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Purpose
To establish the procedure for preparation and submission of the CF (CR 1164/94)/ISPA Final Report which must be submitted by the Head of MA to NC and Head of PA/NF and which will serve for the closure of CF (CR 1164/94)/ISPA projects.
Background

The Final Report is a report required by the EC to be submitted with the Final Application for payment. 
Procedure
	#
	Action
	Function / Person responsible
	Timing / Deadline
	Standard Form / Template

	1 
	PREPARATION OF THE CF (CR 1164/94)/ISPA FINAL REPORT

	1.1 
	Request the Head of MA/IA to start the preparation of the Final Report
Specify the deadline for receiving the Final Report to be prepared by the MA
	Head of PA/NF
	
	

	1.2 
	Transmits to the management of the MA the instructions of the Head of PA/NF
	Head of MA
	
	

	1.3 
	Taking into account factors such as workload and segregation of duties, assigns the task of preparation of the Final Report to Monitoring Expert

	MA  Director
	
	

	1.4 
	For each ISPA FM assigned to him/her, prepares :

- An CF (CR 1164/94)/ISPA Final Report  using standard format

- A Check list – Control of CF (CR 1164/94)/ISPA Final Report
	Monitoring Expert of Monitoring Unit

	Day of receipt of task
	G04 - 01

Standard format : ISPA Final Report


	1.5 
	Performs controls of the CF (CR 1164/94)/ISPA Final Report as assigned in the Check list and formalises controls on the Check-list. If any problem is noticed, consult with relevant colleague, IB, Engineer, Contractor in order to obtain further information / documents and requests any clarification
	Monitoring Expert of Monitoring Unit

	
	G03 - 02

Check-list : Control of ISPA Final Report 

	1.6 
	For each ISPA FM assigned to the IB (road projects), should be prepared:

- An CF (CR 1164/94)/ISPA Final Report  using standard format

- A Check list – Control of CF (CR 1164/94)/ISPA Final Report
	Expert within the IB appointed by the Head of IB
	Day of receipt of task
	IB’s Manual

	1.7 
	Performs controls of the CF (CR 1164/94)/ISPA Final Report as assigned in the Check list and formalises controls on the Check-list. If any problem is noticed, consult with relevant colleague, Engineer, Contractor, MA staff in order to obtain further information / documents and requests any clarification
	Expert within the IB appointed by the Head of IB
	
	IB’s Manual

	1.8 
	Head of IB transmits the CF (CR 1164/94)/ISPA Final Report to the MA
	Head of IB
	Within 5 months of completion of the project 
	

	1.9 
	The CF (CR 1164/94)/ISPA Final Report prepared and submitted by the IB are following the standard procedure described below.
	MA
	
	

	1.10 
	In case of irregularities, initiates relevant procedures
	Project Coordinator of Tendering and Contracting for CF 1164/94 Department
 
	
	PIM

Chapter J

Irregularities

	1.11 
	Signs the Check-list and transmits Check-list + CF (CR 1164/94)/ISPA Final Report to Head of Monitoring Unit 

	Monitoring Expert of Monitoring Unit
 
	
	

	2 
	CONTROL OF THE FINAL REPORT

	2.1 
	Performs controls of the CF (CR 1164/94) /ISPA Final Report as assigned in the Check list and formalises controls on the Check-list;
Discuss with the Project Coordinator any relevant issue  
	Head of Monitoring Unit 

	Day of receipt
	

	2.2 
	Performs controls of the CF (CR 1164/94)/ISPA Final Report as assigned in the Check list and formalises controls on the Check-list;

Discuss with the Project Coordinator any relevant issue  
	Head of Financial Control Unit
	
	

	2.3 
	Performs controls of the CF (CR 1164/94)/ISPA Final Report as assigned in the Check list and formalises controls on the Check-list;

Discuss with the Head of Financial Control Unit any relevant issue  
	Head of Payments Department
	
	

	2.4 
	In case of irregularities, initiates relevant procedures
	Head of Tendering and Contracting for CF 1164/94 Department
	
	PIM

Chapter J

Irregularities

	2.5 
	Signs the Check-list and transmits Check-list + CF (CR 1164/94)/ISPA Final Report to Director of MA
	Head of Monitoring 
Unit 

	
	

	3 
	SUPERVISION OF THE FINAL REPORT

	3.1 
	Review the CF (CR 1164/94)/ISPA Final Report and the Check list and formalises the review 
	Director of MA /Deputy Head of MA

