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Version History

Version Date Comments
1.0 November 2009 | First |version for public release
2.0 5 November 2009 | Correction in 1.4.4 Processing the reports:

The|last bullet point has been changed to " The
repart has been submitted in a language other than
the working language of the consortium"

3.0 20 January 2010 Complementary explanations in 2.4 Indirect costs
("Overheads")

4.0 22 March 2010 | Comp lementary explanations in 2.3.2 Travel and
subsjstence

5.0 12 July 2010 Complementary explanations in 2.3.1 Staff costs

6.0 2 September 2010 | No specific reference to call 2009 anymore because

the rules stay the same

Clarification in 2.3.4 Sub-contracting costs

7.0 5 October 2010 | Page|references in this section taken out

8.0 I April 2011 | Chapter 1.4 Interim and Final Report:

After|the section "Exchange rate for financial
statement (reporting)" a new section "Payment
arrangements" has been inserted"

-

Therefore numbering of the subsequent sections in
this chapter has changed

Chapter 2.3 Categories of Eligible Direct Costs:

An example has been inserted in the section "Sub-
contracting costs"

9.0 13 April 2011 | Chapter 2.3 Categories of Eligible Direct Costs:

Further explanations have been added in the section
"Staffcosts" in which cases external project

collaborators can nevertheless be considered as
staff
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Purpose of the Handbook
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The Handbook applies to grants awarded fyp Leonardo da Vinci Transfer of Innovation (Tonh
projects under the Lifelong Learning Programme. The Handbook and accompanying reporting

e ]

templates complement Annex I of your
financial management). The Handbook js j
Mmanagement tool for project coordinators. Its

* help coordinators manage their pr

® clarify matters arising from the gr.

ant agreement (Guidelines for administrative and
tended to serve as an aid to beneficiaries and a
rincipal aims are to:

jects and run them efficiently;

® provide practical information that may be referred to throughout the project's life;

* provide guidance on how to handle the fi

financial statements can be readily|drawn up;

¢ promote the sound financial ma

results/products are delivered at regsonable cost;

nancial side of projects in such a way that

agement of a project and ensure that the best

¢ encourage smooth relations between the parties involved by setting out an operational

framework for the project.

Target Audience

This document has been produced primarily with beneficiaries and project coordination teams in

partner organisations.

Other Documents

This document should be read in conjunction wi

proposals and LLP Guide. In case of contradict
agreement the rule of the grant agreement on pag

4/3

ns between this
2 applies.

inators and those on the project responsible for its
be a useful source of reference to a consortium's

h your grant agreement, the respective Call for

project handbook and the grant




1 Management of your Project

1.1 Role of the National Agency

The National Agency (NA) operates as a
Commission deals with policy setting and
programme implementation for all decent
beneficiaries with a comprehensive administrati

During the project lifecycle the NA
helping them to be successful, bringi
the dissemination of results,

ng them i

The NA manages the reporting and assessment
to grant beneficiaries.

Once projects are complete, the NA provides fe
projects and on the results of the Call in general

Your project starts with the signature of the gran
the workplan that is included in that agreement.
carry out a number of activities and follow the m

finances the costs incurred in carrying out the pra

the eligibility period set out in the grant agreeme
eligibility period are not eligible for funding.

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

5/36
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artner for the European Commission. Whilst the
programme  definition, the NA is in charge of
lised actions and aims to provide programme
on and support service.

provides |support for the projects that have been launched,
lo contact with each other and assisting them with

elements of running projects, and makes payments

edback to the Commission on the results of the

so that this may inform future policy.

e Leonardo da Vinci Programme

agreement by the NA and you and then follows
hrough the implementation of your project you
lestones according to the work plan. The NA co-
ject activities from the beginning until the end of
nt. Any project activities occurring outside of the

=3

according to the rules set out in the grant
transfers to you a first pre-financing payment
Community contribution to the project costs set
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out in the agreement. Depending on the duration of the project, there may be a second pre-
financing payment. (In some cases the NA may seek a bank guarantee or require other conditions
to be met, depending on the risk involved, to prevent a loss of EU funds before these pre-financin g
payments can be made.) At the end of the project and after approval of the pro ject results, analysis
and approval of the costs incurred, the NA will execute the final payment or recovery of unused
funds which is made up of the total eligible contribution less the payments already made.

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

chievements of your project, you are required to
r shorter duration projects the Interim Report may
ses external expertise to assess the progress of a
of the monitoring activity, the NA is required to
with all beneficiaries of Leonardo da Vinci TOI

If during the project's lifetime the need for m
request an amendment to the NA that has the r

ifications to the grant agreement arises, you may
ht to accept or refuse it.

Dissemination and exploitation of your project|and its results are very important as they determine
the extent to which your results reach their intended audience and are subsequently utilised. Poor
dissemination in particular can lead to duplicated effort and wasted resources, It is important
therefore that you plan thoroughly your dissemination and exploitation strategy from the
beginning of the project.

After the project's closure, the NA, the EC an anybody mandated by them reserves the right to
launch an audit to verify the accounts. The grant agreement includes a specific requirement to
keep records for a number of years after the closure of the project. The NA may also undertake on-
the-spot checks during the lifetime of your project.

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

These areas are now presented in more detail in the body of this document, whilst a graphical
representation of the project lifecycle can be seen|in the flowchart which follows.
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1.3 Monitoring of the Project by th

1.3.1 Purpose

The NA is responsible for monitoring all the
funds from the Lifelong Learning Programn
provide support for each project, offering gui
project team as it endeavours to achieve a suq
at ensuring that projects are aligned with,
continue to merit the public funds that have &
good practices and lessons learned to be identif

To carry out the monitoring of each pro ject, the

a point of contact: a project manager or a p
project monitoring on a day-to-day basis and
NA and the project coordinator. In addition,

monitor the financial matters of the project as al

The project coordinator can communicate with
telephone, email or post. However, all impo
writing and addressed to the project coordinat

legally binding.

1.3.2 What kind of monitoring?

The monitoring may be performed in one or moy

¢ assessment of the work carried ou

this the NA normally uses external

organisation (on-the-spot check);

visit by experts to review the work

organised by the NA.

Visits by NA representatives may be unde
combination of the two.

The above list is not exhaustive —
Tesponse to new needs that arise.

8/36

¢

visit by NA representatives to th

visit by NA representatives to a proj

visit by project representatives to the

invitation to project representatives

additional proje
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NA

o

A4

projects that have been successful in securing
>. The main purpose of the monitoring is to
ance and advice that can be integrated by the
essful outcome. The monitoring is also aimed
nd are fulfilling their stated objectives and
)een allocated to them. Monitoring also allows
fied so that others may benefit from them.

t NA may appoint a member of the NA staff as
roject officer. This person is responsible for
the channel of communication between the
n NA financial officer may be appointed to
nd when the need arises,

[Ty

the NA's project manager or project officer by
rtant NA decisions will be communicated in
or or to the legal representative, depending on
t communicate with a third party without the
ator. Oral information or agreements are not

of the following ways:

t
€

nd reported by the project (desk check; for

Xpertise to analyse and assess the reports);

premises of the beneﬁciary/coordinating

o

°t event or partnership meeting;

of’

the project and report back to the NA;
NA;

to visit the NA to participate in an event

rtak

en by NA staff, external experts or a

t monitoring methods may be developed in
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If the monitoring requires a visit to your premises, the NA will confirm in advance and in

writing the purpose of the visit, the issues to |be addressed and, where appropriate, a list of

documents that should be made available or submitted in advance. The NA's representative
r

and the project coordinator will work together| to ensure that the visit is wel] planned and
prepared.

On occasion, the NA may request that the legal representative attends a particular meeting.

The NA is expected to provide formal feedback |to the beneficiary after any monitoring visit.

1.3.3  Visit to the beneﬁcialy/coordinating organisation (on-the-spot check)

€ premises where the beneficiary keeps his
vities that take place abroad, the National

beneficiaries, both in terms of quality of the chec
follow-up actions towards the beneficiary.

At a more detailed level, the visit will focus o
outputs, communications, administrative practice
questions relating to the financial and contractual

the follow-up of the work plan, project
» project documents as well as on general
1anagement of the project.

