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The European Union (hereinafter referred to as “the Union™),
represented by the European Commission (hereinafter referred to as “the Commission™),
itself represented for the purposes of signature of this Agreement by Antonia CARPARELLI,
Head of Unit, EMPL/E/2, Employment, Social Affairs and Equal Opportunities DG,

of the one part,
AND

......... (Beneficiary's official name in full),
official legal form: .........,
official registration no: .........,
official address in full: .........,
VAT no: .........
(“the Beneficiary”),
represented for the purposes of signature of this Agreement by ......... (Signatory's forename
and name in full), ...... (Signatory's function),

of the other part,
HAVE AGREED

the Special Conditions, General Conditions and Annexes below:
— Annexl Description of the action
- Annexll Estimated budgetof the aéti
— Annex Il Technical imp
which form an integral part of this Agr

The terms set out in the Special Conditions‘sha
Agreement. S
The terms of the General Conditions shall.take precedence over those'in the Annexes.
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Article .1 Purpose of the Grant

I.1.4. The Commission has decided to award a grant, under the terms and conditions set out in the
Special Conditions, the General Conditions and the Annexes to the agreement, which the beneficiary
hereby declares that he has taken note of and accepts, for the action entitled ......... (“the action”).

1.1.2. The Beneficiary accepts the grant and undertakes to do everything in his power to carry out
the action as described in Annex |, acting on his own responsibility.

Article [.2  Duration
.21. The Agreement shall enter into force on the date when the last of the two parties signs.

.2.2. The action shall run for ......... months from » ......... (insert date — this date cannot be
before the date of official receipt by the Commission of the grant application with full supporting
documents, nor before the 1st January of the current calendar year) (“the starting date of the

action”).

Article 1.3 Financing the action -

1.3.1. Total cost of the action RENE
The total cost of the action is estimated:at EUR ......... , as shown in the ‘estimated budget in Annex II.
The estimated budget shall give a detailed breakdown of the costs that are eligible for Union funding
under the terms of Article 11.14, of any other costs that the action may entall and of all receipts, so that
receipts and costs balance. i

1.3.2.  Eligible costs R -
The total eligible costs of the action’ for: whlch the Commission grant is awarded are estimated at
EUR......... , as shown in the estlmated bud” et ln»Annex Il.¢ e

Indirect costs are ellglble for flat-rate fundlng of 7% of the total dlrect costs ellglble subject to the
conditions laid down in Article 11.14.3. IR e

1.3.3. Amount of the grant

The Commission shall contribute a maximum of EUR ......... equivalentto ......... % of the estimated
total eligible costs indicated in paragraph 2. The final amount of the grant shall be determined as
specified in Article 11.17, without prejudice to Article 11.19.

The Union grant may not finance the entire costs of the action. The amounts and sources of co-
financing other than from Union funds shall be set out in the estimated budget referred to in
paragraph 1.

1.3.4. Adjustment of the estimated budget

By way of derogation from Article 11.13, the Beneficiary may, when carrying out the action, adjust the
estimated budget by transfers between headings of eligible costs, provided that this adjustment of
expenditure does not affect implementation of the action and the transfer between headings does not
exceed 10% of the amount of each heading of estimated eligible costs for which the transfer is

intended, and without exceeding the total eligible costs indicated in paragraph 2. He shall inform the
Commission in writing.
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Article .4 Payment arrangements

l.4.1. Pre-financing
Within 45 days of the date when the last of the two parties signs the Agreement a pre-financing
payment shall be made to the Beneficiary, representing 30% of the amount specified in Article 1.3.3.

1.4.2.  Further pre-financing payments
Pre-financing may be paid in several instalments. In that case, payment of each further instalment
may not be made until at least 70% of the previous pre-financing payment has been used up.

Every request for payment of a further pre-financing instalment must be accompanied by the
documents specified in Article I1.15.2 and by a progress report on the action’s implementation.

Within 45 days after the Commission receives the request for payment of a further instalment, together
with the documents referred to in the previous subparagraph, a pre-financing payment shall be made
to the Beneficiary, equivalent to 40% of the amount specified in Article 1.3.3.

1.4.3. Interim payment

[[/Interim payment options:

» Not applicable.

» Any request for interim payment shall be accompanied by the interim technical implementation
report and financial statement specified in Article 11.15.3.

The Commission shall have 60 days to approve or reject the technical implementation report or to
request additional supportmg documents or mformatlo under the procedure lald down in

Benef iciary shall be deducted

The interim payment shall be made fc
Commission of the documents accom
suspend the period for payment in ac
1l

1.4.4. Payment of the balance :
The request for payment of the balance shall be | technical implementation
report and financial statement specified in Article 11.15.4 and by a certificate on the action’s financial
statements and underlying accounts.

The Commission shall have 60 days to approve or reject the technical implementation report or to
request additional supporting documents or information under the procedure laid down in

Article 11.15.4. In that case the Beneficiary shall have 30 days to submit the additional information or a
new report.

A payment representing the balance of the grant determined in accordance with Article 11.17 shall be
made to the Beneficiary within 45 days following approval by the Commission of the technical
implementation report accompanying the request for payment of the balance. The Commission may
suspend the period for payment in accordance with the procedure in Article 11.16.2.

Article .5 Submission of reports and other documents

The provisions relating to the submission of the technical implementation reports, financial statements
and other documents referred to in Article 1.4 are contained in Annex Ill.
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The final technical implementation report, financial statement and other documents referred to in
Article 1.4 must be submitted in 3 copies in English, at the latest, within 3 months following the closmg
date of the action specified in Article 1.2.2.

The final financial statement of the costs actually incurred, which should be annexed to the final
payment request, in accordance with Art. Il 15.4, must be drawn up in euro by the beneficiary. If
necessary, the actual costs incurred may be converted into euro using the monthly accounting rate for
the month in which the final payment request is sent. This rate is set by the European Commission
and published on its internet site (http://ec.europa.eu/budget/inforeuro/index.cfm).

Article 1.6 Bank account

Payments shall be made to the Beneficiary’s bank account or sub-account denominated in euro !, as
indicated below 2

— name of bank:
— address ofbranch. .
- exact designation of account holder:  .........
- full account humber including codes:  .........
— [IBAN or, if non available, BIC code: —

This account or sub-account must identify the payments made by the Commission. Moreover, the
funds paid to this account or sub-account shall yield interest or equivalent benefits under the law of the
State on whose territory the account or sub-account is opened. Such interest or benefits shall, if they
are generated by pre-financing, be deducted from the payment of the balance or recovered by the
Commission as specified in Article 11.16. 4 ! Fi

Article 1.7  General admlmstratlve prov:smns

Any communication in connection with this Agreement shall be in wntmg, mdlcatlng the number of the
Agreement, and shali be sent to the followmg addresses:

For the Commission

— Requests for payment and other fmancral information must be addressed fo:
European Commission

EMPL/E/2
B-1049 Bruxelles (Belgium)

European Commission

Directorate-General Employment, Social Affalrs and Equal Opportunrtles
EMPL/E/2

B-1049 Bruxelles (Belgium)

Ordinary mail shall be considered to have been received by the Commission on the date on
which it is formally registered by the Commission unit responsible referred to above.

