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Reporting activities

22 January 2020 | Seminar on activities and results, Budapest



2

Why?

 To follow the project’s progress in terms 

of activities / outputs

 To demonstrate the project’s / 

programme’s success and usefulness
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How is it carried out?

 Mainly through the progress reports

 Through project’s website, publications 

and good practices

 Through the JS participation in project 

event(s)
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Basic principles

 Same template for phase 1 and phase 2. 

Only certain sections are adapted 

according to the phase

 Two parts in the achievements reporting:

1. Insight into project’s implementation

2. Insight into project’s results
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Part 1. Insight into project’s 

implementation

 Overview of day-to-day project 

implementation

 Consolidated information

 Three sections: 

1.1 Overview

1.2 Storytelling

1.3 Work plan
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1.1. Overview

Exchange of experience process (Phase 1)/ 

Monitoring of action plan (Phase 2)

 Involvement of partners

 Policy learning process/ difficulties 

 Stakeholders’ involvement in this process/ all 

regions?

 Participation in Policy Learning Platform

 Use of PLP services

 Benefits gained

 Suggestions related to PLP services
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1.2. Storytelling

 What are you particularly proud of in this reporting 

period?
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https://www.interregeurope.eu/sie/library/
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1.3.1 Main outputs

N° of policy learning events organised

 Back-to-back events count as one

 Include stakeholder group meetings

N° of good practices identified

 Upload them on project website

N° of people with increased capacity

 Include active members of the stakeholder groups

 Do not include advisory partners

 Programme provides methodology and template

 To be reported in the last PR of phase 1 only
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N° of action plans developed

 To be reported in the last PR of phase 1 only

N° of appearances in media

 Only consider earned media coverage 

 Use google spreadsheet and library folder to keep 

track

Average n° of sessions at the project pages …

 Consolidated statistics provided in google 

spreadsheet 
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1.3.2 Reporting per semester 
 Progress made in comparison with initial plans described in the 

application form
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1.3.2 Reporting per semester 
 Progress made in comparison with initial plans described in the 

application form
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Ensure consistency of the information provided. 

Each figure reported needs to be justified:
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In case of minor changes from the original plans 

(application form): 

 Describe the change and the reason for the 

change

 Clarify on consequences on project implementation 

(e.g. on finance)

 Describe solution(s) proposed to face problems/ 

how to catch-up with delays
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And now let’s put in practice what 

we just learnt!
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Submitting a high-quality activity report
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Qualitative 

details

Quantitative 

Details

Relevant 

information

Consistency

1 Progress Report + 4 Cards

Ask a nearby Policy Officer in case of 

questions!
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 Ensure that the report is self-explanatory

 Ensure that the report is understandable 

o Even when the theme tackled is quite specialised, 

non specialists should be able to understand

o Role of the LP to ‘digest’ and summarise 

information coming from the partners

 Ensure consistency between output indicators, 

activities and project website

 To ensure a clear link between activities and finance 

reporting

e.g. external expertise can be linked to described 

activities

Recommendations



24

 Be as precise as possible

o provide details (dates, location, content, participants 

of events etc.)

 Provide ‘qualitative’ information: 

o monitoring of outputs important but not sufficient

o content-related information is crucial for 

capitalisation (Policy Learning Platforms)

Recommendations
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Thank you!
www.interregeurope.eu


