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	Programme: 
	

	Project Code and Title:
	

	Quarterly Progress Report Number:
	



	PIU officer responsible for project:
Name:____________________________________
Phone extension: ___________________________
Email: ___________________________________



 
	Prepared by:
	
	Verified by:
	

	Name
	
	
	Name
	
	

	Function
	
	
	Function
	
	

	Date
	
	
	Date
	
	

	Signature
	
	
	Signature
	
	




- The check-list must be filled in manually!!!
- The check-list below represents a non-exhaustive list of actions to take/questions to ask/issues to check during quarterly report checks. 


	
	Items to be checked
	Decision 
(Yes/No/Not applicable)
	Note Ref.

	1.
	Quarterly Report is drafted on the correct template.
	
	

	2.
	Contract number is correct.
	
		

	3.
	Project title is correct.
	
	

	4.
	Name of the Coordinator is correct.
	
	

	5.
	Project start and end date indicated correctly.
	
	

	6.
	Reporting period indicated correctly.
	
	

	7.
	Financing programme name/year/type correctly inserted
	
	

	8.
	Financing programme execution deadline correctly inserted
	
	

	9.
	Activities implemented during the reporting period are described and are relevant to project objectives.
	
	

	10.
	Date of implementation of the activities implemented during the reporting period is inserted, as well as percentage of activity performed.  
	
	

	11.
	Activities planned in the next period are described and are relevant to project objectives
	
	

	12.
	Date of implementation of the activities planned in the next period is inserted.
	
	

	13.
	Results achieved  are stated/described and correspond to the results stated in the Annex I of the Contract
	
	

	14.
	Date of submission of the report is stated (foreseen and actual)
	
		

	15.
	Problems experienced and solutions proposed are described in the report
	
	

	16.
	Information on the Addednum inserted, including dates and nature of the Addendum (if applicable)
	
	

	17.
	Information on the financial amnedments notified by the Coordinator inserted, including information on the budget heading, original amount, amendment and actual spending
	
	

	18.
	Information on the non-financial amendments notified by the Coordinator inserted, including description of the modification
	
	

	19.
	Report signed by the responsible person and dated
	
	




NOTES / COMMENTS / INSTRUCTIONS:

	PIU officer

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :


	< Second person –insert function >

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :

	Other

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :








