
Guidelines on the reporting 
and correspondence





Correspondence

EACEA Agency



• The coordinator (University of Belgrade) is responsible for 
submitting in due time to the Executive Agency all reports 
and financial statements as required in the Grant Agreement 



save originals for 5 years

copies



• The Partnership Agreement will have to cover the various financial, 
technical and legal aspects related to the implementation of the 
project, including:

 beneficiaries' rights and obligations within the framework of the 
project and the Agreement

financial management and related rules

.

.

reporting mechanisms (what, when and by whom)



• INTERNAL REPORTING (Coordinator – Partners):

• technical progress

• financial reports

• risk report 

• FORMAL REPORTING (Coordinator-Agency): 

• intermediate and final report

Grant transfer from the EACEA



Internal reporting within the 
consortioum

Partner’s Financial Report 
(four reports) 

Every 3 months

Partner’s Technical report 
on the implementation of 
the project (two reports) 

On the Project Managers meetings

Risk report Every 6 months

Coordinator  - Partners



• Individual Travel Report (ITR)

• Invoices, receipts, boarding passes

• Agendas

• Attendance / Participant lists

• Tangible outputs/products

• Minutes of meetings

UNIT COST –
TRAVEL AND 
COST OF STAY 

FISCAL BILL

AMOUNT



Reimbursement basis Budget Headings Documents to retain with project accounts 

Actual Equipment o Invoices 

o Bank statements 

o Tendering procedure for expenses exceeding 25.000€ 

o Proof that the equipment is recorded in the inventory of the institution 

Subcontracting o Subcontracts 

o Invoices 

o Bank statements 

o Tendering procedure for expenses exceeding 25.000€ 

o Tangible outputs/products* 

Unit Staff o Formal employment contract 

o Staff convention 

o Time sheets 

o Agendas* 

o Attendance / Participant lists* 

o Tangible outputs/products* 

o Minutes of meetings*

Travel and Costs of Stay o Individual Travel Report (ITR) 

o Invoices, receipts, boarding passes* 

o Agendas* 

o Attendance / Participant lists* 

o Tangible outputs/products* 

o Minutes of meetings* 



Thank you for your attention!
Хвала вам на пажњи! 
Hvala vam na pažnji!
Благодаря ви за вниманието!
Ви благодариме за вашето внимание!
Vielen Dank für Ihre Aufmerksamkeit!
Grazie per l'attenzione!


