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Overview 

The periodic reporting process consists of several 
phases: 

1. Logging in to the Participant Portal when 
you have received a notification.  

2. Completing the report.  

3. Submitting the report to the EU.  

4. The EU assess the report.  

5. The EU perform the Final Payment.  
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Continuous reporting 
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  Step 1 – Notification & Login 

The coordinator receives a notification and 
log on to the Participant Portal to 
complete: 

 

• The Financial Statement  

• The the Technical Part of the Periodic 
Report 
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Technical report 
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1. Description of the activities carried out during 
the reporting period in line with Annex 1 to the 
Grant Agreement: 

 

• Main activities carried out including methods and 
means 

• Coordination with other projects or activities at 
European, National and International level   

• Project Coordination   

• Financial management 

 

 



Consumers,  
Health And Food  
Executive  Agency 

 
 
2 Overview of the project results compared 
with the objectives of the action in line with 
the structure of Annex 1 to the Grant 
Agreement including summary of 
deliverables and milestones.  
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3. Project Results and Visibility 

 

• Target groups   

• Dissemination activities during and after the 
project  

• Project website 

• Major problems and lessons learned 

• Further use of the project results 

• Recommendations  
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4. Overview of the dissemination activities 
 

• Strength of the dissemination activities 

• Weaknesses of the dissemination activities 

• (if applicable) Update of the plan for 
dissemination of results 
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5. Overview of the evaluation activities and 
results 

• Process evaluation  

• Output evaluation 

• Outcome evaluation 
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6. Objectives 
 

• List the specific objectives for the project and 
describe the activities carried out during the 
reporting period towards the achievement of each 
listed objective.  
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7. Description of the activities carried 
per WP 
 

• Work Package 1 

•  Work Package 2 

•  Work Package …. 

Describe the activities carried out in all WPs 
during the reporting period giving details of 
the work carried out. 
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8.Deviations from Annex 1 

 

Explanations for tasks not fully implemented, 
specific objectives not fully achieved and/or not 
being on schedule, deliverables and milestones. 

Explain the reasons for deviations from Annex 1, 
the consequences and implemented corrective 
actions. 
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Step 2.Completing the report – 
technical part 
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Step 2.Completing the report – 
technical part 
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Who can complete the technical part of the 
periodic report? 

Coordinator Contact; Task Manager; Project 
Financial Signatory 

 

Who can lock the technical report for review 
and accept it? 

Coordinator Contact 

Step 2.Completing the report – 
technical part 
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22 

 

Detailed financial statement under "breakdown of direct costs" – 
template can be downloaded 

Upload supporting documents for equipment, subcontracting and 
contributions received from 3rd parties 

 

 

Periodic reporting                    Financial statement 
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Who can draft the financial statement of the 
periodic report? 

Coordinator Contact 

Who can sign and submit the financial 
statement? 

Project Financial Signatory 

Step 2.Completing the report – 
Financial statement 
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Step 3: Submitting the report to the EU 

The Coordinator approves the elements of the Periodic 
Report & submits to the EU 

 

• The Coordinator reviews and  approve the 
elements of the Periodic Report (Redo or 
Include)  

• Validation of completeness and submission 
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Successfully submitted 



Consumers,  
Health And Food  
Executive  Agency 

Step 4: The EU assess the report 

• The EU reviews the submitted Periodic Report 
and accepts, requests additional information or 
rejects it (60 days). 

• The EU can request additional information in 
order to accept the Periodic Report. The 
Coordinator will be notified via the Participant 
Notification System. She/he should read the 
request letter and provide the requested 
information/documents. 

• Rejection – the process described above starts 
again 
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Step 5: Notification, Payment, 
Finalisation 

• After approval of the periodic report, EU pays to the 
coordinator and informs about the calculation (and 
rejections, if applicable) in the Participant Portal 

• Rejection of ineligible costs:  

• The coordinator may within 30 days of receiving 
notification formally notify the Agency of his/her 
disagreement and the reasons why. 
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Reporting and payment metroline 



Thank you for your attention! 
 


