thè best price-quality ratio, in compliance with thè principles of
transparency and equal treatment for potential contractors, care being taken to avoid any
conflict of interests.

The following specific Community rules with regprd to procurement apply:

1.500 can be paid simply on presentation of• Contracts with a value below EUR 1
an invoice.

Contracts with a value from EUR 12jf
a procedure involving at least three t

00 on and up to EUR 25.000 are subject to
trlderers.

Contracts with a value over EUR 4'
procedure involving at least five tend>

.000 up to EUR 60.000 are subject to a
ers.

You must be able to prove that you have requested offers from thè minimum number of
contractors specified above. Requests sent by email, fax or post may constitute these proofs.
Where a contractor declines to prò vide an offer, it|ijs recommended that you request a
confirmation of this refusai.

Note that if one and thè same person or organisation delivers one produci or service package
for an amount totalling for example EUR 17.500, Ihen thè works cannot be split into smaller
units and thè total amount cannot be fractioned in noverai invoices to avoid a competitive
tender process.

• For Contracts of a value over EU< 60.000, national rules with regard to
procurement apply.

The total reported costs for
30% of thè total direct costs n

subc<j»i)itracting may not exceed
)orted for thè project.

29/36



LIFELONG LEARNING PROGRAMME
Project Handbook 2009

Leonardo da Vinci - Transfer of Innovatori

2.3.5 Other Costs

Other costs are considered eligible that they arise

• from requirements imposed by thè gr
information, specifìc evaluation of \, etc.), including thè costs o

financial bank guarantees).

• from thè implementation of specifìc
e.g. thè organisation of seminar
product/result and where task-relate<
of proceedings of a seminar, thè prc
related consumables (reams of pape
etc.

Only activities which are specifìc and necessary
considered eligible.

nt agreement are eligible (dissemination of
; project, audits, translations, reproduction,
ny financial services (especially thè cost of

When travel and/or subsistence costs are reimburs
thè rules applicable to staff of partners will
Subsistence").

For ali costs incurred through subcontracting plea

Costs which are not covered by thè other categorit
examples are: one-off costs for press releases anq
Intellectual Property Rights, purchase of informai
data), conference fees; meeting registration costs; r

actions or of products/results of thè project
(where thè seminar is foreseen as a

:osts are easily identifiable), thè production
uction of a video, thè purchase of product-
for printing of publications, blank DVDs),

>r achieving thè goals of thè project may be

ed to third parties (experts, speakers, etc.),
applied (see section 2.3.2 "Travel and

Ali costs related to thè administration of thè proje
costs, telephone costs, internet access, paper, et(
project (See section 2.4 below).

refer to section 2.3.4 above.

s are also considered as other costs. Some
ublicity, purchase of copyrights and other

materials (books, studies and electronic
ìntal of exhibition space, etc.

e.g. consumables, supplies, photocopying
are covered by thè indirect costs of thè
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2.4 Indirect costs ("Overheads")

The eligible indirect costs for thè project are those costs which, with due regard to thè
conditions of eligibility described above, are npt identifiable as specific costs directly linked
to performance of thè project which can be booked to it direct, but which have nevertheless
been incurred in connection with thè eligib e direct costs for thè project. They may not
include any eligible direct costs.

The indirect costs of thè project eligible for Cpmmunity funding is a fiat rate amount set at a
maximum of 7% of thè total amount of eligible direct costs. This indirect costs rate was
contractually agreed and is given in Annex II qf thè grant agreement. The corresponding costs
need not be justified by accounting documents.

NOTABENE: The transfer between budget ite
not be possible to indirect costs. Annex II o
budget in thè beginning of thè project, therefì
items applies only for direct costs: to allow a c|
implementation.
Furthermore, direct and indirect costs are disti
linked to performance of thè project" justifyi
"lump sum") justifying documents are not requ

Nevertheless, indirect costs are of course based
an additional amount up to 7% of thè eligibli
proven with justifying documents) can be ci
documents). Also outside an EU funding ei
generally calculated as a percentage of operatioì

NOTABENE: It is thè fiat rate that counts at th
"right". In case of an audit, every benefìciary/pa
thè same rules to thè Leonardo TOI project that
calculation of indirect costs!