The NA shall announce on-the-spot checks in a for)
the purpose of the control, agree on practical arra gements, identify the required interlocutors
and supporting materials so as to ensure their presg;

check. In view of preparing the visit, the NA shal] s

- a list detailing the documents, materials and info
for inspection;

- @ questionnaire that will allow the check to be carried out in an efficient way and may have
to be completed by the beneficiary in advance of the

The project coordinator is required to attend 4nd, if the beneficiary and coordinating
organisations are different, the NA may also request the participation of a representative of
the beneficiary organisation. The NA may also| request the attendance of the person
responsible for the financial management of the project. Generally speaking, the project team
e visit and the items to be addressed. On
the NA's side, the NA project officer/s may be accompanied by an external expert/s or the
visit may be solely undertaken by an external expert/s.

9/36




The documents which should be made available
be specified by the NA in advance. These co

following:

® any results/products available at the

¢ partner agreements (recommendable

* minutes of the consortium meetings;

Ps

¢ documents related to products:;

¢ copies of the money transfers to the

® documents related to financial monit

* subcontracting agreements and invai

® accounting records

e internal and external evaluation repo

e quality plan;

e dissemination and exploitation D
commercialisation agreements where

® sustainability plan

¢ publicity material.

1.3.4

The NA may attend a project event or a consortiur

acquainted with the progress of the project. If]
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
implementation. In this instance, the NA may

Visit to a consortium meeting and/or

issues at a separate meeting with the coordin

LIFELONG LEARNING PROGRAMME-

Project Handbook 2009 ‘
Leonardo da Vinci - Transfer of Innovation !

for the NA during the on the spot check will

uld include, but may not be limited to, the

time of the visit;

for all projects);

partners;
oring (e.g. internal reports);
ces;

rts, including results of testing;

lan, including intellectual property and

appropriate;

project event

n meeting as an observer in order to become
the visit is to a consortium meeting, each
during the meeting their contribution to the
utputs. The NA’s representative may be

cover specific areas related to project

take the opportunity to cover management
tor and other project representatives. This

would follow the format of the on-the-spot visit described above (section 1.3.3).

1.3.5 Invitation to Visit the NA

The project coordinator and others from the proj
NA's premises. The documents that the coordinat
by the NA in advance. See the documents liste

most likely to be requested. The coordinator/c

presentation outlining the current status of the pr

10/3

Ct team may be invited for a meeting at the
r will be expected to bring will be specified
in section 1.3.3 for the documents that are
ordinating team may be asked to give a

ject and its outputs.




1.3.6 In vitation to qn event organised by the N4
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The NA has to organise at least one project Management meeting per year in order to acquaint

beneficiaries of Leonardo da Ving; project

i

ants with the rules and 8ood practices for project

and grant management. The participation in these meetings is mandatory. (Articje HLS5 of the

The coordinator may also be invited by the
the project. The €Xpenses related to the p
eligible costs and should be covered by the

11/36
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1.4  Interim Report and Fina] Rep
1.4.1  Purpose of the Reports

Reporting on your project's progress and achievements is both a crucial and beneficial part of
the project Mmanagement process. The asses ment of the reports enables the NA to take a
decision on the continuation of the project and also leads to the launch of the next payment,
whether the second pre-financing or the fina] yment or recovery.

u will be required to either submit a Interim
ort. The Interim Report provides the NA with
against original plans and budgets whilst the
s allowing an overal] evaluation of the project

Reminder: projects of 18 months' duration or less are not required to submit a Interim Report
unless explicitly required by the grant agreement.

In order to provide a practical and structured
achievements, the NA has prepared report templ
link to the templates can be found further down i

tification of best practice and the extraction

1.4.2 Reporting period

At the mid-term point of a pro ject, the Interim R
time for report preparation, the reporting period
of the project until one month prior to the sub
date of your Interim Report please refer to Arti
Report may not be submitted earlier than the date cited in your grant agreement as it must
cover the period referred to above.

For the Final Report, the reporting period ¢
submission date falls two months after the end of

ers the entire project duration and the
€ project.

1.4.3  Project Outcomes and Results

should be submitted with the Interim and
the project deems to be relevant for the
tc. should be attached to the report.

Two copies of each product generated by the proje
Final Reports. Any other piece of information th
assessment such as meeting minutes, testing result

144 Processing the Reports
Each report must be submitted to the NA by the deadline indicated in the grant agreement.

Late submission may considerably delay the process of analysing and assessing the report
which may in turn cayse payment of due funds to be elayed.

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

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

Rejection will occur if:

* The signature of the legal representative is missing (the signature of a person
other than the legal representative cannot be accepted);

® The report is not complete (parts are issing, sections are not filled in);
¢ The financial reporting tables (electrpnic version) are incomplete or missing;

¢ The report has been submitted using

* The report has been submitted in a [s
the consortium.

Based on the experts' assessment and the reco
decision with regard to the establishment of the
is not complete and additional information nedd
dependent upon the positive evaluation of the rep

endations they make, the NA takes a final
al grant amount. In the event that the report
s to be submitted, the payment, which is
rt, will be delayed.

orm the project of the final evaluation ie. its
ements of the project, as well as on the final
ent or recovery due. The letter will also
specify the conditions and timeframe for appeal against the NA proposal for closure.

1.4.5 Exchange rate Jor financial stateme. (reporting)

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

Please note that the exchange rate stipulated in the grant agreement does not only apply to the
beneficiary but must also be followed by all the partners of the consortium.,

13/36




1.4.6 Payment arrangments

i

If the grant agreement covers more than 18 mon
the articles of the grant agreement on paymen
rule that "full payment of the second instalment
first pre-financing payment has been used up."

That means that beneficiaries can nevertheless |4
amount. The following in the article makes this

"Where the consumption of the previous pre-fi
second pre-financing payment shall be reduced |t
financing."

1.4.7 Specific requirements Jor the Final Repor

The Final Report becomes due after the end of the

on and evaluated in its entirety. Consequently,

[y

agreement should be complete and products finaljs

If you manage to finalise the project before the
final report before the due date for the latter.

The assessment of the Final Report includes the f;

® An appraisal of the project impleme
products. In addition to analysing th
this includes checking that the ac
correspond to the activities that were

An evaluation of the eligibility of
adherence to its budget, as well as in

® A verification of the measures taken t
1.4.8 Weak implementation of a project

As stated in the grant agreement, "if the action i
partially or late, the NA may reduce the grant i
implementation of the action..." (Article 17.5)

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

The rating values — which dictate the precise level

0 to 10, where 0 is at the bottom of the rating sc

recommended by the external experts and confirm

14/ 36
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hs and therefore foresees several instalments

arrangements (in the "Special Conditions")
may not be made until at least 70% of the

sk for a second payment - but not the full
ain:

ancing is less than 70%, the amount of the
y the unused amounts of the previous pre-

> project allowing the project to be reported
project activities agreed upon in the grant
ed by the time the report is submitted.

¢ontractual end date, you may submit your

lowing elements.

tation and quality of the project results and
existence and quality of individual results,
vities carried out to achieve the results

efined in the approved application.

i

(¢
v

leclared expenditure and of the project's
lation to activities actually undertaken.

to guarantee the successful dissemination
and products.

ensure the sustainability of project results.

not implemented or implemented poorly,

itially provided for in line with the actual

give an overall judgement on the project
rating. The values given will reflect the
f'the consortium. They will also take into
ork plan.

f reduction of the grant, if any —run from
e and 10 is at the top. Where the rating

d by the NA lies between 0 and 4, the NA




Where the ratin

g falls between ¢ and 4, a
eligible staff co

sts will be implemented according

e

et e

ry Goo

duction of the Commy
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carried out and t
by the NA.

he views of the

nity contribution to the

to the following scale:

0%

L{\cceptable
L Weak :

As mentioned above, the r
amount is identifj
accordance with th

eduction will be applic
ed, the corresponding grant
€ maximum co-financing perce

Example

A project with a co-fundin
been assessed as h
reduction would be

8 ratio of 75% and tq
aving a weak implementation
applied as follows:

2d to the tota] eligible s
to the staff costs wij
Phtage established in the

taff costs. Once this
I be calculated in
grant agreement,

al eligible staff costs 0f 100.000 EUR has

and has been awarded a rating of 4. The

Total eligible staff costs: (A) 100.000 EUR
% reduction to eligible staff costs: (B) 25%
Actual amount of reduction (= A x B): © 25.000 EUR
Total eligible staff costs after reduction (=A-C): D) 75.000 EUR
EU co-funding ratio: (E) 75%
Total grant towards staff costs (= D X E): F 56.250 EUR

In addition, the extern
Categories be reduced
execution of the project
ctc.

where it is considered th
or not justified by the work

At the Interim Report stage, another system will be
project about jts performance. At this stage the lev.

