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Projects in times of CoViD-19

See what you can do safely, change to online platform

where possible, postpone where necessary.

Check if official request for changes has to be submitted

to JTS/MA

Project beneficiaries from Russia shall submit original

documents to branch offices of JTS in Pskov and Saint

Petersburg

Individual approach and solutions - contact your JTS

project manager rather sooner than later



Process of reporting and deadlines

2 weeks before the end of 

reporting period

2 weeks for 

preparation

4 weeks for expenditure verification 

and development of ERVR

JTS LB

Report forms

Latvian 
beneficiary’s 

individual report

Public officer 
in MEPRG ERVR

Russian 
beneficiary’s 

individual report

Auditor 
selected by 
beneficiary

ERVR

!!! All of us learning by doing and improving constantly 



Submission of documents

Original documents signed by authorized person

either as e-document or “by hand”:

consolidated report

expenditure verification reports (with

checklist and on-spot report) of each

project beneficiary signed by responsible

public officer/auditor and beneficiary;

lead beneficiary confirmation

Electronic version - MS Excel file of each

individual report and consolidated report.

Annexes – evidence of implementation of project

activities

What shall be sent to JTS/MA?



Changes notified with report

✓ Change of contact details or contact

person (project manager, financial

manager, communication manager)

✓ Minor adjustments in rescheduling the 

project activities in the time plan with 

no impact on overall implementation 

period of the project

✓ Minor changes in activity packages 1 

and 2 

✓ Change between and in budget lines 

within the same budget heading  



Apply correct currency exchange rate

with an accuracy of four digits after the comma (e.g. 0.1234), please note, mathematical
rounding has to be applied in case more than four digits after comma are indicated in EC

webpage

for the reference : http://ec.europa.eu/budget/inforeuro/index.cfm?language=en

Use monthly exchange rate set by the EC!



Reporting about activities

Provide evidence for each

implemented activity, follow

list of documents to be

submitted!

Report only about activities

implemented within the

relevant reporting period!



Budget heading specific rules – staff costs

Full time

An individual dedicates 100% of 
his/her working time to the project.

Part-time with a fixed 
percentage of work for 

month

An individual dedicates a fixed 
percentage of working time to the 

project

Fixed percentage of gross 
employment cost in line with a fixed 

percentage of work dedicated to 
project as stipulated in the 

employment document or other 
document (e.g. order)

Contracted on an hourly 
basis

An employee is contracted on an 
hourly basis and dedicates a certain 

number of hours to work on the 
project

Project timesheets



Budget heading specific rules – staff costs

✓ costs connected with the salary payments have to be reported within the 
reporting period when the last payment connected with the salary is made 

Example - in case if salary payment to employee is made in reporting period No 1 
but relevant taxes are paid during reporting period No 2 all the costs connected 
with the salary payment should be included in the report for reporting period No 2



Budget heading specific rules – travel and 

accommodation

✓ Costs eligible only for project employees and in justified cases 
participants of events who have actually participated in the business 
trip

✓ Travel and accommodation does not cover administrative trips of 
partners to carry out their duties



Budget heading specific rules – external 

expertise and services costs

✓ advance payments exceeding 1/3 of the total contract amount to the 
external service providers only after partial or full delivery of the 
purchased goods or services



Budget heading specific rules -

Administrative costs

calculated as a flat-rate of up to 7% of eligible direct costs, excluding costs incurred in relation to the provision of 

infrastructure

NB! % of flat rate has been fixed for each project beneficiary individually and is uploaded in projects’ members area of programme 

webpage www.latruscbc.eu

beneficiary does not need to document that the expenditure has been incurred and paid, or to prove that the reported 

amount using the flat rate would correspond to the real costs for office and administration



Retroactive costs

Distinguish between preparatory costs and retroactive costs!  

Provide supporting documents for retroactive costs with the first 

report!



Other issues

Technical mistakes in transfer of information from individual 

reports to consolidated report

Unlocking or damaging report forms

Beneficiary does not need to document that the expenditure has 

been incurred and paid, or to prove that the reported amount using 

the flat rate would correspond to the real costs for office and 

administration
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new #latruscbc guidelines

The updated Communication Guidelines have been approved by the Joint Monitoring Committee of Latvia-

Russia Cross-Border Cooperation Programme 2014-2020 on 06 January, 2020.

expenditures incurred before 06 January 2020: provided that they are in line with the