Example for thè approach for checking indirect

is (Art. III.4) refers to direct costs only and is
thè grant agreement is an estimateti eligible
ne thè 10% rule for transfers between budget
rtain flexibility for adaptations during project

.et cost categories: for "specific costs directly
.g documents are required, for a fiat rate (or
red.

>n real costs because at thè end of thè project
direct costs" (^eligible project expenditure
imed as indirect costs (without justifying
ironment indirect costs or overheads are
I or direct costs.

end of thè project, and 7% is a limit, not a
\.ner organisation has to proof that it applied

usually applied in thè organisations for thè

At contracting stage thè project planned for €10(|.
rate was set at 5% of thè former amount (= €5.0(
thè Final Report stage thè project incurred onl

sts at thè final report stage:

000 of total direct cost and thè indirect cost
) because this is thè rate usually applied. At

80.000 of eligible direct cost. Since an
indirect cost rate of 5% had been agreed thè projep^ can only claim €4.000.

Examples of indirect costs are:

• Ali costs for equipment related to ijrje administration of thè project (e.g. PCs,
portables, etc.);

• Communication costs (postage, fax, telephone, internet access, mailing, etc.);

• Infrastructure costs (rent, electricity,| ptc.) of thè premises where thè project is
being carried out;
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• Office supplies;

• Photocopies.

Indirecl costs shall not be eligible under a proi
receives an operating grant from thè Commissij

éct grant awarded to a beneficiary who already
n during thè period in question.

2.5 Calculation of thè Final Community Grant

Please refer to Artide 17 of thè agreement for more information on thè calculation of thè fmal
grant. In short, thè final grant is determined as jollows:

Declared expenditures from th|

LESS Ineligible costs found during as;

final statement

ssment of your final statement.

X

Costs may be ineligible by nature or
Limited by application of thè "10% rule" (Artide III.4 of thè agreement) or
Limited by maximum ceilings fhpjn thè Cali (Equipment, Subcontracting
and Indirect costs) or
Limited by maximum rates from khe Cali (Staff & Subsistence rates)

percentage of co-financing from thè agreement (Artide III.3)

LIMITED to thè maximum Community comjijibution as established in thè agreement
(Artide III.3)

Be also aware of thè so called "non profit" rule defined in Artide 17.4 of thè grant agreement.
Indeed, to avoid profit, thè calculated grant will be reduced accordingly if:

Final Community grant + other sources of financing (own, i.e. beneficiary's, funds not
indi ed)

is higher than
Declared expenditure in thè final statement

Please note also that thè grant may be reduced in case of weak implementation of thè project
(Artide 17.5 of thè grant agreement). See also seotSon O of this Handbook.

Finally, thè amount of balance payment or recove will be calculated as follows:

Final Community Grant

LESS Pre-financing amounts already receji^ed

EQUAL Balance payment if positive or
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Recovery if negative

Notabene: Interests earned on pre-financ
16.4 of thè generai conditions of thè granii
special conditions of thè grant agreement)

>ng amounts are not deducted because Artide
agreement does not apply (Artide X.l of thè

2.6 Checks and Audits

Please refer to Artide 19 of thè agreement
audits.

Ir more information on possible checks and

3 General rules and remarks f or thè Interini and Final Reportsth<

Please note thè following points before you prò i

• You must use thè appropriate report templat

uce and submit a report to thè NA.

js and financial tables provided by thè NA.

The report is submitted on behalf of ali ine partner organisations participating in thè
project. Please ensure that sufficient time
drafting and submission of your report as
consortium.

ras been included into thè planning for thè
well as for consultation and approvai by thè

The report should be written in thè working language of thè consortium so that every
consortium partner can check thè contents off thè report.

Ali products and results should be submit
report form.

The report and thè accompanying products
funding disclaimer text as well as bear
agreement number.