15/36

al €xpert may recommeng

that the contribution for other budget
the costs were not necessary for the
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On any subsequent pre-financing payment. Nevertheless, the NA may decide to reject the
report if it is incomplete (Article15.4 of the grant agreement) or hold back the payment if it is
assessed as very weak. Decisions will be taken on a case-by-case basis,

In the event of renewed rejection, the NA re
invoking Article | 1.2(b) of your grant agreeme

w

erves the right to terminate the agreement by
nt.

1.4.9 Termination of the grant agreement

According to Article 11.2(b) "the NA may decide to terminate the agreement, without any
indemnity on jts part, if the beneficiary fails to fulfil a substantia] obligation incumbent on

him under the terms of the agreement, includj g its annexes", Correct reporting is of course a
substantial obligation.

Article 11.3 rules the procedure of the termination. In order to clarify the rules of this article
three examples are given below:

Example 1

The beneficiary receives the registered letter (natice) on 1 July and does not react: termination
takes effect on 31 July.

Example 2
The benefici

Please note that *

Regarding the effects of the termination, Article 11.4 of the grant agreement stipulates that
"where the NA js terminating the agreement on the|grounds that the beneficiary has failed to
produce the fina] technical implementation report and financial statement within the
deadline...and the beneficiary has stl] hot complied with this obligation within two months
following the written reminder sent by the NA...the NA shall not reimburse the
expenditure incurred by the beneficiary up to the date on which the action ended and it

shall recover any amount if its use is not substantiated by the technical implementation
reports and financial statements approved by the NA".

Please note that "failed to produce" refers not only|to the situation where the report was not
submitted at all byt also t
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If you fail to produce the interim report or the final report that means that all expenditure from
the beginning of the eligibility period becomes ineligible.

1.4.10 Grave breach of contractual obligations

According to Article 12 of the grant agreement in case of grave breach of obligations the NA

can claim "financial corrections”" on top of the effects of termination and on top of the
reduction of the grant.

The notion of “serious breach of contractual obligations” cannot be defined in advance for all
possible failures to comply with contractual obligations. Nevertheless, when managing grant
agreements, the following situations might give rise to a declaration of “serious breach of
contractual obligations™:

e if the conditions contained in clauses in model grant agreements entitling the NA to
terminate the agreement unilaterally are fylfilled;

e if a beneficiary fails to comply with the clauses on the respect of intellectual and
industrial property rights:

* ifa beneficiary fails to comply with the clauses on the respect of confidentiality;

* the refusal to permit and support the performance of checks and audits in compliance
with the relevant contractual entitleménts also indicates a “serious breach of
contractual obligations™;

* cases of enforced recovery due to problems|in the execution of the grant agreement.

* failure of the beneficiary to comply with his obligation to guote the European Union
as a donor, after a formal reminder has een addressed to him, might constitute a
serious breach of the grant agreement;

* non-compliance of the beneficiary with| the obligation to produce and/or submit
interim or final reports of whatever kind on the operation or action co-financed by the
National Agency, after a formal remindef has been addressed to him, represents an
indicator for a “serious breach of contractual obligations”.

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

performance of the beneficiary endangers
depending on the assessment of the facts
nctional impact for the NA and/or the
each of contractual obligations.

1.5 Dissemination and Exploitation of Results

1.5.1 Purpose of dissemination and exploitation activities

Significant emphasis is placed on the impact of E
plans for ensuring that what they produce will be
results generated, the lessons learned and the exp
be made available to the widest possible audience.

co-financed projects and on the concrete
idely known about and widely used. The
ience gained by each project team should

The primary means of making this happen are |the twin activities of dissemination and
exploitation of results, also known together as| |valorisation. Their key objective is to
maximise the impact of project results by optimising their value, strengthening their impact,
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transferring them to different contexts, integratin
actively in systems and practices at local, regiona

Well-planned and well-executed dissemination
have a reach beyond those directly involved in th
beyond the project's lifetime.

1.5.2 What are project results?

Project results are the products, methods, exper
realise. Broadly speaking, there are five main caq
direct project results and the second two are
results (see also the generic typology of project
of results section of the LLP Guide).

Products

- e e i
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g them in a sustainable way and using them
, national and European levels.

and exploitation ensure that project results
e consortium and an impact that is sustained

ences and policy lessons that projects may
egories of result of which the first three are
ndirect project results or programme-level
esults in the dissemination and exploitation

ative studies;

ng tools;

innovative educatian and training modules;

new curricula and
guidance material fp

demonstrator, proto

online education and

conferences and cu

qualifications;

r new approaches and methodologies;
ype;
training material (e-learning);

ural events;

seminars, debates and symposia.

Methods

increased knowledg
topic;

¢ of the participants within a certain field and

cooperation processes and methodologies;

managerial lessons learned and know-how;

exchange of ideas and good practice.

Experiences

experience gained 4

Y the project partners in the management and

undertaking of transhational partnerships;

experience gained by individuals, e.g. from mobility periods;

exchange of experience and best practice through the establishment

of networks.

Policy lessons

drawn from the ove
or from individual
effective;

fed back to inform p

rall experience of projects within a programme
projects that are particularly innovative or

olicy making e.g. in the Lifelong Learning field
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( within the Com@ission and within member States,

European Cooperation .

new or extended European partnerships;
* transnational sharing of experience and best practice;
¢ cross-cultural dialogue and co-operation;

* new dialogue and partnerships between EU and non-EU countries,

The different categories of results may require different approaches for dissemination and
exploitation. For example, tangible resuits such as 'products’ may be easily demonstrated with
actual items, graphical representations and samples whereas intangible results such as

'experiences' may require alternative methods of demonstration such as survey results,
interview analysis and accreditation programmes,

1.5.3 What are the dissemination and exploitation of results?

The activities of dissemination and exploitatio

n are closely related but distinct from one
another.

Dissemination can be defined as a planned process of providing information to key parties on

the quality, relevance and effectiveness of the results of programmes and initiatives. It occurs
as and when the results become available.

Exploitation means making use of and deriving benefit from (a result). In the context of
project results it primarily involves "sustainability" and the process of "mainstreaming";

Sustainability means that crucial activities and results are maintained and continue to deliver
benefits to the target group, structure, sector gr system afier the end of the EU funding.
Sustainability can be best achieved within the consortium because the take-up of the project

results outside the project environment (see | below) is not within the control of the
consortium.

Mainstreaming is the planned process of transfa rring the successful results of programmes
and initiatives to a wider context: policy-makers, stakeholders and "end-users" outside the

original project environment (in local, regional] [national or European systems) adopt, for
example, tools or practices developed by the project.

o

1.5.4  How to plan your dissemination and exploitation

Having a strong plan for dissemination and exploitation from the starf of a
priority for a Lifelong Learning Programme-funded project. It is for t
dissemination and exploitation work packages for
package. Creating the plan early on ensures that
central to your project from the beginning.

project is a key
his reason that
med a mandatory part of your application
your intended users and their needs are

In planning these activities, the project team sho

uld be addressing the following kinds of
questions:

®  Which problems does the project solve? Which needs does the project address?
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* What are the expected results?

®  Who are the users/interested sector

who will benefit from the project’s results?

Time should be Spent on establishing who is ¢
account of their needs. This should include all
consortium itself. Plans should allow for con

xpected to use the project’s
vtential users, not just those
ultation with, and the invol

results and taking
from your project
vement of, users

during the project's lifetime.
The key elements of the plan are:

* The types of dissemination and ¢

methods and mechanisms;

3

The resources that will be required -
The timetable for the different activ

The strategy for extending the
(sustainability).

Once established, the dissemination and exploit
where necessary revised in light of the project's e

be described in the Interim and Final Report
Handbook).

For more detailed guidance on writing a dissemij
DG EAC website at the following address:

http://ec.europa.eu/d.qs/education culture/y

Ve W

g

ploitation activity that will be used — the

people and budget;
ies;

activities beyond the project's lifetime

tion plan should be regularly reviewed and
olution. Any adjustments to the plan should
that you submit (see section 1.4 of this

ation and exploitation plan please visit the

alorisafion/index en.htm

Amongst other things, this includes "The EU's 5-s
along with a dissemination toolkit and suggested n

Please note that there are special conditions in the
and publicity (Article X.3 and 4 Special Condition
note also the requirement for benef;
of the project in the programme database ADAM.
1.5.5 Recognition of Commission Sunding 4

Project publications and results that are distribute
that the Commission has provided and present the
awareness of the Lifelong Learning Programme
longevity of its operation.