Communication Guidelines in force at the moment of the expenditure, - eligible. All already purchased

promo materials / handouts / display panels etc. can be used

procurement started before 06 January 2020: may be deemed eligible, the beneficiary must provide

supporting documents clearly stating the date of procurement procedure / request for quote, and must

ensure compliance with all eligibility rules applicable either on the date of launching the procurement or

on the date when the expenditure was incurred

procurement started and related expenditures incurred after 06 January 2020: all activities must be

in compliance with new Communication Guidelines



Examples of incorrect use of 
Programme Visual Identity

the text about co-funding missing

the text is cut off

visual identity is distorted 

Programme logo is bigger that 

EU emblem measured in 

height



Examples of correct use of 
Programme Visual Identity

Until January 5, 2020

From January 6, 2020



Examples of use of Programme Visual Identity

wrong visual identity

larger, than the EU emblem
larger, than 

the EU emblem



Deliverables

Example: A study/bulletin was purchased as external service. In Individual report it is said that the study/

bulletin should come in electronic form => it is an electronic deliverable (publication) => section 10.1

NO Programme Visual Identity

NO disclaimer

If information and communication activity is included in the Application form as project deliverable

(amount of activity that must be reached), mandatory requirements must be fulfulled to qualify as relevant

evidences.

Programme Visual Identity

disclaimer



Websites

Has your organization 

got a website?

Separate project 

section

Publish news or 

materials

Must be visible without scrolling:

• Correct Programme visual identity

• Disclaimer 

• Programme website

News in the news section do not qualify 

as project deliverable - project

information section on the beneficiary's 

website



Social media

Project account

Personal account

• Programme Visual Identity

• links to Programme website and Programme SM account

• Disclaimer

• Visible without scrolling (our recommendation: pin to top)

Organization account

Organization account

do not qualify as 

project deliverable -

project social media 

account

latruscbc.eu

@latruscbc @latruscbc

@latruscbc



Social media – great examples



Social media – great examples

Projects:

• LV-RU HERITAGE

• NATTOUR

• Sticky urban areas

• Shaping Cities

• NewLINE

• Following Ideas

Always tag the

Programme in your

publications

@latruscbc



Press release vs Electronic publication

Press release is an official statement or report that an organization gives to journalists, for example about

a new product or an important achievement (MacMillan dictionary)

• created by you, not by journalists

• basis for the article, not the article

• can be further supported by articles

Programme requirements:

• Programme visual identity on the cover or title page 

• disclaimer on the cover or the title page

Evidences:

• Press release file (doc, pdf, jpg or other format) sent to media

• Press release published on the beneficiary’s website

! Electronic publications / copies / screenshots / photos of articles which

do not meet Programme requirements do not qualify

no disclaimer

not full text



Question from beneficiary

? Reporting visualization and communication materials (articles, posts). Should we include

articles without mandatory elements in case they were not financed from the project budget?

! It is possible to report additional communication activities in AP2 section 2.2.2 Other relevant

information, but if articles, posts, etc. are included in the Application form as project

deliverables (amount of activity that must be reached), mandatory requirements must be fulfulled

to qualify as relevant evidences.

Online article (section 6.3)

• NO visual identity

• NO disclaimer

Report as other relevant 

information in AP2, section

2.2.2

Newspaper article (section 10.1)

• NO visual identity

• NO disclaimer

Report as other relevant 

information in AP2, section

2.2.2



Events - evidences

Materials visible to attendees:

Display panel

Agenda

List of participants

Presentations

Promo poster

Invitation

Instruction how to get to the place

Badge

Handouts

Feedback forms

If you have it:

- use Programme visual identity correctly

- take a photo to provide evidence

- add this photo and documents to your report

Minimal set of documents for visibility check:

• agenda with Programme visual identity

• signed list of participants with Programme visual identity and GDPR elements if any

• one photo of event (screenshot of online event) with display panel – prominent enough so

that passers-by are able to read and understand the role of the Programme as donor



Presentation slides

At the event: 

• only Programme visual identity (on front page)

If later publish on the website:

electronic publication =>

• Programme visual identity

• Disclaimer

Until January 5, 2020

From January 6, 2020



Display panel - requirements

Three mandatory locations:

1. Construction / repair / renovation site

2. Event site

3. Office

Contents of the display panels:

Programme visual identity

project title and acronym

project objective

key project deliverables

project duration

general statement about the Programme

title and contact information of the lead beneficiary:

1. name of the beneficiary

2. full mailing address: postal code, country, city, 

street, house number 

3. phone number

4. email



Display panel - evidences

Event site Construction / repair site Office

Location

visible to attendees

Content

possible to read



Equipment

Must be labelled ASAP (section 10.3)

Stickers are available at main office

and branch offices

Contact your Info Manager to inform

about the required amount and type

of stickers

no label

lable in place



Useful information

Webinar on communication materials & list of FAQCommunication and Visibility Guidelines



Your questions and our answers….



Thank You!

Paldies!

Спасибо!

latruscbc.eu @latruscbc @latruscbc @latruscbc