[d along with thè report as requested in thè

/results should contain thè LLP logo and thè
le project title, project acronym and grant

The report must be sent to thè address specined in Artide VII of your grant agreement,
within thè deadline indicated in Artide V ind must respect thè following requirements
for format and quantity:

ISFOL - Agenzia Nazionale LLP - Prograp-
Corso d'Italia, 33
00198, Roma

rma settoriale Leonardo da Vinci

Please note that:

o If you refer to websites, passwords shojilld be given for ali private areas.

o It is important to organise well thè various copies of products and outcomes in
order to facilitate and speed up thè
numbered list of project results attaché

sessment. You can for example provide a
to thè report.
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Please note that reports sent via ema'

The reports should not be used as a mean!
as changes to thè budget, work pian,
amendment requests that should be submii
(see section 1.6 of thè Handbook). Should
thè Interim or thè Final report, please be
not imply thè NA's approvai of thè change:
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further copies of reports and projeet results.
or fax cannot be accepted.

to signal major changes to your projeet (such
l^rtnership, etc). These are subject to formai

d in due time and using thè appropriate forms
le case arise that a change is communicated in

|\yare that thè NA's approvai of thè report does

• You are strongly advised to send your
postage. Additionally, you are advised to
annexes.

recorts by registered post to ensure a record of
<eep a copy of thè full report, including any

• As stated in section 1.4.2 of thè Handbook,
projeet start until one month before thè suor
Final Report covers thè whole duration of th

thè Interini Report covers thè period from thè
>rlission date stated in thè grant agreement; thè
e projeet.
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4 Definitici! of Terms

The NA: thè National Agency, acting under
European Communities.

Amendment: a written supplementary agreem

Benefìciary (of a grant): in financial terms,
whom thè agreement for receiving a grant frorr

Consortium: a group of partner organisations/

Disseminatici!: a planned process of providing
thè quality, relevance and effectiveness of thè

Information to potentially interested parties on
r sults of projects and initiatives.

Exploitation: a process of making use of an
involves thè two processes of'mainstreaming' a

Grant Agreement: agreement between NA a
out thè terms and conditions and thè financ
Through signature of thè agreement thè selecte

Fina! Report: implementation report and fini
project. Submitted within two months of thè
article II.2 of thè grant agreement.

Legai Representative: thè person legally
commitments on behalf of thè beneficiary orga

Monitoring: thè continuous and systematic
consists of thè supervision of activities, co
information obtained for thè improvement of t

Partner Agreements: an agreement made bet
and partners) to govern a number of issues that
(e.g. collaboration methods, tasks, financial pri
highly recommended that ali projects enter intc

Interi m Report: a report and financial staterr
middle of thè project duration. Submitted in a
V of thè grant agreement.

Project Coordinator: thè person responsible
organisation or institution in charge of thè imp
grouping.

Project: a transnational cooperation activity w
formai or informai grouping of organisations o
Handbook thè term "project" is used for ali "A
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)owers delegated by thè Commission of thè

it that modifìes thè grant agreement.

le organisation, institution or individuai with
;he Leonardo da Vinci programme is signed.

istitutions participating in a project.

deriving benefit from a result. It primarily
nd 'multiplication'.

iti applicant selected for a grant award, it sets
1 rules that apply for thè use of thè grant.
applicant becomes a beneficiary.

:ial statement covering thè entire period of a
rmal end date of thè project as indicated in

uthorised to enter into legai and financial
sation to which he/she belongs.

contro! of a project's progress. Monitoring
nparison with thè work pian and using thè
ef project.

cen ali participants in a project (beneficiary
or may arise during thè life of thè project

visions, intellectual property rights, etc.). It is
partner agreement.

nt on thè implementation of a project at thè
cbrdance with thè deadline indicated in article

i thè project management within thè
imentation of thè project by thè multilateral

h a defined objective developed jointly by a
nstitutions. For thè purposes of this
ons" as identified by thè Decision No.



1720/2006/EC of thè European Parliament and
an action programme in thè field of lifelong \QÌ

f thè Council 15 November 2006 establishing
ning.
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ALLEGATO iv - LISTA PARTNER

PROGRAMMA DI APPRENDIMENTO PERMANENTE

Programma settoriale Leonardo da Vinci

Progetti Multilaterali di Trasferimento dell'Innovazione

Progetto n. 2011-1-IT1-LE005-01950/Codice CUP: G82F11000540006

N.