For the Beneficiary

......... (Mr/Mrs — forename and name)
......... (function)

......... (official denomination)

......... (full official address)

Any change of address by the beneficiary shall be communicated in writing to the
Commission.

1 Except in the case of bank accounts in countries that do not accept euro transactions.

2 As shown by the account identification document issued or certified by the bank concerned.
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Article .8 Law applicable and competent court

The grant is governed by the terms of the Agreement, the Union law applicable and, on a subsidiary
basis, by the law of Belgium relating to grants.

The beneficiary may bring legal proceedings regarding decisions by the Commission concerning the
application of the provisions of the agreement and the arrangements for implementing it, before the
General Court of the European Union and, in the event of appeal, the Court of Justice.

Article .9 Data protection

All personal data contained in the agreement shall be processed in accordance with Regulation (EC)
No 45/2001 of the European Parliament and of the Council on the protection of individuals with regard
to the processing of personal data by the Community institutions and bodies and on the free
movement of such data. Such data shall be processed solely in connection with the implementation
and follow-up of the agreement by Employment, Social Affairs and Equal Opportunities DG, without
prejudice to the possibility of passing the data to internal audit services, to the Court of Auditors, to the
Financial Irregularities Panel and/or to the European Anti-Fraud Office (OLAF) for the purposes of
safeguarding the financial interests of the Union.

Beneficiaries may, on written request, gain access to their personal data and correct any information
that is inaccurate or incomplete. They should address any questions regarding the processing of their
personal data to Employment, Social Affairs and Equal Opportunities DG. Beneficiaries may lodge a
complaint against the processing of their personal data with the European Data Protection Supervisor
at any time. 43
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il. General conditions

T T eyt ey o S T S T T T T

PART A Legal and administrative provisions
Article 1.1 Liability

I.1.1. The beneficiary shall have sole responsibility for complying with any legal obligations
incumbent on him.

I.1.2. The Commission shall not, in any circumstances or on any grounds, be held liable in the event
of a claim under the agreement relating to any damage caused during the action's execution.
Consequently, the Commission will not entertain any request for indemnity or reimbursement
accompanying any such claim.

1.1.3. Exceptin cases of force majeure, the beneficiary shall make good any damage sustained by
the Commission as a result of the execution or faulty execution of the action.

1.1.4. The beneficiary shall bear sole liability vis-a-vis third parties, including for damage of any kind
sustained by them while the action is being carried out.

Article 112 Conflict of'lntere ts

The beneficiary undertakes to take all the necessary measures to prevent any. rlsk of conflicts of
interests which could affect the impartial and objective performance of;'t_ e agreement. Such conflict of
interests could arise in particular as a result of economic interest, political or national affinity, family or
emotional reasons, or any other shared lnterest

e erformance of the
agreement must be brought to the attention of the Commission, in writing, without delay. The
beneficiary shall undertake to take whatever steps are necessary to. rectlfy this situation at once.

Any situation constituting or likely to lead to a conflict of interests during th” T

The Commission reserves the right to check that the measures taken are approprlate and may
demand that the beneficiary take addltlonal measures if necessary, wrthln a certain time.

Article 113 Ownership/Use of the Resnlts

1.3.1. Unless stipulated otherwise in this agreement, ownership of the results of the action, including
industrial and intellectual property rights, and of the reports and other documents relating to it, shall be
vested in the beneficiary.

1.3.2. Without prejudice to paragraph 1, the beneficiary grants the Commission the right to make
free use of the results of the action as it deems fit, provided it does not thereby breach its
confidentiality obligations or existing industrial and intellectual property rights.

Article 1.4  Confidentiality

The Commission and the beneficiary undertake to preserve the confidentiality of any document,
information or other material directly related to the subject of the agreement that is duly classed as
confidential, if disclosure could cause prejudice to the other party. The parties shall remain bound by
this obligation beyond the closing date of the action.
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Article 1.5  Publicity

I.5.1. Unless the Commission requests otherwise, any communication or publication by the
beneficiary about the action, including at a conference or seminar, shall indicate that the action has
received funding from the Union.

Any communication or publication by the beneficiary, in any form and medium, shall indicate that sole
responsibility lies with the author and that the Commission is not responsible for any use that may be
made of the information contained therein.

I.5.2. The beneficiary authorises the Commission to publish the following information in any form
and medium, including via the Internet:

~ the beneficiary's name and the address,

— the subject and purpose of the grant,

— the amount granted and the proportion of the action's total cost covered by the funding.

Upon a reasoned and duly substantiated request by the beneficiary, the Commission may agree to
forgo such publicity if disclosure of the information indicated above would risk compromising the
beneficiary's security or prejudicing his commercial interests.

Article 11.6  Evaluation

Whenever the Commission carries out an interim or final evaluation of the action's impact measured
agalnst the objectives of the Union programme,concerned the beneficiary undertakes to make

h documents or information as will
s of access specified in

IL.7.1. The beneficiary may suspend |mplementatlon of the action if exceptional circumstances make
this |mp053|ble or excesswely dlff' cult, notably in the event of force majeu . He shall inform the

'isswn accordlngly The
- f the suspension. In
g nt shall:be’‘concluded to extend the
duration of the action and to make any amendments that may be necessary to adapt the action to the
new implementing conditions.

Article [1.L8  Force Majeure

I.8.1. Force majeure shall mean any unforeseeable exceptional situation or event beyond the
parties' control which prevents either of them from fulfilling any of their obligations under this
agreement, was not attributable to error or negligence on their part, and proves insurmountable in
spite of all due diligence. Defects in equipment or material or delays in making them available (unless
due to force majeure), labour disputes, strikes or financial difficuities cannot be invoked as force
majeure by the defaulting party.

11.8.2. A party faced with force majeure shall inform the other party without delay by registered letter
with advice of delivery or equivalent, stating the nature, probable duration and foreseeable effects.

1.8.3. Neither of the parties shall be held in breach of their obligations under the agreement if they
are prevented from fulfilling them by force majeure. The parties shall make every effort to minimise
any damage due to force majeure.
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1.8.4. The action may be suspended in accordance with Article 11.7.

Article 1.9 Award of Contracts

1L.9.1. If the beneficiary has to conclude contracts in order to carry out the action and they constitute
costs of the action under an item of eligible direct costs in the estimated budget, he shall award the
contract to the bid offering best value for money; in doing so he shall observe the principles of
transparency and equal treatment of potential contractors and shall take care to avoid any conflict of
interests.

