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Controlelijst

Controleer aan de hand van onderstaande lijst of het eindverslag volledig is ingevuld voordat het wordt ingediend bij het agentschap van het Programma JEUGD. Vink daarbij de lijst af en stuur de lijst mee met het eindverslag.

Naam organisatie:







Projectnummer:

Deel I

· Het juiste projectnummer is ingevuld op de eerste pagina.

· De juiste projectdata zijn ingevuld.

· Het juiste aantal programmadagen (zonder de reisdagen) is ingevuld.

· De handtekening van de wettelijk vertegenwoordiger van de organisatie/groep is gezet.

· Type activiteit en thema´s zijn aangegeven.

· Samenvatting van het project is gemaakt (pagina 2).

· Specifieke veranderingen tussen de oorspronkelijke aanvraag en de uiteindelijk uitgevoerde activiteiten zijn aangegeven (pagina 2).

Deel II
· Gegevens van de begunstigde en de contactpersoon zijn ingevuld.

Deel III
· Het juiste aantal deelnemers per land is ingevuld.

· Het juiste aantal trainers/staff is per land ingevuld.

Deel IV
· De punten A t/m I, m.b.t. de uitgevoerde activiteiten, zijn volledig uitgewerkt.

· Een planning van de activiteiten is bijgevoegd.

Deel V
· Het financieel verslag en berekening van de definitieve subsidieaanvraag van deel V zijn volledig ingevuld en bijgevoegd.

· Bij het maken van het financieel verslag is uitgegaan van de goedgekeurde begroting in de subsidieaanvraag.

Deel VI

· De lijst van deelnemers is volledig ingevuld door alle deelnemers en alle trainers/sprekers die mee hebben gedaan aan het project. Hiermee wordt bedoeld dat alle buitenlandse en Nederlandse deelnemers op de lijst moeten voorkomen. 

· Elke deelnemer en elke trainer/sprekers heeft voor zijn/haar deelname een handtekening gezet op de lijst van deelnemers.

· Het aantal deelnemers en trainers/sprekers die op lijst staan vermeld komt overeen met het aantal deelnemers en trainers/sprekers die staan vermeld in deel III van het eindverslag.

Deel VII

· Bij het financieel verslag zijn alle bonnen, facturen en betaalbewijzen die de kosten moeten verantwoorden, bijgevoegd.

· Alle bijgevoegde bonnen, facturen en betaalbewijzen zijn genummerd en ingeschreven op de daarvoor bestemde lijst: “Lijst verantwoording kosten”. 
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	Part I.  Project identification and summary

	

	Project number

	Please insert the reference as indicated in your agreement :
	Postmark / Date of receipt

	
	

	

	Title of your project

	Please insert the project title as indicated in your agreement :

	


	

	Duration of your project

	Please indicate the total duration of the project from preparation to evaluation ( = eligible period for costs linked to the project, consult the User’s Guide section B.5 for the exact dates), and also the start and end dates of the actual activities.

	The project started : 
(date when the first costs incurred)
	    /      /    
	The project ended : 
(date when the last costs incurred)
	    /      /    

	
The activities started :
	    /      /    
	
The activities ended :
	    /      /    

	
Total duration of the activities, excluding travels  (in days) :
	

	
Venue(s) :
	


	

	Signature of the legal representative

	I the undersigned hereby certify that all the information and financial data contained in this final report are accurate and have been supplied to the persons in charge at each of the partner organisations involved in the described activities.

The parties allow the European Commission and the National Agencies to make available and use all data provided in this report for the purposes of managing the YOUTH programme. The data, on paper or electronically, will always be used respecting the privacy of individual persons.

	Beneficiary organisation / group

	Name, stamp :
	

	Legal representative

	Name in capital letters :
	

	Place, date :
	
	Signature :
	


	Part I.  Project identification and summary  (cont.)

	

	Type of activity

	Please tick the boxes corresponding to the project for which you are submitting this final report.