PO

PI

P2

P3

P4

P5

P6

Cod
Paese

IT

IT

ES

FR

IT

IT

IT

Denominazione
dell'organismo

Provìncia di Sassari

MCG Manager Consulting Group

Soc. Coop.

Asociación Pro Personas con
Discapacidad Intelectual

Greta de Nancy Lorraine Centre

Provincia Regionale di Messina

Provincia Regionale di Ragusa

ASSOCIAZIONE TECLA

Tipologia di
organismo

PUB-LOC

EDU-VET

NFP-ASC

EDU-ADLT

PUB-LOC

PUB-LOC

NFP-ASC

Referente per 11
progetto

Salvatore Masia

Pietro Calderaio

Marla Angeles
Marti'nez Isaac

Antoine Kazan

Gabriele Schifilliti

Giancarlo Migliorisi

Mario Battello

Via lek'
Pa

Piaiz: 0
Sassai i -

Via Cristo
22 - PaltrL

e/ Bravi i/
Madrid |

Lycée HeL
rue des Jp
34218 - tfì

(

Corso Cave
dei Leon

981

VIALE DEL

Ragusa -

Via Bonco

Roma -

:ittàCAP
ese

Italia 31 -
07100 (IT)

oro Scobar

o - 90145 (IT)

urlilo 101 -
28020 (ES)

i Loritz - 29
diniers-CS
ncy - 54042

*)

ur - Palazzo
- Messina -
22 (IT)

f
NTE, 10 -
100 (IT)

II
ripugni 93 -

ODÌ87 (IT)

Telefono

Fax
E-mail

+39 0792069502

4-39 0792069572

s.masia(3i provincia.
sassari.it

+39 0916816012

+39 0917480723

info@mcg.coop

+34 91 447 0116

amartinez<S>afanias

.org

+33 383308703

+33 383352960

antoine.kazan@>ac-

nancy-metz.fr

+39 0907761577

+39 0907761575

g.schinlliti@provin
cia.messina.it

+39 675258

+39 675 258

giancarlo.miglioris
<§) provincia, ragusa,

it

+39 0642010902

+39 0642010906

teclait@tin.lt

Bilancio Prevent vo

Costo
Totale

52.040,00

76.760,00

57.640,00

66.000,00

19.040,00

19.040,00

68.200,00

Contr.
Comun.

39.030,00

57.570,00

43.230,00

49.500,00

14.280,00

14.280,00

51.150,00

Fondi propri

13.010,00

19.190,00

14.410,00

16.500,00

4.760,00

4.760,00

17.050,00
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PROMETEUS

PROmoting Mobility Expertisi of Teachers of EU Students

La mobilità in tema di istruzione e formazione è parte integrante della libera
circolazione delle persone, una libertà fondamentale sancita dal trattato, nonché uno
dei principali obiettivi dell'azione dell'Unione Europea nel campo dell'istruzione e
della formazione, entrambi basati su valori comuni ma anche sul rispetto della
diversità. Si tratta di uno strumento essenziale per costruire una autentico spazio
europeo dell'apprendimento permanente, per promuovere l'occupazione e ridurre la
povertà e per contribuire a promuovere un'aitiva cittadinanza europea"Così si
esprimeva il Parlamento europeo e il Consiglio alla fine del 2006, attivando una
nuova attenzione sui temi della mobilità transnazionale culminata con la
consultazione tramite Libro Verde sulla Mobilità e lancio dell'Iniziativa Faro prevista
nella Strategia EU2020 "Youth on thè Mover. Negli ultimi anni, soprattutto grazie ad
Erasmus e Leonardo da Vinci i giovani europei che hanno ricevuto un supporto per
effettuare esperienze di apprendimento e di lavoro all'estero assommano a quasi 3.5
milioni. Una cifra apparentemente elevata ma assolutamente insufficiente a
rappresentare la domanda espressa e inespressa, comunque insoddisfatta, di studenti e
giovani lavoratori che appartengono, forse, ad una delle generazioni che sarà più
colpita dagli effetti a lungo termine della più acuta crisi economica della storia. La
mobilità transnazionale può rappresentare per molti l'acquisizione di quelle
competenze che faranno la differenza al momento di entrare sul mercato del lavoro.
Non in tutti i Paesi europei sono presenti polii
supporto di questa modalità di apprendimene
risorse scarse, l'obiettivo di garantire maggiori