1.9.2. Contracts as referred to in paragraph 1 may be awarded only in the following cases:

(a) they may only cover the execution of a limited part of the action;

(b) recourse to the award of contracts must be justified having regard to the nature of the action
and what is necessary for its implementation;

(c) the tasks concerned must be set out in Annex | and the corresponding estimated costs must
be set out in detail in the budget in Annex II;

(d) any recourse to the award of contracts while the action is under way, if not provided for in the
initial grant application, shall be subject to prior written authorisation by the Commission;

(e) the beneficiary shall retain sole responsibility for carrying out the action and for compliance
with the provisions of the agreement. The beneficiary must undertake to make the necessary
arrangements to ensure that the contractor waives all rights in respect of the Commission
under the agreement;

(f) the beneficiary must undertake to ensure that the conditions applicable to him under Articles

.1, 1.2, 11.3, 11.4, 11.5, 11.6, 11.10 and II’_A1~9 of the agreement are also applicable to the
contractor.

Article .10 Assignment
Claims against the Commission may not be transferred.

In exceptional circumstances, where the situation warrants it, the Commlssmn may authorise the
assignment of the agreement, or part thereof, and payments flowing from it to a third party, foliowing a
written request to that effect, giving reasons, from the beneficiary. If the Comimission agrees, it must
make its agreement known in writing before the proposed assignment takes place. In the absence of
the above authorisation, or in the event of failure to observe the terms thereof the assignment shall
not be enforceable against and shall have no effect on the Commlsswn

In no circumstances shall such an aSSIgnment release the benef C|ary from hlS obligations to the
Commission.

Article .11 Termination of the Agreement

.11.1. Termination by the beneficiary

In duly justified cases, the beneficiary may withdraw his request for a grant and terminate the
agreement at any time by giving 60 days' written notice stating the reasons, without being required to
furnish any indemnity on this account. If no reasons are given or if the Commission does not accept
the reasons, the beneficiary shall be deemed to have terminated this agreement improperly, with the
consequences set out in the third subparagraph of paragraph 4.

.11.2. Termination by the Commission
The Commission may decide to terminate the agreement, without any indemnity on its part, in the
following circumstances:

(a) in the event of a change to the beneficiary’s legal, financial, technical, organisational or
ownership situation that is liable to affect the agreement substantially or to call into question
the decision to award the grant;

(b) if the beneficiary fails to fulfil a substantial obligation incumbent on him under the terms of the
agreement, including its annexes;

Y A AL P AT YR 4 Y
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(c) in the event of force majeure, notified in accordance with Article 1.8, or if the action has been
suspended as a result of exceptional circumstances, notified in accordance with Article I1.7;

(d) if the beneficiary is declared bankrupt, is being wound up, is having his affairs administered by
the courts, has entered into an arrangement with creditors, has suspended business activities,
is the subject of any other similar proceedings concerning those matters, or is in an analogous
situation arising from a similar procedure provided for in national legislation or regulations;

(e) where the Commission has evidence or seriously suspects the beneficiary or any related
entity or person, of professional misconduct;

(f) if the beneficiary has not fulfilled obligations relating to the payment of social security
contributions or the payment of taxes in accordance with the legal provisions of the country in
which it is established:;

(g) where the Commission has evidence or seriously suspects the beneficiary or any related
entity or person, of fraud, corruption, involvement in a criminal organisation or any other illegal
activity detrimental to the Union's financial interests;

(h) where the Commission has evidence or seriously suspects the beneficiary or any related
entity or person, of substantial errors, irregularities or fraud in the award procedure or the
performance of the grant;

(i) if the beneficiary has made false declarations or submits reports inconsistent with reality to
obtain the grant provided for in the agreement.

In the cases referred to in points (e), (g) and (h) above, any related person shall mean any physical
person with powers of representation, decision-making or control in relation to the beneficiary. Any
related entity shall mean in particular any entity which meets the criteria laid down by Article 1 of the
Seventh Council Directive n° 83/349/EEC of 13 June 1983.

.11.3. Termination procedure ]
The procedure is initiated by registered letter:wi ry or eq ivalent.

ficiary shall have 30 days
nued fulfilment of his

s of these observations

cedure shall continue to

by giving written approval within 30 days of récelvmg them, the terminatic
run. .

f notice, which shall start
ate the agreement is

Where notice is given, termination shali’téke effect at the end of the perio
to run from the date when notification of the Commission’s decision to te min
received.

termination shall take effect
ision to terminate the

If notice is not given in the cases re
from the day following the date on WhIC
agreement is received.

I.11.4. Effects of termination
In the event of termination, payments by the Commission shall be limited to the eligible costs actually
incurred by the beneficiary up to the date when termination takes effect, in accordance with

Article 11.17. Costs relating to current commitments that are not due to be executed until after
termination shall not be taken into account.

The beneficiary shall have 60 days from the date when termination takes effect, as notified by the
Commission, to produce a request for final payment in accordance with Article 11.15.4. If no request for
final payment is received within this time limit, the Commission shall not reimburse the expenditure
incurred by the beneficiary up to the date of termination and it shall recover any amount if its use is not
substantiated by the technical implementation reports and financial statements approved by the
Commission.

By way of exception, at the end of the period of notice referred to in paragraph 3, where the
Commission is terminating the agreement on the grounds that the beneficiary has failed to produce
the final technical implementation report and financial statement within the deadline stipulated in
Article 1.5 and the beneficiary has still not complied with this obligation within two months following the
written reminder sent by the Commission by registered letter with advice of delivery or equivalent, the
Commission shall not reimburse the expenditure incurred by the beneficiary up to the date on which
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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 Commission.

By way of exception, in the event of improper termination by the beneficiary or termination by the
Commission on the grounds set out in points (a), (e), (g), (h) or (i) above, the Commission may require
the partial or total repayment of sums already paid under the agreement on the basis of technical
implementation reports and financial statements approved by the Commission, in proportion to the
gravity of the failings in question and after allowing the beneficiary to submit his observations.

Article I1.12  Financial Penalties
By virtue of the Financial Regulation applicable to the general budget of the European Communities,
any beneficiary declared to be in grave breach of his obligations shall be liable to financial penalties of

between 2% and 10% of the value of the grant in question, with due regard for the principle of
proportionality.

This rate may be increased to between 4% and 20% in the event of a repeated breach in the five
years following the first.

The beneficiary shall be notified in writing of any decision by the Commission to apply such financial
penalties.

Article 1.13 Supplementary Agreements

treatment of applicants.

i1.13.3. If the request for amendment is‘f,irﬁade by the beneficiary, he must send it to the Commission in
good time before it is due to take effect and at all events one month before the closing date of the
action, except in cases duly substantiated by_,the beneficiary and accepted by the Commission.