	Day of receipt
	

	3.2 
	In case of irregularities, initiates relevant procedures
	Director of MA/Deputy Head of MA

	
	PIM

Chapter J

Irregularities

	3.3 
	Signs the Checklist to CF (CR 1164/94)/ISPA Final Report
	Director of MA /Deputy Head of MA

	
	

	3.4 
	Transmits Check-list + ISPA (CR 1164/94) Final Report to Head of MA/IA 
	Director of MA /Deputy Head of MA

	
	

	4 
	APPROVAL OF THE FINAL REPORT

	4.1 
	Signs the Checklist to CF (CR 1164/94)/ISPA Final Report
	Head of MA

	Day of receipt
	

	4.2 
	Transmits Check-list + CF (CR 1164/94)/ISPA Final Report back to Project Coordinator for entering in MIS
	Head of MA

	
	

	5 
	TRANSMISSION OF THE FINAL REPORT

	5.1 
	Ensures the transmission of the CF (CR 1164/94)/ISPA Final Report; 
Electronic version to the NC and Head of PA/NF through the CF/ISPA MIS 
	Monitoring expert of Monitoring Unit

	Upon deadline specified by the Head of PA/NF
	

	5.2 
	Files a copy of the CF (CR 1164/94)/ISPA Final Report entered into MIS + Check-list
	Monitoring expert of Monitoring Unit

	
	PIM

Chapter K

	6 
	COMMENTS OF THE FINAL REPORT

	6.1 
	Receives comments (if any) from the NC services and PA/NF via MIS
	Monitoring expert of Monitoring Unit

	
	

	6.2 
	Ensures the modification of the CF (CR 1164/94)/ISPA Final Report until finalisation by applying procedure starting from point 1.2
	Monitoring expert of Monitoring Unit

	Day of receipt of comments
	

	6.3 
	Ensures that the final version of the CF Final Report is signed by the Head of MA 
	Director of the MA
	
	

	6.4 
	Ensures the transmission of the final version of the CF (CR 1164/94)/ISPA Final Report
· Electronic version to the NC and Head of PA/NF through the CF/ISPA MIS

· Original hard copy to the NC services

· Original hard copy to the PA/NF for compilation for Final Application Payment (procedures in PA/NF manual)


	Head of Monitoring Unit
	By the date specified by the Paying Authority/NF
	G04 - 01

Standard format :  Final Report




CF/ISPA FINAL REPORT
Cut-off date :  dd/mm/yy 
	1A.
PROJECT Identification

	Name of project:


CF/ISPA Financing Memorandum reference N°: 



MA/Implementing Agency:
 

Rate of CF/ISPA assistance:


Signature of Financing Memorandum-
Commission
     



-
Country

     
Amendment number
     -
Commission
     




-
Country

     


	1B.
Managing Authority (MA)/Implementing Agency (IA)

	Name:
     
Address:
     
Post Code:
     

Town:
     
Contact Name:
     
Telephone No.:
     
E-mail:
     


	2.
Brief chronological description of activities / works carried out

	


	3.
Specific conditions related to the Project (Article 8 of Financing Memorandum)

	Refer to specific conditions, if any, and state how they have been complied with as well as the date of fulfilment (the reference of the Commission correspondence acknowledging fulfilment of those conditions already complied with). 


4.
Update of Procurement Plan

	Contract ( N°,

Type & Description)*
	Date of publication of tender forecast
	Type of tender envisaged** 
	Date of publication of tender notice
	Cost of contract /estimated cost of contract
	Type of co-financing
	Date of Signature and name of the company awarded/
State of Play***

	
	
	
	If not published 
	If published
	€ million
	Joint/
parallel
	

	
	
	
	 Estimated Date
	Date, OJ Ref and Internet.
	
	
	

	Signed
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Under preparation
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


(*)
Specify the main contract.

(**)
Indicate whether the contract agreement will be either Red, Yellow or Silver book.  Specify if it is a local, international or restricted tender and give justification for procedure in case of pre-qualification.

(***)
For the contracts under preparation, please give some details about the stage of preparation of the tender documents.