	Type of project
(tick one box only)
	 FORMCHECKBOX 
  (7)  youth information

	
	 FORMCHECKBOX 
  (8)  transnational partnership and network

	
	 FORMCHECKBOX 
  (9)  support for quality and innovation

	Countries involved
	 FORMCHECKBOX 
  Programme countries

	
	 FORMCHECKBOX 
  Crossborder cooperation

	
	 FORMCHECKBOX 
  Mediterranean Partner Countries

	
	 FORMCHECKBOX 
  Other Partner Countries (International Cooperation Project)

	

	Main themes for the activities

	Please tick not more than 2 boxes.

	 FORMCHECKBOX 
  Art and culture
	 FORMCHECKBOX 
  Social exclusion (in general)

	 FORMCHECKBOX 
  Environment
	 FORMCHECKBOX 
  Measures against delinquency

	 FORMCHECKBOX 
  Heritage protection
	 FORMCHECKBOX 
  Youth information

	 FORMCHECKBOX 
  Rural development
	 FORMCHECKBOX 
  Youth policies

	 FORMCHECKBOX 
  Urban development
	 FORMCHECKBOX 
  Youth leisure

	 FORMCHECKBOX 
  Equal opportunities
	 FORMCHECKBOX 
  Youth sports

	 FORMCHECKBOX 
  Anti-racism/xenophobia
	 FORMCHECKBOX 
  Media and communications

	 FORMCHECKBOX 
  Health
	 FORMCHECKBOX 
  European awareness

	 FORMCHECKBOX 
  Anti-drugs/substance abuse
	 FORMCHECKBOX 
  Other

	

	Summary of your project

	Please give a brief summary of your project (approximately 50 words). This summary should be written in English, German or French, regardless of which language you use to fill in the rest of this report.

	

	Please indicate and explain the reasons for eventual changes between your initial application and the activities finally implemented, i.e. composition of partner organisations and/or participants, duration of the activities, programme of activities.

	


	Part II.  Beneficiary

	
REPORTING OBLIGATIONS  (Please consult your agreement before elaborating this report)

The final report should be submitted within two months after the end of the project period.

The final report includes one narrative section on the carrying out of the project, and one financial part. The beneficiary must fill out both parts. Failure to accomplish the reporting obligations entitles the National Agency or the European Commission to demand full reimbursement of sums already paid.

A signed list of all participants and facilitators (trainers, speakers, support staff, etc.) must be enclosed with the report (see annex), as well as the final day-to-day programme (meetings) or timetable of activities. Results and achievements must be described in detail in the narrative report. For the financial part any expenses directly linked to the realisation of the project (travel costs from location to location, accommodation, food, pedagogical material, insurance, evaluation, etc.) must be fully justified with copies and/or invoices or acceptable accounting receipts. All documents used for the justification of expenses are to be kept for audit purpose for 5 years after the completion of the project. 

The final calculation of the grant will be based on the actual number of participants and facilitators, the actual duration (for meetings number of days) in relation to the expenses considered eligible for the project.


	Details of the beneficiary organisation / group

	Name
	

	Street address
	

	Postcode
	
	City
	

	Region
	
	Country
	

	Email
	
	Website
	

	Telephone
	
	Telefax
	

	

	Person to contact for questions on this report  (contact person)

	Family name
	(Mr/Ms)
	
	First name
	

	Position/function
	

	Email
	

	Telephone
	
	Telefax
	


	Part III.  Partner organisation(s)/group(s) and participants 

	

	A.  Information on the PARTICIPANTS directly involved in the project

	Please list below the number of participants from each country, excluding trainers, speakers, support staff, etc.
If partner organisations / groups have changed since the grant approval, please provide their complete address in this list.

	Country of residence
	Name of the organisation, location
	Contact person
	Number of participants
	Distribution by gender

	
	
	
	
	Male
	Female

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Subtotal
	
	
	


	B.  Information on the TRAINERS, SPEAKERS, SUPPORT STAFF etc. 
directly involved in the project

	Please list below the number of trainers, speakers, support staff, etc. from each country.

	Country of residence
	Name of the organisation, location
	Number of persons
	Distribution by gender

	
	
	
	Male
	Female

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotal
	
	
	

	

	TOTAL (participants and trainers, speakers, support staff, etc.)
	