PART B Fmanmal Provnsmns v
Atticle 1114 Eligible Costs. e

1.14.1. Eligible costs of the action are costs actually incurred by the beneficiary, which meet the
following criteria:

— they are incurred during the duration of the action as specified in Article 1.2.2. of the
agreement, with the exception of costs relating to final reports and certificates on the action's
financial statements and underlying accounts;

— they are connected with the subject of the agreement and they are indicated in the estimated
overall budget of the action;

— they are necessary for the implementation of the action which is the subject of the grant;

— they are identifiable and verifiable, in particular being recorded in the accounting records of
the beneficiary and determined according to the applicable accounting standards of the
country where the beneficiary is established and according to the usual cost-accounting
practices of the beneficiary;

— they comply with the requirements of applicable tax and social legislation;

— they are reasonable, justified, and comply with the requirements of sound financial
management, in particular regarding economy and efficiency.
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The beneficiary’s accounting and internal auditing procedures must permit direct reconciliation of the
costs and revenue declared in respect of the action with the corresponding accounting statements and
supporting documents.

I.14.2. The eligible direct costs for the action are those costs which, with due regard for the conditions
of eligibility set out in Article 11.14.1, are identifiable as specific costs directly linked to performance of
the action and which can therefore be booked to it direct. In particular, the following direct costs are
eligible provided that they satisfy the criteria set out in the previous paragraph:
— the cost of staff assigned to the action, comprising actual salaries plus social security charges
and other statutory costs included in the remuneration, provided that this does not exceed the
average rates corresponding to the beneficiary's usual policy on remuneration;

The corresponding salary costs of personnel of national administrations are eligible to the
extent that they relate to the cost of activities which the relevant public authority would not
carry out if the project concerned were not undertaken;

— travel and subsistence allowances for staff taking part in the action, provided that they are in
line with the beneficiary's usual practices on travel costs or do not exceed the scales approved
annually by the Commission;

— the purchase cost of equipment (new or second-hand), prowded that it is written off in
accordance with the tax and accounting rules applicable to the beneficiary and generally
accepted for items of the same kind. Only the portion of the equipment's depreciation
corresponding to the duration of the action and the rate of actual use for the purposes of the
action may be taken into account by the Commission, except where the nature and/or the
context of its use justifies different treatment by the Commission;

— costs of consumables and supplies, provided that they are identifiable and assigned to the
action; s

t (d'lssemlnatlon of
production, etc.), including

.14.3. The eligible indirect costs for the action are those costs which;: w1th due regard for the
conditions of eligibility described in Article 11.14.1, are not identifiable as specific costs directly linked to
performance of the action which can be booked to it direct, but which can b&identified and justified by
the beneficiary using his accounting system as having been incurred in connection with the eligible

direct costs for the action. They may | de any eligible direct costs.

By way of derogation from Article I[:
eligible for flat-rate funding fixed at no
made in Article 1.3.2 for flat-rate funding
accounting documents. )

frying out the action may be
costs. If provision is
d not be supported by

1.14.4. The following costs shall not be considered eligible:

— return on capital;

— debt and debt service charges;

— provisions for losses or potential future liabilities;

— interest owed;

— doubtful debts;

—~ exchange losses;

— VAT, unless the beneficiary can show that he is unable to recover it according to the
applicable national legislation;

— costs declared by the beneficiary and covered by another action or work programme receiving
a Union grant;

— excessive or reckless expenditure.
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11.14.5. Contributions in kind shall not constitute eligible costs. However, the Commission can accept,
if considered necessary or appropriate, that the co-financing of the action referred to in Article 1.3.3
should be made up entirely or in part of contributions in kind. In this case, the value calculated for such
contributions must not exceed:
— the costs actually borne and duly supported by accounting documents of the third parties who
made these contributions to the beneficiary free of charge but bear the corresponding costs;

— the costs generally accepted on the market in question for the type of contribution concerned
when no costs are borne.

Contributions involving buildings shall not be covered by this possibility.
In the case of co-financing in kind, a financial value shall be placed on the contributions and the same
amount will be included in the costs of the action as ineligible costs and in receipts from the action as

co-financing in kind. The beneficiary shall undertake to obtain these contributions as provided for in
the agreement.

1.14.6. By way of derogation from paragraph 3, indirect costs shall not be eligible under an action
grant awarded to a beneficiary who already receives an operating grant from the Commission during
the period in question.

Article 11.115 Requests for Payment

Payments shall be made in accordance with Article |.4 of the Special Conditions.

11.15. 1 Pre-financing

financial guarantee from a bank or an’ approve
States of the Union.

recourse against the principal debtor (the beneficiary).

The financial guarantee shall remain in force until final payments by the Corimission match the
proportion of the total grant accounted for by pre-financing. The Commission undertakes to release
the guarantee within 30 days foIIowing.that"date.

financing payment once he has used up the percentage of the’ prewous payment specified in the
provisions of Article 1.4 on further pre-financing. The request shall be accompanled by the following
documents:
— adetailed statement of the eligible costs actually incurred;
— where required by the above-mentioned provisions of Article 1.4, a financial guarantee in
accordance with paragraph 1;
~ where required by the above-mentioned provisions of Article 1.4, a certificate on the action’s
financial statements and underlying accounts, produced by an approved auditor or, in case of
public bodies, by a competent and independent public officer;
-~ any other documents in support of his request that may be required in support of the request
for further pre-financing payments.

The documents accompanying the request for payment shall be drawn up in accordance with the
relevant provisions in Article 1.5 and the annexes.

.15.3. Interim payments

Interim payments are intended to reimburse the beneficiary for expenditure on the basis of a detailed
statement of the costs incurred, once the action has reached a certain level of completion. It may clear
all or part of any pre-financing.
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By the appropriate deadline indicated in Articie 1.5, the beneficiary shall submit a request for interim
payment accompanied by the following documents:

— an interim report on implementation of the action;

— an interim financial statement of the eligible costs actually incurred, following the structure of
the estimated budget;

— where required by the provisions of Article 1.4 on interim payment, a certificate on the action’s
financial statements and underlying accounts, produced by an approved auditor or, in case of
public bodies, by a competent and independent public officer. The purpose of the audit shall
certify, in accordance with a methodology approved by the Commission, that the costs
declared by the beneficiary in the financial statements on which the request of payment is
based are real, accurately recorded and eligible and that all receipts have been declared, in
accordance with the agreement.

The documents accompanying the request for payment shall be drawn up in accordance with the
relevant provisions in Article 1.5 and the annexes. The beneficiary shall certify that the information
provided in his request for payment is full, reliable and true. He shall also certify that the costs incurred
can be considered eligible in accordance with the agreement, that all receipis have been declared,
and that his request for payment is subtantiated by adequate supporting documents that can be
checked.

On receipt of these documents, the Commission shall have the period specified in Article 1.4 in order
to:
— approve the interim report on implementation of the action;
— ask the beneficiary for supporting documents or any additional information it deems necessary
to allow the approval of the report;
— reject the report and ask for the submi

the time it takes to obtain this information. The benef iciary shall be informed:of that request and the
extension of the delay for scrutiny by s.of a formal document. The benefi iciary shall have the
period laid down in Article 1.4 to subm (

Extension of the delay for approval of

Where a report is rejected and a new report reque
article shall apply.