5.
Expenditure Plan

Unit: €

	Year
	Total eligible cost
	Actual Realised Payments
	Total Expenditure
	Divergence/ Total Cost%

(9)=((7)-(2))/

/total (2)

	
	Initial estimation*
	Current accepted estimation**
	(up to cut-off date)
	(%) (3)/(2)
	(7)=(3)+(5)
	(%) (7)/(2)
	

	
	(1)
	(2)
	(3)
	(4)
	(7)
	(8)
	(9)

	2000
	     
	     
	     
	     
	     
	     
	     

	2001
	
	
	
	
	
	
	

	2002 Quarter 1
	
	
	
	
	
	
	

	Quarter 2
	
	
	
	
	
	
	

	Quarter 3
	
	
	
	
	
	
	

	Quarter 4
	
	
	
	
	
	
	

	2003 Quarter 1
	
	
	
	
	
	
	

	Quarter 2
	
	
	
	
	
	
	

	Quarter 3
	
	
	
	
	
	
	

	Quarter 4
	
	
	
	
	
	
	

	2004
	
	
	
	
	
	
	

	2005
	
	
	
	
	
	
	

	2006
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	


*
At the moment of the signature of the Financing Memorandum
**
Last Application for payment
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Estimated 

eligible cost 

(Ђ)

% of cost
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10=4*5/100
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#DIV/0!

#DIV/0!
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TOTAL
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(*) As shown in table 15.1 of the application for assistance  form or as modified subsequently.  In any case they should cover 100% of the total eligible cost

Financial execution

Physical indicators (*)

Financial Indicators

Expenditure 

since last 

Application for 

payment

Expenditure up 

to last 

Application for 

payment

Rate of 

financial 

execution %

Phyisical 

progress

6. ADVANCED INFORMATION SHEET FOR PHYSICAL & FINANCIAL EXECUTION (*)

Categories of 

eligible 

expenditure (*)

Overall 

financial 

progress

Overall 

physical 

progress

Unit

Physical 

execution 

since last 

Application for 

payment

Physical 

execution up 

to last 

Application for 

payment

Rate of 

physical 

execution %

Physical execution


	7.
Reasons for differences (if any) between physical and financial execution Explanations for delays (if appropriate)

	


	8.
Technical, financial or legal problems (Annex III.1 of FM)

	Refer to any problems that have arisen in the implementation of the measure, including departures from the original financial plan, and explain what action has been taken to correct them.

     
Refer to any suspension, Financial correction and/or irregularity.

     



	9.
Observations and Recommendations of National and/or Community inspection authorities (Annex III.1 of FM)

	Give summary observations or recommendations, if any, (with full reference to source), and state how they have been complied with.

     



	10.
Measures adopted to advertise Community Assistance (Annex III.6 of FM)

	Billboards erected at the site?
Yes
  FORMCHECKBOX 

No
 FORMCHECKBOX 

Media used to inform the public of the measure in hand:


Press
 FORMCHECKBOX 

Television 
 FORMCHECKBOX 

Radio
 FORMCHECKBOX 


Other audio-visual media
 FORMCHECKBOX 

Type of written documentation made available to the public:      


	11. An indication of the way in which the measure will be managed once completed

	


	12. Confirmation, if appropriate, of financial forecasts, especially as regards operating costs and expected revenues

	


	13. Confirmation of the socio-economic forecasts, especially the expected costs and benefits

	


	14. An indication of the actions taken to ensure protection of the environment and their cost including compliance with the polluter-pay principles

	


	15.
Completion date

	 In initial FM (end date fixed in the initial FM)
     
 In Current FM (end date in modified FM)
     
 The date at which the measure became operational

     
 


	Name of measure:
	Insert as relevant

	CF/ISPA FM reference N°:
	Insert as relevant      signed on : Insert as relevant


	HOW TO USE THE CHECK-LIST : 

- 
The boxes  ( represent mandatory checks to be performed.

- 
All persons assigned to perform controls must, for each control, tick the boxes in the column corresponding to their respective position.

- 
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
- 
The check-list must be used as follows:

1. In case of the projects implemented by the Ministry of Transport the check-list use the option “Preparation” below;

2. In case of the projects implemented by the Intermediate body (road projects) the check-list use the option “First control” below.




	Stage 1 
Preparation and First control by : Insert as relevant 

	Preparation/First control started on :  
Date : __ / __ / ___ at __ : __ 


	Control #
	Items to be checked 


	Preparation/1st control
	2nd 
control
	3 th control
	Supervision
	Supervision / Approval
	

	
	
	Monitoring expert
	Head of Monitoring Unit
	Head of Financial Control Unit
	Head of Payments Department
	MA Director/Deputy Head of MA/Head of MA
	Note Ref.