	
	


	C.  Special considerations and other information

	If there is anything else you would like to add regarding your group and/or your project, write it down here.

	


	Part IV.  Activities implemented

	The points below are intended to serve as a guide for your description of the activities undertaken with your partners within the context of your YOUTH project. Do not hesitate to mention difficulties and problems you have encountered and other matters that you consider helpful for other groups or organisations, which would organise similar activities in the future. 

	Please enclose with this report the products developed during the project (video, photos, website, etc) and information on how these were disseminated, as well as individual reports by project partners and participants.

	A.  Description of activities

Please give a general description of the activities (context, theme, etc). Please attach a final timetable of activities for the entire project.

B.  Preparation

Please explain what kind of preparation you did for the project and the extent of the involvement of your partner organisation(s)/group(s). State whether there were any preliminary meetings (indicate type, frequency and any impact on the organisation of activities).

C.  Practical organisation

Please describe the logistical and practical support provided (transport, accommodation, etc.).

D.  Achievements

Please describe what you achieved with this project in relation with e.g.:

· the objectives of the project that you planned in the application,

· the creation of new partnerships and/or YOUTH projects,

· the improved quality of YOUTH projects,

· the promotion of the YOUTH programme,

· the inclusion of young people with fewer opportunities into the YOUTH programme,

· the skills, qualifications and personal development of the participants,

· the innovative character of your working methods, themes and target groups.

E.  Working methods

Please describe the working methods you used during the project. Describe the contributions from your partner organisations to the project design and implementation.

F.  Beneficiaries

Please explain:

· who benefited from the project (target groups, sectors, etc),

· how did you disseminate your project results (information, training material, etc),

· what kind of impact the project had on your local community?

G.  Follow-up and evaluation

Please give details regarding evaluation during the project and after the project was finished. What are your plans for follow-up activities, e.g. youth exchanges, voluntary service, group initiatives, further contact with the partner organisation(s)/group(s) ?

H.  Financial aspects

Please describe your experience with additional funding for this project (in addition to the YOUTH programme grant). Include information if you had difficulties in your efforts to secure this additional funding.

I.  Conclusions

Please describe specific difficulties you encountered in implementing your project. Give additional information, observations, comments or recommendations that may be useful for future projects or for the development of youth policies as well as to the National Agency or to the European Commission.




	Part V.  Financial report

	For further information please consult the YOUTH User’s Guide for funding rules and your agreement for accepted amounts.

	

	A.  Budget summary
	All items in euros

	

	
	Accepted costs 
(as approved 
in your agreement)
	Total actual costs

	Costs
	
	

	1.  Personnel costs
	
	

	2.  Insurance and Visa / Exceptional costs
	
	

	3.  Travel / Food / Accommodation costs
	
	

	4.  Meeting costs
	
	

	5.  Production / Translation / Dissemination / Information costs
	
	

	6.  Other costs
	
	

	7.  Other indirect costs (up to 7% of all direct costs)
	
	

	Total costs
	
	

	

	
	Expected income 
(as approved 
in your agreement)
	Total actual income

	Income
	Name, description
	
	

	International public institutions
	
	
	

	National/regional/local institutions
	
	
	

	Private donors
	
	
	

	Own resources (including partners’)
	
	
	

	Personal contributions by participants
	
	
	

	Other resources
	
	
	

	Total grant requested from the YOUTH programme:
	
	

	Other European Commission funding for this project (please specify) :
	
	
	

	Total income
	
	

	Please note that total income should be equal to total costs.

	

	Payments

	Pre-financing payment already received from the YOUTH programme
	

	Expected balance claimed OR to be reimbursed to the YOUTH programme
	


	B.  Justification of costs
	All items in euros


	1.  Personnel costs

	If applicable, please separate clearly internal staff of your organisation from the recruited personnel.