In the event of renewed rejection, the Commission reserves the right to terminate the agreement by
invoking Article I1.11.2(b}).

I.15.4. Payment of the balance

Payment of the balance, which may not be repeated, is made after the end of the action on the basis
of the costs actually incurred by the beneficiary in carrying out the action. It may take the form of a
recovery order where the total amount of earlier payments is greater than the amount of the final grant
determined in accordance with Article 11.17.

By the appropriate deadline indicated in Article 1.5, the beneficiary shall submit a request for payment
of the balance accompanied by the following documents:
— afinal report on the implementation of the action;
- afinal financial statement of the eligible costs actually incurred, following the structure of the
estimated budget;
— afull summary statement of the receipts and expenditure of the action;
— where required by the provisions of Article 1.4 on payment of the balance, a certificate on the
action’s financial statements and underlying accounts, produced by an approved auditor, or in
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case of public bodies by a competent and independent public officer. The certificate shall
certify, in accordance with a methodology approved by the Commission, that the costs
declared by the beneficiary in the financial statements on which the request of payment is
based are real, accurately recorded and eligible and that all receipts have been declared, in
accordance with the agreement.

The documents accompanying the request for payment shall be drawn up in accordance with the
provisions of Article 1.5 and the annexes. The beneficiary shall certify that the information provided in
his request for payment is full, reliable and true. He shall also certify that the costs incurred can be
considered eligible in accordance with the agreement, that all receipts have been declared, and that
his request for payment is subtantiated by adequate supporting documents that can be checked.

On receipt of these documents, the Commission shall have the period specified in Article 1.4 in order
to:
— approve the final report on implementation of the action;
— ask the beneficiary for supporting documents or any additional information it deems necessary
to allow the approval of the report;
— reject the report and ask for the submission of a new report.

Failing a written reply from the Commission within the time limit for scrutiny indicated above, the report
shall be deemed to have been approved. Approval of the report accompanying the request for
payment shall not imply recognition of the regularity or of the authenticity, completeness and
correctness of the declarations and information it contains.

Requests for additional information or a new report shall be notified to the beneficiary in writing.

If additional information or a new report is. requested the tlme limit for scrutiny shall be extended by
the time it takes to obtain this information. The beneficiary shall be informed of that request and the
extension of the delay for scrutiny by means, of a formal docu ent: Tt eficiary shall have the
period laid down in Article 1.4 to submit the mformatlon or new' documents equested

Extension of the delay for approval of the report may delay the payment by the equrvalent time.

Where a report is rejected and a new report requested, the approval procedure described in this
article shall apply.

In the event of renewed rejection, the Commlssron reserves the rrght to termlnate the agreement by
invoking Article [1.11.2(b). ;

Article IL16  General Prowsrons on Payments

1.16.1. Payments shall be made by the Commrssron in‘etro. Any convérsion of actual costs into euro
shail be made at the daily rate published in the Official Journal of the European Union or, failing that,
at the monthly accounting rate established by the Commission and published on its website applicable
on the day when the payment order is issued by the Commission, unless the Special Conditions of the
agreement lay down specific provisions.

Payments by the Commission shall be deemed to be effected on the date when they are debited to
the Commission's account.

1.16.2. The Commission may suspend the period for payment laid down in Article 1.4 at any time for
the purposes of additional checks by notifying the beneficiary that his request for payment cannot be
met, either because it does not comply with the provisions of the agreement, or because the
appropriate supporting documents have not been produced or because there is a suspicion that some
of the expenses in the financial statement are not eligible.

The Commission may suspend its payments at any time if the beneficiary is found or presumed to
have infringed the provisions of the agreement, in particular in the wake of the audits and checks
provided for in Article 11.19.
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The Commission may also suspend its payments:

-~ ifthere is a suspicion of irregularity committed by the beneficiary in the implementation of the
grant agreement; '

- ifthere is a suspected or established irregularity committed by the beneficiary in the
implementation of another grant agreement or grant decision funded by the General Budget of
the Union or by any other budget managed by it. In such cases, suspension of the payments
will only proceed where the suspected or established irregularity can affect the implementation
of the current grant agreement.

The Commission shall inform the beneficiary as soon as pbssible of any such suspension by
registered letter with acknowledgement of receipt or equivalent, setting out the reasons for
suspension.

Suspension shall take effect on the date when notice is sent by the Commission. The remaining

payment period shall start to run again from the date when a properly constituted request for payment

is registered, when the supporting documents requested are received, or at the end of the suspension
. period as notified by the Commission.

I.16.3. On expiry of the period for payment specified in Article 1.4, and without prejudice to

paragraph 2 of this Article, the beneficiary is entitled to interest on the late payment at the rate applied
by the European Central Bank for its main refinancing operations in euros, plus three and a half
points; the reference rate to which the increase applies shall be the rate in force on the first day of the
month of the final date for payment, as published in the C series of the Official Journal of the
European Union. This provision shall not apply to recipients of a grant which are public authorities of
the Member States of the Union.

Interest on late payment shall cover the pe
date of payment as defined in paragrap
the action for the purposes of determin

ént, exclusive, up to the
“be treated as a receipt for
C ofArtche i.17.4. The

By way of exception, when the interest calculated in accordance with the provisions of the first and
second subparagraphs is lower than or;. equal to EUR 200, it shall be paid to the beneficiary only upon
demand submitted within two months of receiving late payment.

I1.16.4. The Commission shall deduct th
EUR 50 000, as provided for in Articlé |
beneficiary. The interest shall not be
Article 11.17 4.

i "érest yielded by pre-financing which exceeds
rom the payment of the balance of the amount due to the
: thin the meaning of

the end of each financial

T count of the risks associated
with the management environment and the nature of actions f nanced the Commission may recover
the interest generated by pre-financing lower than EUR 750 000 at least once a year.

Where the interest yielded exceeds the balance of the amount due to the beneficiary as indicated in
Article 11.15.4, or is generated by pre-financing referred to in the previous subparagraph, the
Commission shall recover it in accordance with Article 11.18.

Interest yielded by pre-financing paid to Member States is not due to the Commission.

1.16.5. The beneficiary shall have two months from the date of notification by the Commission of the
final amount of the grant determining the amount of the payment of the balance or the recovery order
pursuant to Article I1.17, or failing that, of the date on which the payment of the balance was received,
to request information in writing on the determination of the final grant, giving reasons for any
disagreement. After this time such requests will no longer be considered. The Commission undertakes
to reply in writing within two months foliowing the date on which the request for information is received,
giving reasons for its reply.

This procedure is without prejudice to the beneficiary’s right to appeal against the Commission’s
decision pursuant to Article 1.8. Under the terms of Union law in this matter, such appeals must be
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lodged within two months following the notification of the decision to the applicant or, failing that,
following the date on which the applicant learned of the decision.