The LLP logo can be found at:

http://ec.europa.eu/d.qs/education culture/publ/grap

ciaries to conti

ige plan for dissemination and exploitation'
echanisms for both valorisation activities.

rant agreement that relate to dissemination
and Article 5 General Conditions). Please
nuously document the progress and results

nd use of LLP logo

must make reference to the co-financing
.LP logo. This visibility increases general
and helps ensure the continuation and

hics/identit

en.htm]
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icial EU languages at:

Dubl/,qraphics/agencies/use-translation.pdf

Failure to acknowledge the Community fundin
activity being declared ineligible. For examp
research and publication, if the publication fa
research could still be considered eligible by
ineligible.

1.6 Amendment Requests

As indicated in your grant agreement, any ame

subject of a written supplementary agreement. (A

The amendment request must duly justify the
reserves the right to reject an amendment request

It is important to understand that the amendmen
changes that have in reality already been carrie
cannot be retroactively requested. In particular,
through an amendment may only be accepte
circumstances.

Any request for amendment has to be submitte
closing date of the action. (Article 13.3)

Any amendment request must be submitted to the

signed by the legal representative of the benefici

agreement or his/her legal replacement.

1.6.1 Amendment request using a specific

To request an amendment, please use the forma

found on the NA webpage (see link on the front

the templates for requesting an amendment t

circumstances:

A - Replacement of the beneficiary organisation o

beneficiary organisation
B - Partner(s) withdrawal

C - New / replacement partner(s) joining the proje

D - Changes to the work programme
E - Change of bank account

F - Changes to the the project duration
G - Changes to the reporting schedule
H - Changes to the budget

I - Other

21/36
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may lead to the costs related to a particular
, in the case where the activities included
s to mention EU funding, then the costs of
the costs of publication could be declared

ndment to the grant conditions must be the
rticle 13)

easons for the proposed changes. The NA
that is not justified.

should not be requested retrospectively i.e.
out prior to the submission of the request
etroactive changes to the eligibility of costs
in exceptional cases due to extenuating

d to the NA at least one month before the

NA by an official letter or form (see below)
iary, that is, the person who signs the grant

template

I

!
D

Amendment Request form which can be
bage of this document). Here you will find
the grant agreement for the following

richange of name and/or statute of the
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1.6.2 Amendment request without a specific template

The following sections describe cases where use of the form is not needed.

Change of coordinating organisation

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

Notabene: If a partner that is new to the project assumes the responsibility of the coordinating
organisation, then you should use the form under section 1.6.1 above and indicate this in
section C.2, in the box "Tasks taken over by the new partner and/or (re)distribution of the
tasks amongst all partners".

Where necessary, a new work plan with the task distribution broken down by partners and a
new budget breakdown should be submitted. Please use the appropriate sections of the
Amendment Request forms to notify the NA of the changes requested.

Change of the person of project coordinator

A change of the person acting as project coordinator does not require the amendment request
form to be used. A letter informing the NA about the reasons for the envisaged change and

stating that there is no objection from the project partners to the change of the project
coordinator is sufficient.

The letter should include a description of the competences and experience of the new
coordinator. It must also include all the new coordinator’s contact details (telephone and fax
number, address, email, etc).

Change of legal representative of the beneficiary organisation

In this case it is not hecessary to use the amendment request form. A simple letter with an
official document confirming the designation of|the new legal representative is sufficient.
Examples of official documents include statutes and minutes of the Board.

The letter should include all the contact details of the new legal representative (telephone and
fax number, address, email, etc).

1.6.3 Cases where an amendment request is NOT hecessary: change to the budget
breakdown per heading)

An amendment request relating to an adjustment to the budget breakdown is not necessary
when the transfer between budget headings (staff, | travel, equipment, subcontracting, others)
does not exceed 10% of the amount of each heading of eligible costs for which the transfer is
intended (Article 111.4).
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In all other cases of a budget change an amend

1.6.1)

When assessing your Final Report, the NA will
as long as they stay within the threshold of the ry

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

~

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

t
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ment request is necessary (see H in section
accept declared costs that exceed the budget
e above (by budget heading of cost).

y are always limited to 7% of eligible direct

otal budget, the amount of the grant or the

Example

If you intend to increase the budget allocated tq
formal amendment request is necessary. The in
level of increase.

¢

staff from EUR 70.000 to EUR 76.000, no
rease does not exceed the permitted 10%

2 Financial rules

The following financial rules must be read togeth
Call for proposals and LLP Guide.

er with your grant agreement, the respective

The following sections apply to the beneficiary an
(e.g. the rules on staff costs apply to all partners of the

d

(v

all its partners within the consortium
onsortium including the beneficiary)

The general context, nature and amount of exp
eligibility.

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

* They must relate to activities involvir

Learning Programme. Any costs rel
countries or by organisations that are
eligible unless they are necessary fi
justified in the application form and

the NA through the exchange of letters.

* They must be incurred by legal bodie

" The Decision establishin

23/36

g the Lifelong Learning programme
and "project partners" the term "multilateral grouping", whicH

Costs

nditure will be considered when assessing

costs must satisfy the following general

1g the eligible countries in the Lifelong
Ing to activities undertaken outside these
ot registered in an eligible country are not
the completion of the project and duly
the report and/or agreed in advance with

t
r
i

nstitutions of the official consortium';

defines for projects with a "project coordinator"
s the equivalent for "consortium".




¢ They must be connected with the
directly connected with the execu
approved work plan);

t

~
L

They must be necessary for the exeq

They must be reasonable and justifi
of sound financial management?, i
cost-effectiveness;

They must be generated during the li
They must be actually incurred
accounts in accordance with the app
in accordance with the requirements

¢ They must be identifiable and verifia

b

Q
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project (i.e. relevant to the project and be

jon of the project in accordance with the

ution of the project;

ed and they must accord with the principles
1 particular in terms of value for money and

fetime of the project’;
y the beneficiary and be recorded in his
cable accounting principles, and be declared

f the applicable tax and social legislation;

le.

The beneficiary's internal accounting and
reconciliation of the costs and revenue dec
corresponding accounting statements and supporf
implies that the "number of units" must be
timesheets, attendance lists, etc.).

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

2.2 Non-eligible Costs

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

e return on capital;

debt and debt service charges;

provisions for losses or potential futy
moral obligations, fines, financial pen;

interest owed;

2 Costs shall be defined in accordance with the principle of ¢
with the principles of economy, efficiency and effectiveness,
be defined in due time, in appropriate quantity and quality an
concerned with the best relationship between resources empl
effectiveness is concerned with attaining the specific objectiy

i.e. generated by an activity that takes place during the lifeii;

Activities taking place before or after the period specified in

24/36

diting procedures must permit direct

u
%I:ed in respect of the project with the
t

g documents. For scales of unit costs, this
recorded in appropriate documents (e.g.

lo not require an invoice, an accounting
nent produced in order to prove that the
applicable accounting law.

of costs be considered as eligible (Article

re liabilities (provisions for contractual and

alties and legal costs);

ound financial management, namely in accordance
The principle of economy requires that costs shall
at the best price. The principle of efficiency is
yed and results achieved. The principle of

s set and achieving the intended results.

me (legal duration) of the project / action.

grant agreement are not eligible for funding.

d
0
€




doubtful debts;
exchange losses;

VAT, unless the beneficiary organisa

costs declared by the beneficiary

programme receiving a Community g

excessive or reckless expenditure;
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tion can prove that it is unable to recover it;

and covered by another project or work
rant;

purchase of capital assets - only depr

in the case of rental or leasing of equ
end of'the lease or rental period;

costs associated with the preparation
Programme;

costs of opening and operating bank a

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

)

costs incurred by silent partners (sile
on their own costs but are ineligible t

2.3 Categories of Eligible Direct Cost

The eligible direct costs for the project are th
conditions of eligibility set out above, are iden
performance of the project and which can therefor

2.3.1 Staff
Costs relating to the following categories of staff

Statutory staff, having either a permanent
partner of the consortium. To be consider
relevant partner organisation as an employ

Temporary staff, recruited through a specia
Depending on national labour law legislation (
worker"), in certain cases self-employed persons

under staff costs. To assimilate "external” person
considered:

o Long consecutive duration of collaboration

25/36
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ciation is eligible;

lipment, the cost of any buy-out option at the

of the application for the Lifelong Learning

ccounts (transfer costs are eligible);

cument required to be submitted with the

L partners can be partners in the consortium
receive funding from the grant).

se costs which, with due regard for the
fiable as specific costs directly linked to
be booked to it directly.

i

re considered:

I a temporary employment contract with a
d in this category, staff must report to the
€.

ised external agency.

n particular the definition of "dependent
orking for the project can also be declared

el as staff costs, a few criteria should be

-

with the relevant partner organisation.
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o The "external" collaborator her/himself 1
organisation on its own behalf. A contr
subcontracting! Again it must be in accor
required (copy of law).

ust sign a contract with the relevant partner
ct with another company would be clearly
ance with national law and evidence will be

o The fact that the recruited person is accountable to the relevant partner organisation.
"Accountable" means that the "external' collaborator has to report on the hours
worked, the tasks and results and cong quently the relationship between the two
parties is not "equal". Their relationships|are the same as a company has with its own
employee and not the ones the company would have with a subcontractor.

