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Reporting made easy: 
Documenting your activities & 

achievements

9 April 2019Lead Partner Seminar, Brussels
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INTRODUCTION
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Activity & result monitoring

 To make sure the project is on the 

track (activities)

 To check whether its objectives are 

achieved (results)

 To demonstrate the project’s / 

programme success and usefulness

Why ?
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Activity & result monitoring

How’s it carried out?

 mainly through progress reports

 through project website, publications 

& good practices

 through regular contacts with JS
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Reporting: basic principles

 Same template for phase 1 and phase 2: 
certain sections are adapted according to the phase

 Two parts to reporting achievements:

1.  Insight into project implementation

2.  Insight into project results

 In phase 1, projects can already report on results
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REPORTING YOUR 

ACTIVITIES
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Part 1 : implementation

Insight into project implementation: 

 Overview of day-to-day project 

implementation

 Consolidated information

 Two sections: overview and report 

against work plan
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iOLF : Implementation overview
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 Exchange of experience process (Phase 1) / 

Monitoring of action plan (Phase 2)

involvement of partners

policy learning process / difficulties 

stakeholder involvement in this process / all regions?

participation in Policy Learning Platform

1.1 Overview
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What are you particularly proud of in this reporting 

period?

1.2 Storytelling
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iOLF :Activities
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 Overview of output indicators (six indicators only)

1.3 Work plan
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Outputs: points of attention (I)

N° of policy learning events organised

 back-to-back events counted as one

 include stakeholder group meetings

N° of good practices identified

 upload on project website by end of phase 1

N° of people with increased capacity

 include active members of stakeholder groups

 do not include advisory partners

 programme provides methodology and survey template 

 to be reported in the last semester of phase 1 only
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Outputs: points of attention (II)

N° of action plans

 to be submitted early to JS (ideally at mid-term review meeting)

 to be finalised and reported in the last semester of phase 1

N° of appearances in media and press

 only consider ‘earned’ media coverage (not paid)

 use google spreadsheet and library folder to keep track

Average n° of sessions at the project pages per…

 consolidated statistics provided in google spreadsheet 
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 Progress made compared to initial plans described in 

the application form 

Activities reporting per semester
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Ensure consistency of the information provided. 

Each figure reported needs to be justified:

 either through description of activities in the report

 or through further information from project website
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In case of minor changes from original plans 

(application form): 

 describe the change, and the reason for the change

 clarify any 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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Time for 

questions
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REPORTING YOUR 

RESULTS
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Part 2: results

Organised per policy instrument

Distinction between

 ‘policy development’: work in progress 

 ‘policy change’: direct result of exchange of 

experience 

 ‘territorial effect’: longer term results (mainly relevant 

in phase 2)
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Information per policy instrument

A. General features (including geographical scope)
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B. Action plan development (phase 1) / action plan 

implementation (phase 2)

Information per policy instrument
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Direct results from exchange of experience process

 Was the instrument influenced by the project, and how?

 If not, report on policy development in progress

Policy change (I)
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Points of attention

Policy change can be reported only when policy 

instrument has been successfully influenced 

 implementation of new projects

 change in the management of the instrument

 change in the content of the instrument
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Points of attention

Details needed for each policy change:

 What is the change?
E.g. new call launched, new measure introduced in the OP, 

new monitoring system

 How is it linked to the project?
Source of inspiration e.g. good practice, thematic workshop, 

study visits

 How was it achieved?
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Policy change (II)

 estimate funding influenced (only if clear)
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 concrete effect of the change on the territory

 longer term results

 additional performance indicators can be defined

D. Territorial effect (mainly for phase 2)
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Report on policy instruments is decentralised
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Possibility to report any other achievements / spin-offs
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Time for 

questions



35

FINAL RECOMMENDATIONS
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Recommendations (I)

Ensure: 

 the report is self-explanatory

 the report is understandable

Role of the LP to ‘digest’, summarise and quality control the 

information coming from partners

 the report does not simply repeat the information from 

application form 
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Recommendations (II)

Ensure:

 consistency between output indicators, activities and 

project website

 a clear link between activities and finance reporting

e.g. external expertise can be linked to described activities
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Conclusions: dos and don’ts

 be proactive: do not wait for the progress 

report to inform the JS on important issues 

 be aware of the timeline of the progress 

report: do not wait for the last minute to 

prepare it

Let’s build a 

nice and 

constructive 

collaboration!
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Video tutorials available online 

Interreg Europe homepage > Projects > Implement a project > Tutorials & webinars
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Time for 

questions



41

Thank you
www.interregeurope.eu
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Interreg Europe secretariat
Les Arcuriales, Entrée D, 5e étage 

45 rue de Tournai, 59000 Lille, France

info@interregeurope.eu

www.interregeurope.eu