Article 1.17  Determining the Final Grant

I.17.1. Without prejudice to information obtained subsequently pursuant to Article 11.19, the
Commission shall adopt the amount of the final payment to be granted to the beneficiary on the basis
of the documents referred to in Article 11.15.4 which it has approved.

1.17.2. The total amount paid to the beneficiary by the Commission may not in any circumstances
exceed the maximum amount of the grant laid down in Article 1.3.3, even if the total actual eligible
costs exceed the estimated total eligible costs specified in Article 1.3.2.

.17.3. If the actual eligible costs when the action ends are lower than the estimated total eligible
costs, the Commission's contribution shali be limited to the amount obtained by applying the Union
grant percentage specified in Article 1.3.3 to the actual eligible costs approved by the Commission.

1.117.4. The beneficiary hereby agrees that the grant shall be limited to the amount necessary to
balance the action's receipts and expenditure and that it may not in any circumstances produce a
profit for him.

Profit shall mean any surplus of total actual receipts attributable to the action over the total actual
costs of the action. The actual receipts to be taken into account shall be those which have been
established, generated or confirmed on the date on which the request for payment of the balance is
drawn up by the beneficiary for financing other than the Union grant, to which shall be added the
amount of the grant determined by applying the’ pnncnples laid down in paragraphs 2 and 3 of this
artlcle For the purposes of thls artlcle only actual costs falllng W|th|n the categones set outin the

eligible costs shall always be covered by non Unlon résources:

Any surplus determined in this way shail result ina corresponding reductlon in. the amount of the
grant. g

1.17.5. Without prejudice to the right to terminate the agreement under Article H.11, and without
prejudice to the right of the Commission to apply the penalties referred to inArticle 11.12, if the action is
not implemented or is implemented poorly, partially or late, the Commission may reduce the grant
initially provided for in line with the actual |mplementatlon of the actlon .on the terms laid down in this
agreement. , A Rt "i; N

I1.17.6. On the basis of the amount of the fi nal péyment determlned in thls way and of the aggregate
amount of the payments already made under the terms of the agreement the Commission shall set
the amount of the payment of the balance as being the amount still owing to the beneficiary. Where
the aggregate amount of the payments already made exceeds the amount of the final grant, the
Commission shall issue a recovery order for the surplus.

Article 11.18  Recovery

1.18.1. If any amount is unduly paid to the beneficiary or if recovery is justified under the terms of the
agreement, the beneficiary undertakes to repay the Commission the sum in question on whatever
terms and by whatever date it may specify.

11.18.2. If the beneficiary fails to pay by the date set by the Commission, the sum due shall bear
interest at the rate indicated in Article 11.16.3. Interest on late payment shall cover the period between
the date set for payment, exclusive, and the date when the Commission receives full payment of the
amount owed, inclusive.

Any partial payment shall first be entered against charges and interest on late payment and then
against the principal.
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11.18.3. If payment has not been made by the due date, sums owed to the Commission may be
recovered by offsetting them against any sums owed to the beneficiary, after informing him
accordingly by registered letter with acknowledgement of receipt or equivalent, or by calling in the
financial guarantee provided in accordance with Article 11.15.1. In exceptional circumstances, justified
by the necessity to safeguard the financial interests of the Union, the Commission may recover by
offsetting before the due date of the payment. The beneficiary's prior consent shall not be required.

1.18.4. Bank charges occasioned by the recovery of the sums owed to the Commission shall be
borne solely by the beneficiary.

1.18.5. The beneficiary understands that under Article 299 of the Treaty on the functioning of the
European Union, the Commission may adopt an enforceable decision formally establishing an amount
as receivable from persons other than States. An action may be brought against such decision before
the General Court of the European Union.

Article 11.19 Checks and Audits

11.119.1. The beneficiary undertakes to provide any detailed information requested by the Commission
or by any other outside body authorised by the Commission to check that the action and the provisions
of the agreement are being properly implemented.

1.19.2. The beneficiary shall keep at the Commission's disposal all original documents, especially
accounting and tax records, or, in exceptional and duly justified cases, certified copies of original
documents relating to the agreement for a period of five years from the date of payment of the balance
specified in Article 1.4.

i. 19 3. The benef C|ary agrees that thé
sed to dosoon its
| of the agreement until

the protection of the financial interests of: and other irregularities.
Where appropriate, the inspection findings may lead:to recovery decisions by the Commission.

11.19.6. The Court of Auditors shall have the same rights as the Commission, notably right of access,
as regards checks and audits.
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=Signatures

1. For the Beneficiary, 2. For the Commission,
: (forename, name) Antonia CARPARELLI
’ Head of Unit

'f?‘Done at.............c.coiciiiiiieieeeee e eeeen. (place)  Done at Brussels

(function)

(Beneficiary's official name in full) Employment, Social Affairs and Equal

Opportunities DG

e (BEE) e (date)

In duplicate, in English.

VS/2010/0346 V/SB/ACGO2-en — v. 20100212 19» 23




- ANNEX | Description of the action
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See attached document(s): ......... pages..
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ANNEX I Est|mated budget of the ac.’qopv

S R T Y

1. Provisional budget in EUR

adings‘and ftem

NON-ELIGIBLE COSTS
Total non-¢ligible costs 0.00
ELIGIBLE COSTS (D +1}
Eligible direct costs (D)
Heading 1 - Staff costs 0.00
Heading 2 - Travel and subsistence allowances 0.00
Heading 3 - Costs of services 0.00
Heading 4 - Administration costs 0.00
Total eligible direct costs (D) 0.00
Eligible indirect costs (1)
Heading 5 - Overheads 0.00
Total eligible indirect costs (1) 0.00
Total eligible costs =D + | 0.00
| TOTAL COST.OF THE ACTION i % - .0 0.00|

COVER OF NON-ELIGIBLE COSTS ‘ i
Beneficiary's contribution to cover the non-ellglble costs ct 0.00
INCOME ,
Beneficiary's contribution in cash (C) 0.00
Revenue generated by the action (R) L 0.00
Union grant (S) - E 0.00
Tbtal income =C+R+S 0.00
B TOTAL REVENUE OF THE ACTION R 0.00]
Additional information to the prows:onal budget
See attached document: . . pages.
2, Calculation of amounts due under the present Agreement

2.1, DSAs (Daily Subsistence Allowances)

The daily subsistence allowance (DSA) is paid as a flat-rate amount and is considered to

cover breakfast and two main meals, local travel, the cost of telecommunications,

including fax and Internet, and all other sundries. They will be paid for each calendar day spent on
mission away from the usual place of work, provided that the corresponding assignment is of a short-
term nature. The DSA will vary according to the country in which the missions are to be carried out.

Daily subsistence allowances (DSA) are to be calculated as follows according to the length of the
mission:
— 6 hours or less: reimbursement of actual expenses (on production of supporting documents);
— more than 6 hours but not more than 12 hours: 0.5 DSA;
— more than 12 hours, but not more than 24 hours: 1 DSA;
— more than 24 hours but not more than 36 hours: 1.5 DSA;
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— more than 36 hours but not more than 48 hours: 2 DSA;
— more than 48 hours but not more than 60 : 2.5 DSA, and so on.