	1 
	General format
	
	
	
	
	
	

	2 
	The format of CF/ISPA Final Report is in line with the  applicable standard format
	(
	(
	
	
	
	

	3 
	Cut-off date is mentioned and corresponds to the actual reporting period 
	(
	(
	
	
	
	

	4 
	1a – Measure identification
	
	
	
	
	
	

	5 
	Check :

· Name of the Measure

· FM Reference

· Rate of ISPA Assistance

· Dates of signature of CF/ISPA FM
	(
	(
	
	
	
	

	6 
	Is there any Amendment to the CF/ISPA FM ?

If so : information on Amendment number and dates of signatures are reported and are correct 
	(
	(
	
	
	
	

	7 
	1b – Implementing Agency
	
	
	
	
	
	

	8 
	Information on the Managing Authority/Implementing Agency is complete and correct
	(
	(
	
	
	
	

	9 
	2 – Chronological description of activities / works carried out
	
	
	
	
	
	

	10 
	Activities/works carried out are properly described and take into account all relevant information up to cut-off date

Check also evolution since the previous Monthly Progress Sheet and Monitoring Sheet
	(
	(
	
	
	
	

	11 
	3 – Specific conditions related to the Measure (Article 8 of ISPA FM)
	
	
	
	
	
	

	12 
	Reconcile the information with the CF/ISPA FM : status of the conditions are properly described and take into account all relevant information up to cut-off date

Check also evolution since the previous Monthly Progress Sheet and Monitoring Sheet
	(
	(
	
	
	
	

	13 
	4 – Up date of Procurement Plan
	
	
	
	
	
	

	14 
	The procurement plan is reconciled with the Internal detailed Procurement Plan of the MA/IA
Check also evolution since the previous Monthly Progress Sheet and Monitoring Sheet
	(
	(
	
	
	
	

	15 
	5 – Expenditure Plan
	
	
	
	
	
	

	16 
	The data in the Expenditure plan are correct

Reconcile the figures with the Accounting system

Check also evolution since the previous Monthly Progress Sheet and Monitoring Sheet
	
	
	(
	
	
	

	17 
	6 – Advanced information sheet for physical and Financial Execution
	
	
	
	
	
	

	18 
	The data are correct

Reconcile the figures with :

· Engineer / contractor reports

· Accounting system

Check also evolution since the previous Monthly Progress Sheet and Monitoring Sheet
	(
	(
	(
	
	
	

	19 
	7 – Reasons for differences (if any) between physical and Financial Execution (Explanation for delays)
	
	
	
	
	
	

	
	and
	
	
	
	
	
	

	20 
	8 – Technical, Financial or Legal problems (Annex III.1 of FM)
	
	
	
	
	
	

	
	and
	
	
	
	
	
	

	21 
	9 – Observations and recommendations of national and/or Community inspection authorities
	
	
	
	
	
	

	22 
	Check evolution since the previous Monthly Progress Sheet and Monitoring Sheet

Reconcile the information with any recent Audit Report in relation to the Measure under report

References (dates / reference number / audit institution) of the Audit reports must be reported here :

…………………………………………………..

…………………………………………………..

…………………………………………………..
	(
	(
	
	
	
	

	23 
	10 – Measures adopted to advertise Community Assistance(Annex III.6 of CF/ISPA FM)
	
	
	
	
	
	

	24 
	Measures related to publicity are properly described and take into account all relevant information up to cut-off date

Check also evolution since the previous Monthly Progress Sheet and Monitoring Sheet 
	(
	(
	
	
	
	

	25 
	11. An indication of the way in which the measure will be managed once completed
	
	
	
	
	
	

	26 
	Sufficient and quality description of the future management of the measure
	(
	(
	
	
	
	

	27 
	12. Confirmation, if appropriate, of financial forecasts, especially as regards operating costs and expected revenues
	
	
	
	
	
	

	28 
	Sufficient and quality confirmation of financial forecasts and operating costs and revenues
	
	
	(
	(
	
	

	29 
	13. Confirmation of the socio-economic forecasts, especially the expected costs and benefits
	
	
	
	
	
	

	30 
	Sufficient and quality confirmation of socio-economic forecasts, costs and benefits
	(
	(
	
	
	
	

	31 
	14. An indication of the actions taken to ensure protection of the environment and their cost including compliance with the polluter-pay principles
	
	
	
	
	
	

	32 
	Sufficient and quality information on the actions taken to ensure protection of environment
	(
	(
	
	
	
	

	33 
	15 Completion date
	
	
	
	
	
	