© It must fit with the national legislation. F¢
to be "semi"-self-employed working for
pursued by the tax office and the "semi
employee and the taxes charged to the co

T instance, in Spanish law it is a legal status
company whereas in Belgium it would be
self-employee would be considered as an
any.

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

Costs related to staff working through subcontra
category (see section 2.3.4 "Subcontracting costs")

ing shall be included under the appropriate

Staff members of project partners are not allowe
the project.

to operate in a subcontracting capacity for

Beneficiaries should report staff costs based on re
the maximum rates published on

(http://www.programmaleonardo.net/llp). Any

veracity of these costs may be the subject of an au

daily staff cost rates, which cannot exceed

the website of the NA
rplus will be considered as ineligible. The
it.

The rate of the country in which the partner
independent of where the tasks will be executed
Country A working (partly) in Country B will be
A).

ganisation is registered will be applied,
i.e. a staff member of an organisation of
dgeted on the basis of the rates of Country

s corresponding to the Beneficiary's usual
s plus social security charges and other
-statutory costs like bonuses, lease car,

expense account schemes, incentive payments or profit-sharing schemes are excluded.

2.3.2 Travel and Subsistence

Activities that require travel have to be included |
project. The project implementation normally foll
only for journeys directly connected to specifi
activities.

the work plan and in the budget of the
s this work plan. Costs may be claimed
and clearly identifiable project-related

Therefore, if there are any reasons related to the project work plan (e.g. dissemination) or to
better financial management (e.g. airfare cost reduction) to travel to a 'Programme’ country,
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E

in which no partner has his seat, this is eligible.
countries are possible, too. But the NA has to all

:xceptionally, meetings outside 'Programme’
w them beforehand in writing.

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

did not accord with the principles of sound
ot requested beforehand to the NA, then the

a) Travel costs

Travel costs for staff taking part in the project an
in line with the partner’s usual practices on t
Journeys directly connected to specific and clear]
information on charging travel costs for non-sta
"Subcontracting costs" and 2.3.5 "Other costs".

€

considered eligible, provided that they are
vel costs. Costs may be claimed only for
y identifiable project-related activities. For
ff members please refer to sections 2.3.4

Reimbursement must be based on real costs, ind¢pendent of the means of travel chosen (rail,

bus, taxi, plane, rented car). Partners are required|t
Apex tickets for air travel and take advantage of

o use the cheapest means of travel (e.g. use
educed fares). Where this is not the case, a

full explanation should be provided.

The travel cost for a journey should include all cas
origin to the point of destination (and vice versa)
and cancellation costs.

ts and all means of travel from the point of
nd may include visa fees, travel insurance

Expenses for private car travel (personal or com
price is not excessive, will be reimbursed as foll

pany cars), where substantiated and where the
ows (whichever is the cheapest):

e Either a rate per km in accordance
concerned up to a max of EUR (.22

ith the internal rules of the organisation
km.

® Or price of a rail, bus or plane tic
independently of the number of peopl

t. Only one ticket shall be reimbursed,
travelling in the same vehicle.

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

nt) or taxis: the actual cost where this is not
Iso taking into account any influencing
t takes place independently of the number

A8

b) Subsistence costs

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

The reported expenses should respect the maximu
http://www.programmaleonardo.net/ll .

rates published on the website of the NA
us will be considered as ineligible. The
ntry i.e. where accommodation costs are
irectly connected to specific and clearly
n on charging subsistence costs for non-
racting costs" and 2.3.5 "Other costs".

incurred. Costs may be claimed only for journeys
identifiable project-related activities. For informat
staff members please refer to sections 2.3.4 "Subco

Reimbursement must be based on the existing i
which may be on an actual cost (reimbursement of 1

=3

ernal rules of the partner organisations,

¢ceipts) or daily allowance basis,

27736




In either case, proof of attendance and g
substantiate declared costs.

y
Subsistence rates cover accommodation, mea
costs incurred to travel from point of origin to

A full day normally includes an overnight
allowance without an overnight stay may
accommodation (costs limited to 50% of the m

A corresponding reduction must be applied if
provided for free of charge by a third party.

2.3.3  Equipment costs

Purchase, rent or lease of equipment (new
maintenance and insurance costs, are considere

® Only when specific and necessary f

equipment costs must always be d
section 2.3.4 below apply.

Provided that it is written off in a
applicable to the beneficiary and g
Only the portion of the equipment's
the project and the rate of actual us
into account. The beneficiary shall

the context of its use Justify differen

All equipment related to the administration of
equipment purchased before the
(See section 2.4 "Indirect costs").

d

=

start of a proje
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ernight accommodation will be required to
and all local travel costs (but not local travel
oint of destination).

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

ximum ceiling).

commodation, meals and local travel costs are

or second-hand), includin
eligible:

g the installation,

r achieving the goals of the project. Proposed
ly justified. The rules for procurement under

cordance with the tax and accounting rules
nerally accepted for items of the same kind.
depreciation corresponding to the duration of
for the purposes of the project may be taken
xplain the rules applied. If the nature and/or
treatment, this should be duly justified.

[¢]

= ¢p W

he project (e.g. PCs, portables, etc.) and all
t is covered by indirect costs of the project

The total reported expenses for
10% of the total direct costs

P

*quipment may not exceed
eported for the project.

2.34 Subcontracting costs

Costs entailed by procurement contracts for the

are considered eligible when awarded by a p
individual* (only i

f not employed by any of the P4

F
!

irposes of carrying out a part of the project
riner to an external body, organisation or
irtner organisations of the consortium).

@Kample

4 This refers to individuals who may be self-employed i.e.

social contributions, pensions and taxes. National legislati

should always be considered, Covers also consultants, who

28/3

ho are responsible for their own social security or
on the definition of these individuals can vary and

rovide one off services for which a fee is received.

on
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The general manager of a beneficiary organisatj
this company but he is "employed" by the n

company B is not partner in the Leonardo proj
being invoiced by the mother company B to the |

Therefore the general manager cannot be con
organisation A. His relationship with company

staff costs but under the category of sub-contracti

i

A
relationship. The cost of this sub-contractual rela

»n-in country A is not actually employed by
other company in country B. The mother
ct. The services of the general manager are
eneficiary organization A.

g

.

idered as an employee of the beneficiary
\ can be accounted for as a sub-contractual
tionship can obviously not be booked under

ng.

In order to maintain the concept of the project ¢
administration of the project may not be subcontr

Costs are based on a verifiable estimate or, if the
offer. The estimate/offer will cover all costs (i.e.

The Beneficiary shall award the contract to the te
say, to the tender offering the best price-quality
transparency and equal treatment for potential
conflict of interests.

The following specific Community rules with reg

¢ Contracts with a value below EUR 1

an invoice,

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

Contracts with a value over EUR 2

C(

a

51

C

a

dnsortium, the management and the general
cted.

subcontractor is identified, on the basis of an

aff costs plus travel costs, etc.).

nder offering best value for money, that is to

ratio, in compliance with the principles of
ontractors, care being taken to avoid any

rd to procurement apply:

2.500 can be paid simply on presentation of

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

-000 up to EUR 60.000 are subject to a

procedure involving at least five tend

You must be able to prove that you have requested
contractors specified above. Requests sent by ema
Where a contractor declines to provide an offer, it
confirmation of this refusal.

Note that if one and the same person or organisatiq
for an amount totalling for example EUR 17.500, t
units and the total amount cannot be fractioned in

tender process.

e For contracts of a value over EU

procurement apply.

CrIS.

loffers from the minimum number of
il, fax or post may constitute these proofs.
is recommended that you request a

n delivers one product or service package
hen the works cannot be split into smaller
several invoices to avoid a competitive

R 60.000, national rules with regard to

The total reported costs for subcg

30% of the total direct costs r

T
Fl

itracting may not exceed

eported for the project.
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Other costs are considered eligible that they arise
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* from requirements imposed by the grant agreement are eligible (dissemination of

information, specific evaluation of {
website, etc.), including the costs of!

he project, audits, translations, reproduction,
any financial services (especially the cost of

financial bank guarantees).

from the implementation of specifig
e.g. the organisation of seminar
product/result and where task-related
of proceedings of a seminar, the pra
related consumables (reams of paper
etc.

