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Final Report: Section 1 
Adminstrative Report



Administrative section

Report is structured in a similar format as NPP progress reports

Purpose of the report
- To link information and activities provided through the entire project
- To provide information regarding outputs and indicators
- To report economic information and details accounts of economic activities

A complete financial reporting package should be enclosed with the 
administration report and contain the following:



Administrative section

The report should contain the following:

Financial reporting/Certificate of expenditure detailing the expenditure  
Relevant enclosures to verify the costs 
Entries Timesheets Summary of exchange rates 
Monitoring Tables of Budget Commitments 
Financial reporting summary 
Independent Authorised Auditor’s statements  
Copy of ledgers from separate accounts



INTERREG IIIB 
NORTHERN PERIPHERY PROGRAMME

Final Report: Section 2 
Project Report



PURPOSE OF PROJECT REPORT

• Opportunity to provide further info on project and what has been achieved

• Main dissemination tool for the project & will be on NPP website

• Less restrictive structure

• Ability to personalise headings & make them relevant to your project

• Suggested outline provided in ‘Project Report’ template

• Feel free to adapt this & make it relevant to your project



STYLE

JPS trying to ensure continuity in reporting style despite relative freedom in 
structure

• Use the template in the final report package called ‘Project Report’

• Use Arial 11 font for all text

• Single spacing

• Margins at 1cm on both sides

• Total document size should not exceed 3MB



FRONT PAGE

• Project photo should be inserted at top of front page to personalise report

• Any additional photos should be sent separately with the dissemination material 

• Should be filled in with project details:  Name

Registration No

Measure

Project website



EXECUTIVE SUMMARY

All reports must begin with an Executive Summary

• Should briefly summarise the whole report

• Cover the main points such as project purpose, activities & final results

• Maximum length of 1 A4 page



REPORT STRUCTURE

JPS trying to ensure continuity in reporting style despite relative freedom in 
report

• Use the template in the final report package called ‘Project Report’

• Use Arial 11 font for all text

• Single spacing

• Margins at 1cm on both sides



CONTENT

• Suggested outline provided in Guidance Notes for submitting a Final 

Report

• This can be adapted to suit activities and results of project

• Under each heading is a list of information relevant to that topic

• The basic information requested under each heading should still be 

provided even if a different report structure is used

• Check with JPS if you are uncertain over any aspects of the structure 



SUGGESTED PROJECT REPORT HEADINGS 

• Project Information & Objectives

• Project Implementation

• Project Results

• Transnationality

• Dissemination & Transfer of Experience

• Conclusions



SUGGESTED PROJECT REPORT HEADINGS 

• Project Information & Objectives

• Project Implementation

• Project Results

• Transnationality

• Dissemination & Transfer of Experience

• Conclusions



PROJECT INFO & OBJECTIVES

Provide some background information on project and intended aims & 

objectives of the project. You should present the following information:

• An introduction and background information on the project’s purpose. 

• A description of the project partnership. 

• A brief outline of the starting point of the project.

• An outline of the project’s original aims and objectives (and key issues to 

be addressed). 



PROJECT IMPLEMENTATION

Provide further info on activities carried out during the project and their 
success at achieving project’s objectives. 

• Provide an outline of activities undertaken during the project.

• Include info on the methods & methodologies tested or developed.

• Evaluate implementation of the project’s activities by considering their 

weaknesses, strengths, threats and opportunities. 

• Link project’s expenditure to outcomes and results of project.



PROJECT RESULTS

Outline project results in more detail. Relate these to the project’s 
objectives and consider the following aspects:

• An analysis of the results obtained during the project in relation to the 
project’s objectives.

• What other results have been achieved other than those listed in the 
original application?

• Provide a description of any examples of best practice that have been 
developed during the project.

• Has the project achieved all of its intended results? If not, outline why not?

• How have the results of the project been implemented in the partners 
organisations, local areas, regions and nations?



TRANSNATIONALITY 

Focuses on the added value and benefits of working transnationally. The 
following should be kept in mind when completing this section:

• How was transnational co-operation set up in the project?

• What were the added benefits for the project and the partners of working 
transnationally? 

• How did this add value to the results of the project?

• How was transnationality ensured at all levels of the project? 

• Did any difficulties arise due to the transnational nature of the project and 
how were these solved? 



DISSEMINATION & TRANSFER OF EXPERIENCE

One of main objectives of involvement in Interreg projects is to gain 
expertise and knowledge from other countries and transfer this to your 
area. Therefore important to consider how you will do this:

• How have the partners’ organisations ensured that their organisations 
have benefited and learnt from participation in this project?

• How have the project results been disseminated at a local, regional, 
national and transnational level?



CONCLUSIONS

Outline the main outcomes of the project and conclude the report. It is also 

worth considering the following:

• If you had the opportunity to carry out the project again, how would you 

improve it?

• What actions are necessary to develop this topic in the future and what is 

the best way of achieving this? 



SUBMISSION

• Should be sent within 6 months after the end of project activities.

• Submit the report to JPS in conjunction with 1st and 3rd sections.

• Send to JPS in electronic form and as a hard copy.

• Contact JPS with any queries!



INTERREG IIIB 
NORTHERN PERIPHERY PROGRAMME

Final Report: Section 3 
Dissemination



PURPOSE

• JPS need to collect all project info for their records and to further promote 

NPP projects and the programme 

• Will be producing brochures and other dissemination material in the future

• Need to gather all project info while project is still running

• JPS have a number of requests but most of this info is already available



PROJECT INFO LEAFLET

• Template called ‘Case Study Template’ provided in final reporting package

• Contains basic info on project & should be completed by all projects 

• Do not exceed two A4 pages

• JPS has already collected much of this info & most of it is on NPP website

• Contact JPS for an e-copy of this

• Leaflet will be used to disseminate info on project & will appear on NPP 

website



INFO IN LEAFLET

Provide basic info on project and complete the following:

• Project description: A brief outline of the project idea. 

• Objectives: The main aim of the project (as stated in the project 

application). 

• Project Activities: A description of the activities carried out to meet the 

project’s objectives. 

• Results Achieved: A concise summary of the main outcomes and results 

of the project. 

• Partners: List the partner organisations and country.



PROJECT INFO LEAFLET

• Template called ‘Case Study Template’ provided in final reporting package

• Contains basic info on project & should be completed by all projects 

• Do not exceed two A4 pages

• JPS has already collected much of this info & most of it is on NPP website

• Contact JPS for an e-copy of this

• Leaflet will be used to disseminate info on project & will appear on NPP 

website



ADDITIONAL INFO TO BE SUBMITTED

• PowerPoint project presentation: General overview

Should not exceed 3MB

• Project photos: Preferably at least 3 including 1 of the project group

• Press articles

• Copies of publications

• Copy of the project website in html format

• Any other relevant info or dissemination material

• Electronic copies (where possible) and hard copes to be submitted



SUMMARY OF FINAL REPORTING DOCUMENTS

1 Administrative Report (See template in final reporting package)

2 Financial reporting package (Downloadable on the NPP website)

3 Project Report (See template in final reporting package)

4 Case Study (See template in final reporting package)

5 Project presentation made in PowerPoint

6 Project Photos

7 Collection of all promotional material and publications gathered

All docs relating to final report to be sent to JPS no later than 6 months 
after end of project activities
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