che che concentrano investimenti a
Lungi dall'essere solo un problema di
opportunità e per tutti di realizzare

questo tipo di esperienza può essere raggiunto solo migliorando i programmi di
formazione destinati a coloro che tali esperienze debbono promuovere, pianificare e
gestire efficacemente: Formatori e insegnanti sono chiamati a nuovi ruoli che
prevedono capacità di relazionarsi con il monap delle imprese, delle amministrazioni
locali, delle parti sociali. Specularmente queste attorialità debbono poter essere
catalizzatori e facilitatori della progettualità cosi attivabile, configurandosi come
alleati cooperativi e sensibili rispetto a obiettivi che hanno a che fare con lo sviluppo
delle persone e dei territori nei quali queste vivono, studiano e lavorano.

- La natura del prodotto oggetto di trasferiment



PROMETEUS si propone di contribuire in
trasferimento, alla promozione di un'offert
fornire agli operatori degli organismi di foi reazione
supportino la capacità di utilizzo delle risoi
di Mobilità. La comprensione del valore ag
maturata solo attraverso l'utilizzo di una lo
elementi:

naniera diretta, attraverso l'azione di
di formazione continua finalizzata a

competenze e strumenti che ne
e comunitarie per lo sviluppo di Progetti
junto del progetto può essere pienamente
ica sequenziale che coniughi tre

- il miglioramento della qualità dell'offerta

- l'accrescimento delle competenze di tali operatori

- l'innalzamento della qualità dei sistemi d
loro capacità di perseguire obiettivi rilevan
e coerenti con le richieste del mercato del 1

La decisione di sub-articolare il progetto P
e 5 specifici, deriva dalla possibilità/opport
di tracciabilità e chiara identificazione di m
modo è possibile, anche a fronte di una div
"difficoltosa" dal fatto che si è scelto di op
risultato di trasferimento nello stesso modo
in modo equilibrato i centri di responsabili
progetto prevede una struttura piuttosto lin
ogni WP (tranne i trasversali) devono esser
successiva.

Qui di seguito si presenta la successione de
specifici:

WP 1 (Trasversale) - GESTIONE E COORDINAMENTO PROGETTO

1.1 Garantire regolarità e conformità attuat
amministrative e gestionali previste dal Pro

1.2 Condividere il piano di lavoro in termin
partner di progetto ed elaborare i relativi d
supporto della implementazione progettami

brmativa per i formatori

istruzione e formazione, connesso alla
rispetto alle politiche di sviluppo locale

OMETEUS in 8 WP, di cui 3 trasversali
jnità che tale breakdown offre in termini
i lestones e deliverables. Inoltre, in questo
ione del lavoro tra partner resa
are in funzione del raggiungimento del

ijiei tre Paesi, identificare correttamente e
attuativa. In realtà, il Project flow del

^re, nella quale le azioni identificate in
state concluse per poter avviare la fase

WP, identificando per ciascuno i tasks

a nel rispetto delle procedure
.mma.

di attività, compiti e responsabilità con i
imenti e strumenti di riferimento a
della rendicontazione.



1.3 Coordinare e garantire la continuità de
all'interno del partenariato

1.4 Produrre i Rapporti intermedio e finale
previste.

le relazioni e del flusso comunicativo

rispettando procedure e scadenze

WP 2 - AGGIORNAMENTO CORSO "Progettare la Mobilità"

2.1 Aggiornare il percorso formativo adegi
strategico europeo, rendendo disponibili e
rilevanti di riferimento.

andolo rispetto al quadro politico e
vulgando informazioni e documenti

2.2 Ampliare la rete dei diretti e potenziali fruitori del percorso formativo rendendolo
accessibile e fruibile ai nuovi contesti nazionali oggetto dell'azione di trasferimento.

WP3 - AGGIORNAMENTO PIATTAFORMA E TESTINO

3.1 Aggiornare e implementare la piattafor
contenuti

a supporto dell'erogazione dei

WP4 - SEMINARI TERRITORIALI DI SENSIBILIZZAZIONE

4.1 Presentazione del progetto, del corso di formazione e della piattaforma on line.

4.2 Stimolare ed attivare lo scambio diretto trp| i partecipanti e avviarne il
coinvolgimento nelle attività progettuali.