=

Only activities which are specific and necessary
considered eligible.

When travel and/or subsistence costs are reimburs
b

the rules applicable to staff of partners will
Subsistence").

actions or of products/results of the project
(where the seminar is foreseen as a
costs are easily identifiable), the production
uction of a video, the purchase of product-
for printing of publications, blank DVDs),

for achieving the goals of the project may be

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

.~

For all costs incurred through subcontracting please refer to section 2.3.4 above.

Costs which are not covered by the other categories are also considered as other costs. Some

examples are: one-off costs for press releases and

Intellectual Property Rights, purchase of informati

data), conference fees; meeting registration costs;

All costs related to the administration of the proje
costs, telephone costs, internet access, paper, etq
project (See section 2.4 below).

30/36
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publicity, purchase of copyrights and other
1on materials (books, studies and electronic
ental of exhibition space, etc.

Ct €.g. consumables, supplies, photocopying
4 are covered by the indirect costs of the




2.4 Indirect costs ("Overheads")

The eligible indirect costs for the project g
conditions of eligibility described above, are
to performance of the project which can be b
been incurred in connection with the eligib
include any eligible direct costs,

The indirect costs of the project eligible for C
maximum of 7% of the total amount of elig
contractually agreed and is given in Annex I g
need not be justified by accounting documents.

NOTABENE: The transfer between budget ite

not be possible to indirect costs. Annex II off
budget in the beginning of the project, therefq
items applies only for direct costs: to allow a ¢

implementation.

Furthermore, direct and indirect costs are distis
linked to performance of the project” justifyin

"lump sum") Justifying documents are

Nevertheless, indirect costs are of course based

an additional amount up to 7% of the eligib

proven with justifying documents) can be ¢
documents). Also outside an EU funding en

generally calculated as a percentage of operatio

NOTABENE: It is the flat rate
"right". In case of an audit

calculation of indirect costs!

Example for the approach for checking indirect

At contracting stage the project planned for €104).
rate was set at 5% of the former amount (= €5.00
the Final Report stage the project incurred on
had been agreed the projel

indirect cost rate of 5%

Examples of indirect costs are:

portables, etc.);

being carried out;
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that counts at th
» every beneficiary/pa
e rules to the Leonardo TOI project that

All costs for equipment related to {

Communication costs (postage, fax, t¢

Infrastructure costs (rent, electricity,
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re those costs which, with due regard to the
hot identifiable as specific costs directly linked

oked to it direct, but which have nevertheless
direct costs for the project. They may not

bmmunity funding is a flat rate amount set at a
ible direct costs. This indirect costs rate was
the grant agreement. The corresponding costs

s (Art. I11.4) refers to direct costs only and is
he grant agreement is an estimated eligible
e the 10% rule for transfers between budget
ertain flexibility for adaptations during project

i€t cost categories: for "specific costs directly
documents are required, for a flat rate (or

not required.

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

D

le

n

end of the project, and 7% is a limit, not a

C
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¢ Office supplies;
* Photocopies.

Indirect costs shall not be eligible under a proje

ct grant awarded to a beneficiary who already
receives an operating grant from the Commissip

n during the period in question.

2.5 Calculation of the Final Community Grant

Please refer to Article 17 of the agreement for more information on the calculation of the final
grant. In short, the final grant is determined as follows:

Declared expenditures from the final statement

LESS Ineligible costs found during assessment of your final statement.

Costs may be ineligible by nature jor
Limited by application of the "1(% rule" (Article 111.4 of the agreement) or

Limited by maximum ceilings from the Call (Equipment, Subcontracting
and Indirect costs) or

Limited by maximum rates from the Call (Staff & Subsistence rates)

X percentage of co-financing from the agreement (Article 111.3)

LIMITED to the maximum Community contr
(Article I11.3)

L

Be also aware of the so called "non profit" rule de
Indeed, to avoid profit, the calculated grant will be

ibution as established in the agreement

fined in Article 17.4 of the grant agreement.
> reduced accordingly if:

Final Community grant + other sources of
incly

is high

Declared expenditure

nancing (own, i.e. beneficiary's, funds not
ed)

r than
n the final statement

—_— U~

Please note also that the grant may be reduced in case of weak implementation of the project
(Article 17.5 of the grant agreement). See also section 0 of this Handbook.

Finally, the amount of balance payment or recovery will be calculated as follows:

Final Community Grant

LESS Pre-financing amounts already received

EQUAL Balance payment if positive or
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Recovery if negative
Notabene: Interests earned on pre-financin

special conditions of the grant agreement)

g amounts are not deducted because Article

16.4 of the general conditions of the grant agreement does not apply (Article X.1 of the

2.6 Checks and Audits

Please refer to Article 19 of the agreement fo
audits.

3 General rules and remarks for

r more information on possible checks and

the Interim and Final Reports

Please note the following points before you produce and submit a report to the NA.

* You must use the appropriate report templat

® The report is submitted on behalf of all t
project. Please ensure that sufficient time

es and financial tables provided by the NA.

he partner organisations participating in the
has been included into the planning for the

drafting and submission of your report as|well as for consultation and approval by the

consortium.

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

® All products and results should be submit
report form.

¢ The report and the accompanying products
funding disclaimer text as well as bear t

agreement number.

® The report must be sent to the address speg

¢d along with the report as requested in the

results should contain the LLP logo and the
he project title, project acronym and grant

ified in Article VII of your grant agreement,

within the deadline indicated in Article V hnd must respect the following requirements

for format and quantity:

ISFOL — Agenzia Nazionale LLP - Progn
Corso d’ltalia, 33
00198, Roma

Please note that:

amma settoriale Leonardo da Vinci

o If you refer to websites, passwords should be given for all private areas.

o It is important to organise well the \
order to facilitate and speed up the 3
numbered list of project results attache

rious copies of products and outcomes in
sessment. You can for example provide a
to the report.

D o
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o The NA reserves the right to request further copies of reports and project results.
Please note that reports sent via email or fax cannot be accepted.

The reports should not be used as a mean

to signal major changes to your project (such

5
as changes to the budget, work plan, partnership, etc). These are subject to formal
amendment requests that should be submitted in due time and using the appropriate forms
(see section 1.6 of the Handbook). Should fthe case arise that a change is communicated in

the Interim or the Final report, please be 4

not imply the NA's approval of the changes|

You are strongly advised to send your re

postage. Additionally, you are advised to
annexes.

As stated in section 1.4.2 of the Handbook|
project start until one month before the sub
Final Report covers the whole duration of ¢

34/ 36

ware that the NA's approval of the report does

ports by registered post to ensure a record of
keep a copy of the full report, including any

, the Interim Report covers the period from the
mission date stated in the grant agreement; the
he project.




4 Definition of Terms

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

Amendment: a written supplementary agreemg

Beneficiary (of a grant): in financial terms,
whom the agreement for receiving a grant from

Consortium: a group of partner organisations/

Dissemination: a planned process of providing
the quality, relevance and effectiveness of the 1

Exploitation: a process of making use of an
involves the two processes of 'mainstreaming’ 4

Grant Agreement: agreement between NA aj
out the terms and conditions and the financ
Through signature of the agreement the selectes

Final Report: implementation report and fina
project. Submitted within two months of the
article 11.2 of the grant agreement.

LIFELONG LEARNING PROGRAMME'}
Project Handbook 2009 |
Leonardo da Vinci - Transfer gf Innovation ’

owers delegated by the Commission of the

ent that modifies the grant agreement.

the organisation, institution or individual with

he Leonardo da Vinci programme is signed.
stitutions participating in a project.

nformation to potentially interested parties on
esults of projects and initiatives.

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

applicant selected for a grant award, it sets
I rules that apply for the use of the grant.
i applicant becomes a beneficiary.

ncial statement covering the entire period of a
formal end date of the project as indicated in

Legal Representative: the person legally authorised to enter into legal and financial

commitments on behalf of the beneficiary orgar

Monitoring: the continuous and systematic
consists of the supervision of activities, co

information obtained for the improvement of th

Partner Agreements: an agreement made betw

and partners) to govern a number of issues that

(e.g. collaboration methods, tasks, financial pro

highly recommended that all projects enter into

Interim Report: a report and financial statem
middle of the project duration. Submitted in ag

V of the grant agreement.

