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Updated templates for the financial reporting
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https://kolarctic.info/materials-info/

Each annex has sheet “Instructions” – read them!

Project Implementation Manual (update 6.9.2021)- detailed instruction, chapters 8 and 9.2



Templates for the financial reporting

3

https://kolarctic.info/materials-info/



Reporting: standard project

1 Interim report 
(months 1-12)

•Narrative report
•Financial report

2 Interim report
(months 13-24)

•Narrative report
•Financial report

3 Interim report
(months 25-36)

•Narrative report
•Financial report

Final report
(whole period)

•Narrative report
• -
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Example: project 3 years (36 month)

Annex 1, 2, 3, 5, 7

EV2 – EV5

Visibility material, etc

Annex 7,8

EV2 – EV5

Visibility material, etc

LP and P

LP and P

LAST REPORTING PERIOD

- Summary of 
project 
implementation
- Indicator
specification
- Contact 
information

LP and P

LP

Annex 1, 2, 3, 4, 7

EV2 – EV5

Visibility material, etc

Annex 7

EV3/NO



LAST REPORTING PERIOD: 
Annex 1: 1.1. Financial report
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• If amendments were done fill in approved 
updated budget.

• Add amounts of earlier approved costs by MA 
(Approval of financial report)

• Add amounts of the current reporting period
• Add Indirect costs according to approved % in 

the budget (Budget by partners)



LAST REPORTING PERIOD:
Annex 3. List of purchases

• List with the items for the whole 
project implementation

• Filled in only equipment, 
machines and countable items. 
Purchases of services and non-
countable materials, which cannot 
be verified afterwards, are not 
indicated in the list.

• All equipment and purchases with 
value over 300 € 
/21000RUB/3000SEK/3000NOK 
to be listed here
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LAST REPORTING PERIOD: 
Annex 5. Templates for the last interim report

5.1. Final costs
• Cost after the end date of the project
• Costs related to the preparation of 

the final report:
 Salary costs, mainly related to the 

preparation of the final report
 Audit costs of the last interim report
 Evaluation costs if planned to be done

• If the costs are not verified by auditor 
the copy of the invoices and the proof 
of payments must be submitted to 
the MA
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LAST REPORTING PERIOD: 
Annex 5. Templates for the last interim report

5.2. Interest

• To be filled in only from the 
organizations which are not public 
bodies/government departments

• Indicate the amount of interest 
accrued on the bank account from 
pre-financing paid by the MA during 
the whole implementation period.

• Statement from bank or reliable 
method of calculations

• Need to be verified by auditor

8



LAST REPORTING PERIOD: 
Annex 7. Consolidated financial report

• Filled in only by LP
• Cumulative amounts from all the partners from annexes 1.1. 

Financial report.
• Remember Final costs
• LP’ auditor verifies that the sum is equal with the individual 

verification reports from the partners
• Convert NO costs in EUR using the same exchange rate as in the 

project budget
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LAST REPORTING PERIOD: 
Annex 8. Only for NO partners
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Financial report: Requirements
• Use provided templates

• All documents shall be filled in in English

• Financial report’s annexes are accurate and informative (required fields filled in with sufficient details)
• Annex 1.2. General ledger specification; description of the items are informative (answer to the questions: What?, Who?, When?, Why?).

• Reported amounts and reporting period in Financial report’s annexes (Annexes 1-8) have to be consistent and equal with 
EV documents (EV3-EV5) 

• Report only costs which are eligible to your project (indicated in Budget)

• Costs are reported in the currency used in the bookkeeping records and converted in Euro (InforEuro monthly exchange 
rate)

• Indirect costs % do not exceed the % specified in the approved budget

• Costs have to be verified by external auditor.