The agreed rates (in EUR per calendar day) to be used for the purposes of the present Agreement are
set as follows:

AL | Albania 50,00 160,00 LI Liechtenstein 80,00 95,00
AT i Austria 95,00 130,00 LT iLithuania 68,00 115,00
BA | Bosnia-Herzegovina 65,00 135,00 LU Luxembourg 92,00 145,00
BE !Belgium 92,00 140,00 LV ilatvia 66,00 145,00
BG |Bulgaria 58,00 169,00 ME | Montenegro 80,00 140,00
CH | Switzerland 80,00 140,00 MK iF.Y.R. of Macedonia 50,00 160,00
CY |Cyprus 93,00 145,00 MT iMalta 90,00 115,00
CZ | Czech Republic 75,00 155,00 NL | The Netherlands 93,00 170,00
DE | Germany 93,00 115,00 NO |Norway 80,00 140,00
DK | Denmark 120,00 150,00 PL |{Poland 72,00 145,00
EE | Estonia 71,00 110,00 PT  {Poriugal 84,00 120,00
EL | Greece 82,00 140,00 RO | Romania 52,00 170,00
ES | Spain 87,00 125,00 RS | Serbia 80,00 140,00
Fl Finland 104,00 140,00 SE | Sweden 97,00 160,00
FR | France 95,00 150,00 Sl Slovenia 70,00 110,00
HR |{Croatia 60,00 120,00 SK | Slovakia 80,00 125,00
HU | Hungary 72,00 150,00 TR | Turkey 55,00 165,00
IE Ireland 104,00 150,00 UK | United Kingdom 101,00 175,00
IS Iceland 85,00 160,00 XK_.. 1 Kosovo 80,00 140,00
IT Italy 95,00 ’
2.2, Travel expenses

Travel expenses relating to journeys effected in execution of the pres
will be reimbursed within the following Iimits

2ement: these expenses

case- by-case basis with proper suppomng ewdence in
rdi

return flight above 800 km):
— car journeys: equivalent of co
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Technical implementation reports and financial

ANNEX Il statements to be submitted @ e

S a o o Ak

See attached document(s): 11 pages.
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ANNEX III TO THE GRANT AGREEMENT COMPRISING

1.- FINAL ACTIVITY REPORT TEMPLATE TO BE USED BY BENEFICIARIES WHOSE
ACTIONS ARE FUNDED UNDER PROGRESS
2.- SUMMARY TEMPLATE
3.- COMPULSORY MENTIONS OF COMMUNITY SUPPORT

COMMUNITY ACTION PROGRAMME IN THE SPHERE OF
EMPLOYMENT AND SOCIAL SOLIDARITY - PROGRESS 2007-2013

1.- FINAL ACTIVITY REPORT TEMPLATE TO BE USED BY BENEFICIARIES WHOSE
ACTIONS ARE FUNDED UNDER PROGRESS

This exercise should tell us how the action you have received funding for has
progressed and what was achieved in the funding period.

It is divided in three different parts.

e The first part relates to the general information about your action.

e The second part refers to a more qualitative self-assessment of your work.

e The third part concerns quantitative information related to your work that
we will request you to collect, compile and present. This information will
be used for the performance monitoring of PROGRESS, your funding
programme. Lastly, the list of evidence and annexes to be attached is
given at the end of the quantitative information questionnaire.

Thank you for filling in this form in English, French or German.

The deadline for returning BOTH hard and electronic versions of your report is
indicated in Article 1.5 of your grant agreement.

Please send THREE hard copies of this Please email ONE electronic copy of
Final Activity Report, including all of this form and your evidence to:

your evidence in ONE copy only, to:

Please complete all the sections




Starting date of the action
Closing date of the action

Street
Postcode
City
Country
Website
Telephone
Telefax

| Family Name
First Name
Position/Function

; S0 on
Family Name

First Name

Position/Function

E-mail

Telephone

Telefax
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IL- OUALITATIVE INFORMATION

I1.1- Results

;Varlance from orlgmal actmn plans often _:occurs-' In what ways did the actual work vary v
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- appropriate mix of people in your feam
- activity(ies) including its deliverables accessible to all
- all dimensions, in particular gender dimension, looked at in your work

I1.2- Lessons learned
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I1.-3 — Dissemination — Public relations
t practise - We. are: Very keen to hear about any. success or good news from.‘
ase use the space below to tell us abotit any siich news or if you.

:’;d practices that you- think others 1 may. want to know about or could beneﬁt from _
any rev evant supportmg mforma’uon or ma’[ena}L e e anns '~_s;: ;.- it
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L. QUANTITATIVEINFORMATION

Please note that quantitative performance information must be submitted only in
relation to delivered outputs in Year N if any by 31 December Year N at the latest. Such
information will feed into PROGRESS annual performance report Year N due to be
submitted to the European Parliament and the Council by 31 March Year N+1.

In case your action unfolds over two subsequent years, you will have to report on Year
N about delivered outputs in Year N and report on additional delivered outputs in Year
N+1 in your final reporting,.

Number of reports, of which No.

e reports aimed at providing policy advice, No.
research and analysis

e reports aimed at identifying good practices No.

e monitoring and assessment reports on the No.
implementation of laws or policies

e reports aimed at the development of No.
appropriate statistical tools, methods and

tors

Target audience (mark the appropriate)

e EU-level policy and decision-makers N/A

e National/regional/local-level policy and N/A
decision-makers

e Social, economic/business partners N/A

e Civil society, NGOs N/A

e Academia, experts, think tanks N/A

e Media, Journalists N/A

o All of the above

e  Other N/A

the reps listributed; pl
Scope of dissemination, of which
o Total number of paper copies distributed No. of
copies
printed and
distributed

e Total number of electronic copies downloaded | No. of
from the website (if web address differs from | downloads
the one indicated under Part I, please copy
website address here)
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Number of information and promotional material,
of which

o Total number of printed material copies

o Inwhich languages (EN FR DE and other
(specify)

e [In easy-to-read language for disabled people | Yes No
Scope of dissemination, of which

o Total number of material copies distributed No. of
copies
printed and
distributed

o Total number of visits to websites related to No. of
downloads

znformatzon and promotzonal

“In case there was coverage of your action’s outputs in mass media, please estimate:

e Estimated newspaper/journal/etc. readership NOaOf
readers

e Estimated size of radio/TV audience No. of
listeners/

viewers

-information/promotional : material

Target audience (mark the approprlate)

o EU-level policy and decision-makers N/A

e National/regional/local-level policy and N/A
decision-makers

e Social, economic/business partners N/A

e Civil society, NGOs N/A

o Academia, experts, think tanks N/A

o Media, Journalists N/A

o All of the above

o Other N/A

If there were TRAINING/MUTUAL LEARNING (includes various trainings, peer reviews and
other forms of mutual learning) events organised through your action, please indicate:

Number of trainings, peer reviews and other No.
mutual learning events

Number of individuals who participated in No.
these events

Of which number of women who participated in | No.

these events
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Size of events (sum of hours spent in such training | Person/hours
events by every participant)

Next please report on participants satisfaction using the standardised questionnaire ( see
footnote?):
s

seminars, conferences, round tables, networking events, etc.) events organised under
your action, please indicate:

Number of information and communication No.
events
Number of individuals who participated in No.

these events

Of which number of women who participated in | No.
these events

Size of events (sum of hours spent in such training | Person/hours
events by every participant)3

Next please report on participants satisfaction using the standardised questionnaire ( see
footnote):

Total number of participants responding to at No.
least one compulsory question

Did the event match your needs? Value
Did you gain relevant knowledge and Value
information?