	Name
	Function
	Tasks
	Internal or recruited
	Number of days/months
	Gross salary day/month
	Costs

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL PERSONNEL COSTS
	


	2.  Insurance and Visa / Exceptional costs

	a)  Insurance and visa

	Specification
	Costs

	
	

	
	

	
	

	
	

	
	

	Subtotal
	

	c)  Exceptional costs  (if applicable)

	Specification
	Costs

	
	

	
	

	
	

	
	

	
	

	Subtotal
	

	TOTAL GENERAL COSTS
	


	3.  Travel / Food / Accomodation costs

	If applicable, please separate clearly the different phases of your project (e.g. preparation, activity, follow-up, etc.) in the “specification” column.

	a)  Travel

	Specification
	Number of persons
	From
	To
	Means 
of transport
	Costs

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Subtotal
	

	b)  Food and accommodation

	Specification
	Number of persons
	Number of days
	Cost per day
	Costs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotal
	

	TOTAL TRAVEL / FOOD / ACCOMMODATION COSTS
	


	4.  Meeting costs

	If applicable, please separate clearly the different phases of your project (e.g. preparation, activity, follow-up, etc.) in the “specification” column.

	a)  Rental of rooms

	Specification
	Number of days
	Cost per day
	Costs

	
	
	
	

	
	
	
	

	
	
	
	

	Subtotal
	

	b)  Equipment hire

	Specification
	Number of days
	Cost per day
	Costs

	
	
	
	

	
	
	
	

	
	
	
	

	Subtotal
	

	c)  Interpreting costs (including travel, accommodation and fees)

	Language from / to
	Number of interpreters
	Number of days
	Cost per day
	Costs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotal
	


	d)  Hire of booths for interpreting (including equipment)

	Specification
	Number of days
	Cost per day
	Costs

	
	
	
	

	
	
	
	

	
	
	
	

	Subtotal
	

	e)  Other costs (i.e. material)

	Specification
	Number of days
	Cost per day
	Costs

	
	
	
	

	
	
	
	

	
	
	
	

	Subtotal
	

	TOTAL MEETING COSTS
	


	5.  Production / Translation / Dissemination / Information costs

	Please, indicate in detail costs for producing and distributing information documents and materials (CD-ROM, video, books, leaflets, etc.) including the number of copies produced.

	a)  Production

	Specification
	Number of copies
	Unit price
	Costs

	
	
	
	

	
	
	
	

	
	
	
	

	Subtotal
	

	b)  Translation

	Language from / to
	Number of pages
	Price / page
	Costs

	
	
	
	

	
	
	
	

	
	
	
	

	Subtotal
	

	c)  Dissemination

	Specification
	Number
	Unit price
	Costs

	
	
	
	

	
	
	
	

	
	
	
	

	Subtotal
	

	d)  Website

	Specification
	Costs

	
	

	
	

	
	

	Subtotal
	

	TOTAL PRODUCTION / TRANSLATION / DISSEMINATION / INFORMATION COSTS
	


	6.  Other costs

	Specification
	Costs

	
	

	
	

	
	

	TOTAL OTHER COSTS
	


	Part  VI.  List of participants/trainers/staff

	Project title :
	

	Venue :
	
	Dates :
	    /      /    
	- 
	    /      /    

	No.
	Family name, first name
	Home address / Organisation
	Country of residence
	Female (F) 
or male (M)
	Participant (P)
or staff (S)
	Year of birth
	Signature

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	


For more participants use copies of this page or extend the list with copy/paste of rows above.

	Part  VII.  Lijst voor de verantwoording van bonnen, facturen en betaalbewijzen


Bij het financieel eindverslag dienen de werkelijk gemaakte kosten (reiskosten en buitengewone kosten) alle bonnen, facturen en betaalbewijzen (eventueel kopieën) meegestuurd te worden, om deze kosten te verantwoorden. De originele bewijsstukken moeten 5 jaar lang bewaard worden en kunnen ten allen tijde worden gecontroleerd. Geef elke bon, factuur en/of betaalbewijs een nummer en vul onderstaand schema in met verwijzing naar het nummer op de bon. Vul de bedragen in euro´s in en gebruik (indien nodig) de website http://europe.oanda.com/convert/classic voor het omrekening van de koers. Maak een uitdraai van de koersberekening en voeg deze bij de betreffende bon.

	Nr.
	Omschrijving
	Op naam van
	Datum
	Bedrag (in Euro´s)
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