WP5 - FORMAZIONE PROGETTARE LA MOBILITA'

5.1 Fruizione del percorso formativo in autoistruzione Progettare la Mobilità



WP6 - PROGETTARE LA MOBILITA1: L ADORATORI DI PROJECT WORK

6.1 Predisporre almeno 20 candidature progettuali competitive, accompagnando la
relativa redazione con azioni di coaching a consulenza tecnica.

WP7 (Trasversale) - MONITORAGGIO E VALI/FAZIONE DEL PROGETTO

7.1 Garantire la qualità, l'efficacia e l'efficienza della implementazione delle attività
progettuali.

7.2 Assicurare il raggiungimento degli obiettivi prefissati.

7.3 Valutare la conformità tra realizzato e pianificato.

7.4 Assicurare il costante controllo e valutatone del processo, dei risultati e degli
aspetti amministrativo-finanziari del progetto.

7.5 Elaborare e condividere modalità, indicatori e parametri per il controllo della
qualità e relativi strumenti di rilevazione dei dati quantitativi e qualitativi.

WP 8 (Trasversale) DISSEMINAZIONE E VALORIZZAZIONE

8.1 Promuovere il progetto e diffondere i risultati progettuali presso i sistemi e i
gruppi target e i potenziali utilizzatori.

8.2 Sensibilizzare e coinvolgere gli attori che a vario titolo sono interessati dalle
tematiche del progetto.

Obiettivi assegnati alla Provincia regionale

• WP1/WP2: partecipazione 4 incontri CTDT,

li Messina

elaborazione documenti per Rapporti
Intermedio e Finale, predisposizione documenti richiesti per monitoraggio e
valutazione in itinere; Validazione Piano di attività



• WPS: Testing e validazione piattaforma

• WP4: Organizzazione Seminario Messin
formazione accreditati, organizzazione e pi

• WPS: organizzazione e animazione giorn
per avviare la formazione in autoistruzione
tutoraggio e assistenza alla formazione dei

• WP6: Organizzazione Laboratori Project

• WP7: validazione Piano di monitoraggio
fìnancial flow); rispetto deadlines e formai
previsti.

• WPS: Cooperazione nella disseminazione
finali, secondo le attività, canali e strument

individuazione degli organismi di
tecipazione seminario Messina

ta di incontro con i beneficiari territoriali
individuare le risorse dell' attività di
eneficiari

Vork

valutazione; analisi desk (report attività e
>redisposti; validazione dei 2 rapporti

li tutti i risultati/prodotti intermedi e
previsti



Provincia Regionale di MESSINA

Alla cortese attenzione Dott.ssa Paola EMANUÉlLE
Responsabile Ufficio Europa e Politiche Comunirarie
p. cmanuc'lc^pn: Avaria, mc^sina. il

Prot. N 1753/P10

Roma, 03/11/2010

Oggetto: Convocazione I riunione Tavolo di Progettazione su
"Programma di Apprendimento Permanente"

Gentile Associato,

facendo seguito all'interesse da Voi manifestato a
Tavolo di Progettazione partecipata sul Progra;
da Vinci - Istruzione e Formazione Pro,
continua", con la presente siamo lieti di info;
suddetto Tavolo avranno inizio Ì| 18 novembre p.v.

Il primo incontro sarà finalizzato ali
Programma per il 2011, alla condivisione delle probi'
tra le esperienze realizzate e alla individuazione di p
congiunte. Si cercherà, in tal modo, di indivi
l'ambito/gli ambiti di intervento da sviluppare all'in
progettuale e verificare, all'interno del Programma
opportunità di finanziamento. In particolar mod<j>J in considerazione
dell'esperienza già sviluppata dalle Province e delle competenze loro
proprie, si analizzeranno, in prima battuta, le opportunità di
nell'ambito del sottoprogramma Leonardo da Vinci—
trasferimento dell'innovazione. Tale misura, il cui bando
giorni ha scadenza 28 febbraio 2011, è gestita in
ciascuno Stato membro e si pone l'obiettivo di
l'attrattiva del sistema europeo di istruzione e fo
trasferendo le innovazioni esistenti a nuovi ambiti
settoriale, linguistico, socioculturale, geografico).