	34 
	Reconcile the dates with :

· Initial FM

· Amendment to FM

The date the measure became operational
	(
	(
	
	
	
	

	35 
	16. Supervision
	
	
	
	(
	(
	


	36 
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(*) As shown in table 15.1 of the application for assistance  form or as modified subsequently.  In any case they should cover 100% of the total eligible cost

Financial execution

Physical indicators (*)

Financial Indicators

Expenditure 

since last 

Application for 

payment

Expenditure up 

to last 

Application for 

payment

Rate of 

financial 

execution %

Phyisical 

progress

6. ADVANCED INFORMATION SHEET FOR PHYSICAL & FINANCIAL EXECUTION (*)

Categories of 

eligible 

expenditure (*)

Overall 

financial 

progress

Overall 

physical 

progress

Unit

Physical 

execution 

since last 

Application for 

payment

Physical 

execution up 

to last 

Application for 

payment

Rate of 

physical 

execution %

Physical execution

Transmission to Second Control 
Date:                                       Hour :      :       .   




	Stage 2 
Second control by : Head of Monitoring Unit 

	
	Documents received on :  
Date : __ / __ / ___ at __ : __ 
	
	
	
	

	
	Controls started on  :   
Date : __ / __ / ___ at __ : __ 
	
	
	
	


	37 
	Performs controls as assigned in column “Second control”
	
	(
	
	


	38 
	
Transmission to Third Control
Date:                                       Hour :      :       .      
 


	Stage 3 
Third control by: Head of Financial Control Unit 

	
	Documents received on :  
Date : __ / __ / ___ at __ : __ 
	
	
	
	

	
	Controls started on  :   
Date : __ / __ / ___ at __ : __ 
	
	
	
	


	39 
	Performs controls as assigned in column “Second control”
	
	(
	
	


	40 
	
Transmission to Supervision
Date:                                       Hour :      :       .      

               


	Stage 4 
Supervision by : Head of Payments Department

	
	Documents received on :  
Date : __ / __ / ___ at __ : __ 
	
	
	
	

	
	Controls started on  :   
Date : __ / __ / ___ at __ : __ 
	
	
	
	


	41 
	Performs controls as assigned in column “Second control”
	
	(
	
	


	42 
	Transmission to Supervision / Approval
Date:                                       Hour :      :       .      

               


	Stage 5 
Supervision / Approval by : Director/Deputy Head of MA/IA/Head of MA /IA

	
	Documents received on :  
Date : __ / __ / ___ at __ : __ 
	
	
	
	


	43 
	Review performed as assigned in column “Supervision”
	
	
	(
	


	44 
	Approval : 
Date:                                       Hour :      :       .      

               


	45 
	Final Approval : 
Date:                                       Hour :      :       .      

               


NOTES / COMMENTS / INSTRUCTIONS :

	Insert as relevant
	Insert as relevant

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :

	Insert as relevant
	Insert as relevant

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :

	Insert as relevant
	

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :


	INTERNAL AUDIT : This area is dedicated to comments / notes / references / etc…. of internal auditors

	Ref
	Date
	Name
	Comments
	Signature

	
	
	
	
	


� EMBED Excel.Sheet.8  ���





Name / Monitoring Expert / Signature 





Name / Head of  Monitoring Unit  





Signature:








Name / Head of  Financial Control Unit  





Signature:








Name / Head of Payments Department 





Signature: 








Name / MA/IA Director /Deputy Head of MA /IA 





Signature: 








Name / Head of MA /IA





Signature: 
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		6. ADVANCED INFORMATION SHEET FOR PHYSICAL & FINANCIAL EXECUTION (*)

		Categories of eligible expenditure (*)		Physical execution										Financial execution

				Physical indicators (*)				Physical execution since last Application for payment		Physical execution up to last Application for payment		Rate of physical execution %		Financial Indicators				Expenditure since last Application for payment		Expenditure up to last Application for payment		Rate of financial execution %		Phyisical progress

				Unit		Quantity								Estimated eligible cost (€)		% of cost

						(1)		(2)		(3)		4=(3)/(1)		(5)		(6)		(7)		(8)		9=8/5		10=4*5/100

												0										0		0

												0										0		0

												0										0		0

												0										0		0

												0										0		0

												0										0		0

												0										0		0

												0										0		0

												0										0		0

		TOTAL										0										Overall financial progress		Overall physical progress

		(*) As shown in table 15.1 of the application for assistance  form or as modified subsequently.  In any case they should cover 100% of the total eligible cost
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