Will you be able to apply such knowledge and Value
information in your work?

! Please report only actual time spent in the events, i.e., all the time spent preparing and following-up an event shall not be
reported here. To continue with the example above: if the first meeting lasted half-day (4 hours), and second was a two-day
event (16 hours), then the sum of hours spent in these events by participants A, B, C, D is 60 [i.e., (3 x 4) + (3 x 16)].

We are keen in ensuring that what we fund or do is to the satisfaction of participants. For that we need your assistance. You
will thus be requested for each event you are organising to carry out a short on-the-spot survey. We have listed standard
questions, which shall feature in the evaluation form distributed to the participants of your events. Depending on the internal
needs of your work, your questionnaire may feature more questions, yet these other questions remain outside the scope of our
monitoring work. The standard questionnaire below sets only the compulsory questions which shall be posed to the
participants as they are (i.e., without adjusting them):

Did the event match your needs?

Did you gain relevant knowledge and information?

Will you be able to apply such knowledge and information in your work?

? Please report only actual time spent in the events, i.e., all the time spent preparing and following-up an event shall not be
reported here. To continue with the example above: if the first meeting lasted half-day (4 hours), and second was a two-day
event (16 hours), then the sum of hours spent in these events by participants A, B, C, D is 60 [i.e., (3 x4) + (3 x 16)].
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IV.- SIGNATURE

DECLARATION

I/we confirm that I/we are duly authorised to sign this declaration on behalf of the
organisation named. I/we certify that the information given in this report is correct, and

confirm that the enclosures are current, accurate, and adopted or approved by the organisation
for which I/we lead.

I understand that you may contact me to clarify any details in this report, including providing
any supplementary information as applicable. I confirm that I am authorised by the
organisation for this purpose.

Title First name Surname

Position held in the organisation
Signed Date

On behalf of (organisation name):

Check List — Have you:

[_1 Filled out all sections of the form with the requested information?

[ ] Responded within the required deadline?

[ ] Made sure that all your published material acknowledged support from the EU?
[ ] Attached the required documentation:

e The print-out of the duly completed, validated and submitted on-line final budget form
SWIM which stands as your financial report

e Key points of your work in one page. Key points should be concise, sharp and easily
understandable. They shall be provided in English, French and German (see proposed
structure)

e Executive summary of your work in English, French and German in no more of 5/6
pages (see proposed structure)

e Printed and electronic copies of information and promotional materials (articles,
leaflets, brochures, programme, stickers, posters, tapes, calendars, etc);

e Printed and electronic copies of the reports, analyses, studies, reviews, manuals,
working papers, attendance lists, toolkits, computer discs with information if available
etc.) produced under your work;

e For the events, the list of participants with the original signatures;

[ ] Completed section 4 with the correct signatories?

[[] Submitted ONE original and TWO hard copies of the final report and ONE electronic
copy (activity report and financial report) together with ONE hard copy and ONE electronic
copy of the supporting evidence?
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2.- TEMPLATE STRUCTURE FOR EXECUTIVE SUMMARY

With a view to favouring valorisation by the European Commission of all results obtained and
outputs delivered under PROGRESS programme, all beneficiaries are requested to provide -
either upon specific request or in any event with the final activity report- an executive
Summary.

Such a summary should be written in plain language and be available in English, French and
German. It should be a stand-alone summary of your work and its implications. The
Executive Summary will be used and posted on the website of the Directorate General for
Employment, Social Affairs and Equal Opportunities. Thus it must be well thought out and
presented as it may be a unique opportunity to publicise your work and your organisation.

Please ensure your Executive Summary includes the following headings:

1. Key points (no more than one page and presented in bullet points)
— What should be retained from your action in terms of aims, results and findings,
recommendations?

N

. Background
Context in which your action was carried out

. Who is your action targeted at?

. Aims/objectives of your action

n A W

. Results/key findings

- in relation to the objectives of your action
- additional findings

6. Implications for relevant stakeholders:

- policy makers

- opinion-makers including mass media, journalists
- non-governmental organisations

~ Research institutions, think tanks

- Social partners

- others where relevant

7. Recommendations (if any)
- who are the recommendations targeted at?
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3.- COMPULSORY MENTION REGARDING COMMUNITY SUPPORT

In accordance with the General conditions, all beneficiaries are under the obligation to
acknowledge that the present activity is delivered with the support of the Community in all
documents and media produced, in particular final delivered outputs, related reports,
brochures, press releases, videos, software, etc, including at conferences or seminars. In the

context of the Community Programme for Employment and Social Solidarity — PROGRESS,
the following formulation shall be used:

This (publication, conference, training session etc) is supported under the European
Community Programme for Employment and Social Solidarity - PROGRESS (2007-2013).

This programme is managed by the Directorate-General for Employment, social affairs and
equal opportunities of the European Commission. It was established to financially support the
implementation of the objectives of the European Union in the employment and social affairs
area, as set out in the Social Agenda, and thereby contribute to the achievement of the Lisbon
Strategy goals in these fields.

The seven-year Programme targets all stakeholders who can help shape the development of

appropriate and effective employment and social legislation and policies, across the EU-27,
EFTA-EEA and EU candidate and pre-candidate countries.

PROGRESS mission is to strengthen the EU contribution in support of Member States'
commitment. PROGRESS will be instrumental in:

o providing analysis and policy advice on PROGRESS policy areas;

o monitoring and reporting on the implementation of EU legislation and policies in
PROGRESS policy areas;

o promoting policy transfer, learning and support among Member States on EU
objectives and priorities; and

o relaying the views of the stakeholders and society at large

For more information see:
hitp://ec.europa.eu/progress

For publications it is also necessary to include the following reference: "The information
contained in this publication does not necessarily reflect the position or opinion of the
European Commission"

With regard to publication and any communication plan linked to the present activity, the
Contractor will insert the European Union logo, and if applicable, any another logo developed
for the employment and social solidarity fields and mention the European Commission as the

Contracting Authority in every publication or related material developed under the present
contract.
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