tecipare ai lavori del
settoriale "Leonardo

'onale iniziale e
lirvi che i lavori del

delle priorità del
;tiche, al confronto

isibili piste di lavoro
•e e circoscrivere
io di una proposta

le più idonee

lavoro
<etti multilaterali per il
uscita nei prossimi
iera decentrata da

iorare la qualità e
ione professionale
iuridico, sistemico,

Pertanto, al fine di garantire l'efficacia di questi
chiediamo a ciascuna provincia partecipante di veri
l'interesse a trasferire una innovazione a cui si è lavora
"importare" una innovazione di cui si è a conosce
sistema di istruzione e formazione professionale (I,
possono basarsi su precedenti progetti Leonardo
progetti innovativi nazionali, europei o internazionali
trasferire nei sistemi di formazione professionale e n<
livello nazionale, regionale, locale o settoriale.

primo incontro,
preliminarmen te
e/o l'interesse ad
a nell'ambito del
Tali innovazioni
Vinci o su altri

e devono potersi
ie organizzazioni a

TECLA
ASSOCIAZIONE PER LA

COOPERAZIONE TRANSREG1ONALE
LOCALE ED EUROPEA

Sede: Via Boncompagni, 93
00187 Roma

phone. + 39 - 06 - 42.01.09.02
fax:+ 39-06-42 01.09.06

E-mail: l£c|iUìi£ìilL!l
C.F.9624831058f

Belgium
124, Rue du Commerce

1000 Bruxelles - Belgium
Tei:+32-2-503 51 28
Fax:+32-2-5143455

Email: upi-lccl;i:«'iipi-iecla eu



Sottolineiamo, infine, l'importanza che diascun Ente assicuri la
propria partecipazione a tutti gli incontri del Tavolo, con la presenza di un
unico referente, preferibilmente del settore di
seguire l'intero percorso di lavoro.

competenza, che possa

II primo incontro si svolgerà presso la sede dellJAssociazione TECLA,
via Boncompagni, 93, dalle ore 10,30 alle 14.30 circa.

In attesa di una vostra conferma di partecipazione, restiamo a
vostra disposizione per ulteriori informazioni.

Cordiali Saluti, O

Alessandra Bufera
Responsabile \Area Progettazione

AH. 1: GUIDA PER IL CANDIDATO 2011. ^jarte 1: Disposizioni
Generali
Ali. 2: GUIDA PER IL CANDIDATO 2011. Fartela: Sottoprogrammi e
Azioni
Ali. 3: GUIDA PER IL CANDIDATO 2011. Pai[t^ 2b: Spiegazione di
ciascuna azione
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Pagina 1 di 3

Pietro Alito

Segreteria Teda [teclait@tin.it]

Pietro Alito; pietro.alito@tin.it

Da:

A:

Cc:
Oggetto: Rettifica Convocazione II riunione Tavolo su "Progr

Allegati:

Prot. n. 58IS95

Gentili Associati,

con riferimento al II incontro del tavolo di progetta2
Permanente"previsto per venerdì 14 genn

spiacenti di comunicarvi che a causa di un impedirne
a venerdì 21 gennaio p.v. alle ore 10:30

Inviato: mer 12/01/2011 13.27

nma di Apprendimento Permanente"_Roma, 21 gennaio

ane sul "Programma di Apprendimento
io p.v. siamo

to imprevisto, la riunione in oggetto è prorogata
resso la

sede dell'Associazione Teck, vk Boncompagni 93.

nostro ufficio in Via Boncompagni 93.

Nello scusarci per il disagio arrecato restiamo in atte

Cordiali saluti.

Alessandro Bufera

Responsabile Area Sviluppo Progettuale

ASSOCIAZIONE TECLA

Via Boncompagni, 93

00187 Roma

Tei: +39 06 42010907

+39 06 42013006

+39 06 42884756

http://l 95.31.163.93/exchange/p.alito/Posta%20in°/

£. di una vostra conferma di partecipazione.

>Oarrivo/Rettifìca%20Convocazio... 28/03/2012