• Auditor verifies at least 65 % of the total costs and 10 % of each budget headline. 
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Pay attention
• All required documents of Financial report must be attached to Interim report in PROMAS (use checklist)

• PROMAS: All uploaded documents have to be in PDF/JPEG format with good quality (easy to read). In the 
file’s name indicate the name of document and name of the partner (e.g. Annex 1_Lapin Liitto)

• Following signed originals to be sent to MA:

 Annex 7 Consolidated Financial report

 Payment Request (print from PROMAS)

 Interim report (print from PROMAS)

 Final report (print from PROMAS)
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Common errors in report
• Required templates are missing

• Bad quality of the scan documents

• Signatures are missing

• Amounts in the Financial report templates are not consistent with EV report

• Reported costs are outside of the reporting period

• Reported costs are not foreseen in the budget and don’t link to the project activities

• Visibility requirements are not followed (Kolarctic logo missing)

• Technical miscalculations in the templates

• Errors in calculation salaries costs (holiday payments)

• Annex 1.2. General ledger specification, costs are not described enough

• Annex 1.2. General ledger specification, auditor’s marks of checked invoices are missing

• Annex 3 List of purchases, item identification details missing (e.g. serial number)
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Example:
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EV3

Annex 2.2.

Annex 1.2.

Annex 1.1.



How many levels of control exist in Kolarctic?

15

 First level control
 Invoices, 

contracts, etc
 Acounting systems
 Procurement

Partner  Financial report
and EV templates

 Check that
activities acording
to the project plan

 Eligibility of costs
 Visibility rules
 Report templates
 Sample check of 

invoices, contracts, 
timesheets, 
tendering
documentation, etc

On the spot checks

 Documentation
 Physical check of equipment
 Reality of the operations

 Internal control

MA:45 calendar days 
to check the reports and 
sent request for 
clarification (for financial 
and narrative part 
separately)

Partners:30 calendar 
days to answer to MA 
questions

 First level control
 Invoices, 

contracts, etc
 Acounting systems
 Procurement
 Project level

control

Auditor
LP

LP’s
auditor

MA+ NO 
BO

Audit Authority
EC auditors
European Anti-Fraud office
European Court of Auditors
Representatives from 
national financiers



Final payment from the MA

• Final payment (min. 20 % of the grant)

 Payment latest after 45 days after the Final report 
has been approved and MA received the Payment 
request.

 Payment request is submitted by LP in PROMAS, 
signed paper version to be submitted to MA

 Norwegian Kolarctic financing requested separately 
from Kolarctic BO in Norway
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Final 
payment 
min.20%

Interim 
payments

Pre-
financing



Recovery
• Any amount paid excess shall be paid back to MA

• MA sends a recovery order to Lead Partner who has to pay it within 45 days 

• Lead partner recovers the amounts from the Partners

• During the implementation of the project, unduly paid amount can be deducted direct from the next 
payment

• Costs can be rejected and recovered also after end of the project (e.g. check by EU auditor)

• Recovery e.g. if
• Wrong procurement procedure used
• Visibility rules not followed
• Errors on calculations
• Costs/actions outside the implementation period

• In the case of irregularity found during the implementation, the recovered/rejected amount can be deducted 
from the project budget
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SUMMARY: Reporting for NO partners
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• Final payment (min. 25 % of the grant)
• Interim payment, max 75 %
• Norwegian partner must use Annex 8, for both 

Interim payment and final payment

 Payment latest after 45 days after the Final report 
has been approved and BO received the Payment 
request.

 Norwegian Kolarctic financing requested separately 
from Kolarctic BO in Norway



Q&A answering your questions

www.kolarctic.info

JOIN SLIDO:

1. Follow the link in chat

-or-
2. Go to slido.com

Meeting code #650 691



Thank you!

Kolarctic Financial Unit MA:

Katri Niska-Honkonen

Financial Manager

Katri.niska-honkonen@lapinliitto.fi

Svetlana Peltoperä

Financial Officer

Svetlana.peltopera@lapinliitto.fi

Ekaterina Sujala

Financial Officer

ekaterina.sujala@lapinliitto.fi
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Kolarctic NO BO:

Linda Mosand

Programme Auditor, Senior advisor

linda.mosand@tffk.no

mailto:Katri.niska-honkonen@lapinliitto.fi
mailto:Svetlana.peltopera@lapinliitto.fi
mailto:ekaterina.sujala@lapinliitto.fi
mailto:linda.mosand@tffk.no
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