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VERIFICATION ON THE SPOT CHECK – Grants

	Contract title and number: 
	

	Contract value:
	

	Contract start date:
	

	Contract duration:
	

	Contract end date:
	

	Date of on-the-spot check:
	

	Location:
	


	Contracting Authority:
Name : ____________________________________

Phone : ____________________________________

Contact : ___________________________________

Email : _____________________________________


	

	Coordinator:
Name : ____________________________________

Phone : ____________________________________

Contact : ___________________________________

Email : _____________________________________


	PIU officer  responsible for the project: 

Name :  ___________________________________

Phone extension :  __________________________

Email : ____________________________________




	Prepared by:
	
	Prepared by (Second person –insert function) :
	

	Name
	
	
	Name
	
	

	Function
	
	
	Function
	
	

	Date
	
	
	Date
	
	

	Signature
	
	
	Signature
	
	


	Approved by (insert function) :

	Name
	
	

	Function
	
	

	Date
	
	

	Signature
	
	


-
The check-list must be filled in manually!!!
-
Comments / notes may be added on the last page of the Check-list and must be cross-referenced (numbered) in the column “Note Ref. “









-
The check-list must be signed by the performers of controls and reviewers once all controls are performed
	Items to be checked
	Decision 

(Yes/No/Not applicable)

	Note Ref 

	
	Project Manager


	Second person <insert function>
	

	 

1. PROJECT PROGRESS 

	1.1.
	Are the activities being implemented in line with the contract including the schedule foreseen in the contract?
	 
	 

 
	 

	1.2.
	If there have been changes to the nature and schedule of the activities, have they been reflected in addenda/notification letters?
	
	
	

	1.3.
	Is it likely that all activities will be completed by the end of contract implementation?
	
	
	

	1.4.
	Are the outputs/results (if indicated) of the project being achieved in line with the contract?
	
	
	

	1.5.
	Does the Beneficiary use logframe indicators in order to assess project progress against indicators? 
	
	
	

	1.6.
	Does it appear likely that the specific objective(s) of the project will be achieved?
	
	
	

	2. REPORTING 

	2.1.
	Do the quarterly progress reports reflect accurately the findings of the on the spot check?
	
	 

 
	 

	2.2.
	Have all quarterly progress reports been submitted on time?
	
	
	

	2.3.
	Will the interim/final narrative report be prepared and submitted by the deadline?
	
	
	

	3. MANAGEMENT

	3.1.
	Does the beneficiary possess sufficient staff capacity (both in terms of quantity and quality) to manage the project?
	
	
	

	3.2.
	Is project implementation overseen by regular meetings?
	
	
	

	3.3.
	Does the Beneficiary have a logical, consistent, regular and reliable system for monitoring project activities and outputs?
	
	
	

	3.4.
	Is the filing of project documentation logical, systematic and complete (see filing section below)?
	
	
	

	3.5.
	Is the Beneficiary aware of rules on minor and major changes to the project content and its contractual obligations (e.g. reallocations, EU visibility, pre-financing of the balance, submission of reports)?
	
	
	

	3.6.
	Has the Beneficiary fulfilled its contractual obligations without problems and without need for additional assistance?
	
	
	

	3.7.
	Has the Beneficiary experienced adequate cooperation from the side of any of the bodies it is responsible to (Contracting Authority, PIU)?
	
	
	

	4. PROCUREMENT

	4.1. 
	In case procurement of supplies by Beneficiary/ies have the supplies been delivered?
	
	
	

	4.2.
	In case procurement of supplies by Beneficiary/ies, does the quantity of delivered items correspond to the quantities in the contract?
	
	
	

	4.3.
	In case procurement of supplies by Beneficiary/ies, does the location of delivery correspond to the location stated in the contract?
	
	
	

	4.4.
	In case procurement of supplies that are stored in more than one location, are all locations and all supplies checked?
	
	
	

	4.5.
	In case procurement of supplies by Beneficiary/ies, have the supplies been installed and in use by Beneficiary/ies?
	
	
	

	4.6.
	In case procurement of supplies by Beneficiary/ies, certificate of origin is presented for equipment of a unit cost of more than 5000€; for the equipment with a unit cost less than 5000€ a statement by the tenderer (contractor) is presented?
	
	
	

	4.7.
	Do the quality and amount of supplies and performed services correspond to relevant Technical Specifications/TOR and whether the timing of obtaining those is in line with the project schedule?
	
	
	

	5. VISIBILITY

	5.1.
	Are the visibility rules respected?
	
	
	

	6. SUSTAINABILITY

	4.1
	Will the outputs/results of the project be used after it is completed?
	
	
	

	4.2
	Is it clear who is responsible for ensuring sustainability of the outputs/results after the project is completed?
	
	
	

	4.3
	Is the Coordinator aware of how project activities or use of outputs/results will be financed once the project ends?
	
	
	

	4.4
	In case there are follow up projects envisaged, is it known how they might be financed?
	
	
	


	 
	 
	YES
	NO

	Have any irregularities been identified?
	 
	 
<short description>
	 

	If yes please refer to the irregularity procedure.

	 
	 
	YES
	NO

	Has any risk been identified?
	 
	 
<short description>
	 

	If yes please refer to the risk management procedure.


GRANT VERIFICATION ON THE SPOT CHECK REPORT
	Project duration:
	
	Project start day:
	

	Quarterly progress reports received (dates):
	
	Interim/Final Report received (date):
	

	Previous project checks:
	

	Date of the check:
	

	Venue/place:
	

	Participants (position and name):
	1.

2.

3.


(Please address, in a narrative manner, the outcomes of the check covering at least the topics presented below:)
1. Brief overview of project aims, activities and present state of play.
2. Remarks regarding project progress  and results (activities, outputs/results, indicators, disbursement, reports, including EU visibility guidelines).
3. Overview of project management and filing (staff capacity, oversight of project, cooperation with co-applicants, knowledge of procedures, general filing,)
4. Problems/deviations (including irregularities).
5. Recommendations to Beneficiary/ies: (activity, responsibility, deadline) >
6. Sustainability

Conclusion (Overall summary of project implementation):
List of Annexes (if any) <photos etc.>

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 :

	Supervisor (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 :