Project Coordinator: the person responsible fg

organisation or institution in charge of the impl
grouping.

Project: a transnational cooperation activity wi

formal or informal grouping of organisations or
Handbook the term "project" is used for all "Ac

35/

nisation to which he/she belongs.

ontrol of a project’s progress. Monitoring
arison with the work plan and using the
€ project.

en all participants in a project (beneficiary
ill or may arise during the life of the project
isions, intellectual property rights, etc.). It is
partner agreement.

nt on the implementation of a project at the
rdance with the deadline indicated in article

ot the project management within the

ementation of the project by the multilateral

N

a defined objective developed jointly by a
nstitutions. For the purposes of this
tions" as identified by the Decision No.
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1720/2006/EC of the European Parliament and|of the Council 15 November 2006 establishing
an action programme in the field of lifelong lea ring.
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+ALLEGATO IV - LISTA PARTNER ~ A
U D DML

PROGRAMMA DI APPRENDIMENTO PERMANENTE

Programma settorialeL eonardo da Vinci
Progetti Multilaterali di Trasf

Progetto n. 2011-1-IT1-LEO05-01950 /

imento dell'Innovazione

Codice CUP: G82F11000540006

N. ] Cod Denominazione Tipologia di

Referente per il Viae n. Citta CAP “Telefono
Paese dell'organismo organismo

Bilancio Preventivo
progetto Paese

Fax Costo “..Contr, Fondi propri

+39 0792069572

s.masia@provincia.
sassari.it

g E-mail Totale Comun
e e
POL T Provincia di Sassari PUB-LOC Salvatore Masia Piazza D'italia 31 - +39 0792069502 | 52.040,00 39.030,00 13.010,00
Sasgari - 07100 (IT)

P1 T MCG Manager Consulting Group EDU-VET Pietro Calderaio Via Cr

stoforo Scobar +39 0916816012 76.760,00 57.570,00 19.190,00
Soc. Coop. 22 - Palermo - 90145 (IT)
+39 0917480723 “y
info@mcg.coop
] _
P2 ES Asociacion Pro Personas con NFP-ASC Marfa Angeles ¢/ Bravo Murillo 101 - +34 914470116 57.640,00 43. 230 00 14.410,00
Discapacidad intelectual Martinez Isaac Madrid { 28020 (ES)
amartinez@afanias
.org
P3 FR Greta de Nancy Lorraine Centre EDU-ADLT Antoine Kazan Lycée Hepri Lori

nri Loritz — 29 +33 383308703 66.000,00 49.500,00 16.500,00
rue des Jardiniers — CS
34218 - Nancy - 54042
(FR) +33 383352960
antoine.kazan@ac-
nancy-metaz.fr

] S
P4 T Provincia Regionale di Messina PUB-LOC Gabriele Schifilliti | Corso Cav

pur - Palazzo +39 0907761577 15.040,00 14.280,00 4.760,00
dei Leonj -|Messina -
98122 (1T}
+39 0907761575
—
g.schifilliti@provin
cia.messina.it
PS5 T Provincia Regionale di Ragusa PUB-LOC Giancarlo Migliorisi | VIALE DEL

l

i

il

FANTE, 10 - +39 675258 19.040,00 14.280,00 4.760,00
Ragusa -(97100 (iT)
+39 675 258
giancarlo.migliorisi
@provincia.ragusa.
it
*__-'—_ ——-—-—.—_.___[r——-—._h_
P6 T ASSOCIAZIONE TECLA NFP-ASC Mario Battello Via Boncor i

pagni 93 - +39 0642010902 68.200,00 51. 150 00 17.050,00
Roma - 0p187 (im)

+39 0642010906

\J teclait@tin.it

- ]
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Cod Denominazione Tipologia di ] Referente peril Via e n. Citta cap Telefono Bilancio Preventivo
Paese dell'organismo organismo progetto Paese Fax Costo Contr, Fondi propri
E-mail Totale Comun.
TOTALE 358.720,00 269.040,00 89.680,00
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PROM
PROmoting Mobility Experti;e

TEUS
of Teachers of EU Students

La mobilita in tema di istruzione e formazi
circolazione delle persone, una liberta fond
dei principali obiettivi dell’azione dell’Unj
della formazione, entrambj basati su valori
diversita. Si tratta di uno strumento essenzi
europeo dell’apprendimento permanente, pe
poverta e per contribuire a promuovere un’z
esprimeva il Parlamento europeo e il Consig
nuova attenzione sui temi della mobilita tra
consultazione tramite Libro Verde sulla Mo
nella Strategia EU2020 "Youth on the Move
Erasmus e Leonardo da Vingj giovani europ
effettuare esperienze di apprendimento e di |3
milioni. Una cifra apparentemente elevata
rappresentare la domanda espressa e inespressa, comunque insoddisfatta, di studenti e
giovani lavoratori che appartengono, forse, ad una delle generazioni che sara piu
colpita dagli effetti a lungo termine della pitjacuta crisi economica della storia. La
mobilita transnazionale Puo rappresentare per molti l'acquisizione di quelle
competenze che faranno la differenza aj momento di entrare sul mercato del lavoro.
Non in tutti i Paesi europei sono presenti politiche che concentrano investimenti a
supporto di questa modalita dj apprendimento, Lungi dall'essere solo un problema di
risorse scarse, l'obiettivo dj garantire maggiori opportunits e per tutti di realizzare

questo tipo di esperienza puo essere raggiunto solo migliorando i programmi di
formazione destinati a coloro che tali esperienz

gestire efficacemente: Formator e insegnanti
prevedono capacita di relazionarsj con il mong
locali, delle parti sociali. Specularmente quest
catalizzatori e facilitatori della progettualita cos
alleati cooperativi e sensibilj rispetto a obiettiy
delle persone e dei territori ne; quali queste viy

One ¢ parte integrante della libera
amentale sancita da] trattato, nonché uno
ne Europea nel campo dell’istruzione e
comuni ma anche syl rispetto della

Ale per costruire una autentico Spazio
promuovere I’occupazione e ridurre Ia
Ittiva cittadinanza europea"Cosi si

2lio alla fine del 2006, attivando una
1snazionale culminata con la

bilita e lancio dell'Iniziativa F aro prevista
. Negli ultimi anni, soprattutto grazie ad
ei che hanno ricevuto un supporto per
voro all'estero assommano a quasi 3.5

4 assolutamente insufficiente 3

7

- La natura del prodotto oggetto di trasferimen




PROMETEUS si propone di contribuire in
trasferimento, alla promozione di un’offert
fornire agli operatori degli organismi di for
supportino la capacita di utilizzo delle risor
di Mobilita. La comprensione del valore ag
maturata solo attraverso 1’utilizzo di una lo|
elementi:

- 1l miglioramento della qualita dell’offerta
- I’accrescimento delle competenze di tali d

- ’innalzamento della qualita dei sistemi di

loro capacita di perseguire obiettivi rilevanti

e coerenti con le richieste del mercato del 1

La decisione di sub-articolare il progetto Pl

e 5 specifici, deriva dalla possibilita/opport

di tracciabilita e chiara identificazione di mi
modo ¢ possibile, anche a fronte di una divj
"difficoltosa" dal fatto che si ¢ scelto di ope

risultato di trasferimento nello stesso modo

in modo equilibrato i centri di responsabilit3
progetto prevede una struttura piuttosto line
ogni WP (tranne i trasversali) devono esser

successiva.

Qui di seguito si presenta la successione dei

specifici:

WP 1 (Trasversale) - GESTIONE E COOR]

1.1 Garantire regolarita e conformita attuati

aniera diretta, attraverso l'azione di

di formazione continua finalizzata a
azione competenze e strumenti che ne

e comunitarie per lo sviluppo di Progetti
iunto del progetto puo essere pienamente
ica sequenziale che coniughi tre

ormativa per i formatori

)peratori

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

AVOro.

METEUS in 8 WP, di cui 3 trasversali
nita che tale breakdown offre in termini
estones e deliverables. Inoltre, in questo
ione del lavoro tra partner resa

are in funzione del raggiungimento del
ei tre Paesi, identificare correttamente e
attuativa. In realta, il Project flow del
re, nella quale le azioni identificate in

2 state concluse per poter avviare la fase

, identificando per ciascuno i tasks

INAMENTO PROGETTO

a nel rispetto delle procedure

amministrative e gestionali previste dal Programma.

1.2 Condividere il piano di lavoro in termin

partner di progetto ed elaborare i relativi do
supporto della implementazione progettuale

| di attivita, compiti e responsabilita con i
cumenti e strumenti di riferimento a
della rendicontazione.




1.3 Coordinare e garantire la continuita dé]]
all'interno del partenariato

1.4 Produrre i Rapporti intermedio e finale
previste.

9

WP 2 - AGGIORNAMENTO CORSO "Py

(@)

e relazioni e del flusso comunicativo

rispettando procedure e scadenze

gettare la Mobilita"

2.1 Aggiornare il percorso formativo adeguandolo rispetto al quadro politico e

strategico europeo, rendendo disponibili e d
rilevanti di riferimento.

2.2 Ampliare la rete dej diretti e potenzialj fy
accessibile e fruibile aj nuovi contesti nazion

vulgando informazionj e documenti

uitori del percorso formativo rendendolo
ali oggetto dell’azione dj trasferimento.

WP3 - AGGIORNAMENTO PIATTAFORMA E TESTING

3.1 Aggiornare e implementare la piattaforma a supporto dell’erogazione dei

contenuti

WP4 - SEMINARI TERRITORIALI DI SEN

4.1 Presentazione del progetto, del corso di fd

4.2 Stimolare ed attivare lo scambio diretto tr.
coinvolgimento nelle attivita progettuali.

|

SIBILIZZAZIONE

rmazione e della piattaforma on line.

A 1 partecipanti e avviarne i

WP5 - FORMAZIONE PROGETTARE LA MOBILITA'

5.1 Fruizione del percorso formativo in autoistruzione Progettare la Mobilita




WP6 - PROGETTARE LA MOBILITA": LABORATOR] DI PROJECT WORK

6.1 Predisporre almeno 20 candidature progettuali competitive, accompagnando la
relativa redazione con azionij dj coaching e consulenza tecnica.

WP7 (Trasversale) - MONITORAGGIO E VALUTAZIONE DEL PROGETTO

7.1 Garantire la qualits, Pefficacia e I’efficienza della implementazione delle attivity
progettuali.

7.2 Assicurare il raggiungimento degli obiettivi prefissati.
7.3 Valutare la conformita tra realizzato e pjanificato.

7.4 Assicurare il costante controllo e valutazione del processo, dei risultatj e degli
aspetti amministrativo-finanziar del progett

Q

7.5 Elaborare e condividere modalita, indicatori e parametri per il controllo della
qualita e relativi strument; dj rilevazione dei|dati Quantitativi e qualitativi.

WP 8 (Trasversale) DISSEMINAZIONE E V ALORIZZAZIONE

8.1 Promuovere il progetto e diffondere i risultat progettuali presso i sistemi e j
gruppi target e i potenzialj utilizzatori.

8.2 Sensibilizzare e coinvolgere gli attori chel|a vario titolo sono interessati dalje
tematiche del progetto.

Obiettivi assegnati alla Provincia regionale|di Messina

* WP1/WP2: partecipazione 4 incontri CTDT, elaborazione document; per Rapporti
Intermedio e Finale, predisposizione documenit richiesti per monitoraggio e
valutazione in itinere; Validazione Piano di attivita




* WP3: Testing e validazione piattaforma

* WP4: Organizzazione Seminario Messina, individuazione degli organismi di
formazione accreditati, organizzazione e partecipazione seminario Messina

* WP5: organizzazione e animazione giornata di incontro con i beneficiari territoriali
per avviare la formazione in autoistruzione individuare le risorse dell’ attivita di
tutoraggio e assistenza alla formazione dei |beneficiari

* WP6: Organizzazione Laboratori Project Work

* WP7: validazione Piano di monitoraggio ¢ valutazione; analisi desk (report attivita e
financial flow); rispetto deadlines e format [predisposti; validazione dei 2 rapporti
previsti.

* WP8: Cooperazione nella disseminazione di tutti i risultati/prodotti intermedi e
finali, secondo le attivita, canali e strumentj previsti




Provincia Regionale di MESSINA

Alla cortese attenzione Dott.ssa Paola EMANUE
Responsabile Ufficio Europa e Politiche Comun; arie
petmanuele@provincia,

=
-

messina. it

Prot. N 1753/P10

Oggetto: Convocazione I tiunione Tavolo | dj

Roma, 03/11 /2010

Progettazione su

“Programma dj Apprendimento Permanente”

Gentile Associato,

facendo seguito all’interesse da Voj manifestato a p

tecipare ai lavori del

Tavolo di Progettazione Ppartecipata sul Programma (settoriale “Leonardo
da Vinci - [Istruzione € Formazione Professionale inizigle ¢

continua”, con la presente siamo lieti di info
suddetto Tavolo avranno inizjo 118 novembre p.v.

Il primo incontro sary finalizzato alP’analisi

Programma per il 201 1, alla condivisione delle probl
tra le esperienze realizzate e alla individuazione dj P

opportunita di finanziamento, In particolar mod¢
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1 che i lavori de]

€ € drcoscrivere
o di una proposta
P, le pia idonee
in considerazione
competenze loto
ortunitda di lavoro
et multilaterali per if

asferimento dell'innovaggone. Tale misura, il cui bando ih uscita nei prossimi

niera decentrata da
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igliorare Ia qualita e

zione professionale

trasferendo le ihnovaziorﬁ esistenti a nuovj ambiti
settoriale, linguisu'co, socioculturale, geografico).

Pertanto, al fine di garantire Defficacia dj quest

chiediamo a ciascuna Provincia partecipante di verificq

(giuridico, sistemico,

| primo  incontro,
te preliminarmente
ta e/o linteresse ad
za nell’ambito del

sistema di istruzione e formazione professionale (IFP)| Tali innovazioni
Possono basarsi su precedent progetti Leonardo da|Vinei o su altri
progetti innovativi nazionali, europei o internazionali| ¢ devone potersi
trasfetire nei sistemi dj formazione professionale e nelle organizzazioni a
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TECLA

ASSOCIAZIONE PER LA
COOPERAZIONE TRANSREGIONALE
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: teclaiim, it
C.F.96248310581

Belgium

124, Rue du Commerce
1000 Bruxelles - Belgium
Tel:+32-.2-503 51 28

Fax:+32-2-514 34 55

Email: upr-teclaid@upi-teciy ey




Sottolineiamo, infine, Pimportanza che ciascun Ente assicuri la
~ propria partecipazione a tutti gli incontri del Tavalo, con la presenza di un

unico referente, preferibilmente del settore di |competenza, che possa
seguire Iintero percorso di lavoro,

Il primo incontro si svolgera presso la sede dell’lA

\ssociazione TECLA,
via Boncompagni, 93, dalle ore 10.30 alle 14.30|¢

irca.

In attesa di una vostra conferma di parte

>cipazione, restdamo a
vostra disposizione per ulteriori informazioni.

Cordiali Salut,

-~

1oa
Hnond 0 Duyc ¢

Alessandra Butera
Responsabile|Area Progettazione

All 1: GUIDA PER IL CANDIDATO 2011. p

arte 1: Disposizioni
Generali

All 2: GUIDA PER IL CANDIDATO 2011. Parte| 2a: Sottoprogrammi e
Azioni

All. 3: GUIDA PER 11 CANDIDATO 2011. Past

e 2b: Spiegazione di
clascuna azione
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l@ Messaggio con priorita alta.
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Pietro Alito

Da: Segreteria Tecla [teclait@tin.it]
A: Pietro Alito; pietro.alito@tin.it
Cc:

Inviato: mer 12/01/2011 13.27

Oggetto: Rettifica Convocazione II riunione Tavolo su "Programma di Apprendimento Permanente”_Roma, 21 gennaio

Allegati:

Prot. n. 58/595

Gentili Associati,

con riferimento al II incontro del tavolo di progettaz
Permanente”previsto per venerdi 14 genn

s

ione sul “Programma di Apprendimento

O p.v. slamo

spiacenti di comunicarvi che a causa di un impedime|

n

to imprevisto, la riunione in oggetto & prorogata
resso la

a venerdi 21 gennaio p.v. alle ore 10:30

sede dell’Associazione Tecla, via Boncompagni 93.

nostro ufficio in Via Boncompagni 93.

Nello scusarci per il disagio arrecato restiamo in attes

Cordiali saluti.

Alessandra Butera

Responsabile Area Sviluppo Progettuale

ASSOCIAZIONE TECLA

Via Boncompaghni, 93

00187 Roma

Tel: +39 06 42010907
+39 06 42013006

+39 06 42884756

http://195.31.163.93/exchange/p.alito/Posta%20in%

P

4 di una vostra conferma di partecipazione.

Darrivo/Rettifica%20Convocazio... 28/03/2012



