Webinar on LAT-RUS CBC Programme
project reporting

8 June 2020
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Projects in times of CoVID-19

e See what you can do safely, change to online platform
where possible, postpone where necessary.

e Check if official request for changes has to be submitted
to JTS/MA

e Project beneficiaries from Russia shall submit original
documents to branch offices of JTS in Pskov and Saint
Petersburg

e Individual approach and solutions - contact your JTS
project manager rather sooner than later
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Process of reporting and deadlines

2 weeks before the end of 2 weeks for 4 weeks for expenditure verification
reporting period preparation and development of ERVR
\
Latvian i .
beneficiary’s Pl:|b|IC officer ERVR
| individual report in MEPRG
Report forms Russian Auditor
Ny beneficiary’s selected by ERVR
) individual report beneficiary

111 All of us learning by doing and improving constantly
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Submission of documents

What shall be sent to JTS/MA?

e Original documents signed by authorized person
either as e-document or “by hand”:
& consolidated report

& expenditure verification reports (with o
checklist and on-spot report) of each S s, @
project beneficiary signed by responsible = \"U / f N 7t \
public officer/auditor and beneficiary; g ”” g >
e lead beneficiary confirmation Osg g /.

e Electronic version - MS Excel file of each
individual report and consolidated report.

& Annexes — evidence of implementation of project
activities
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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
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Apply correct currency exchange rate

Use monthly exchange rate set by the EC!

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

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

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)

Project timesheets

2z LATVIA-RUSSIA == p IS
CROSS BORDER COOPERATION PROGRAMME *ax

CO- FUNDED BY THE EUROPEAN UNION, THE REPUBLIC OF LATVIA AND THE RUSSIAN FEDERATION



Budget heading specific rules — staff costs

v' 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
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Budget heading specific rules — travel and

accommodation

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

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

¢ LATVIA-RUSSIA mmm o g
CROSS BORDER COOPERATION PROGRAMME

CO- FUNDED BY THE EUROPEAN UNION, THE REPUBLIC OF LATVIA AND THE RUSSIAN FEDERATION




Budget heading specific rules — external

expertise and services costs

v 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
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Budget heading specific rules

Administrative costs

e calculated as aflat-rate of up to 7% of eligible direct costs, excluding costs incurred in relation to the provision of
infrastructure

. % of flat rate for offi d ) . . . .
Amount of reported direct o Ot lat rate for oftice an Amount of office and administration costs to be included in

administration costs for respective — - -
costs x . . . P — interim report
project beneficiary

NB! % of flat rate has been fixed for each project beneficiary individually and is uploaded in projects’ members area of programme
webpage www.latruschc.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
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Retroactive costs

& Distinguish between preparatory costs and retroactive costs!

& Provide supporting documents for retroactive costs with the first
report!
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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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Webinar on LAT-RUS CBC Programme
project reporting
Visibility and Communication requirements

8 June 2020
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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.

e 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

e 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

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

in compliance with new Communication Guidelines
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Examples of use of

Programme Visual ldentity
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visual identity is distorted

the text is cut off

Programme logo is bigger that
EU emblem measured in
height

the text about co-funding missing




Examples of use of

Programme Visual ldentity

Until January 5, 2020
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From January 6, 2020
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Examples of use of Programme Visual Identity

NACIONALAIS EIROPAS SAVIENIBA
ATTISTIBAS Eiropas Regionalas wrong visual identit
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Deliverables

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.

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
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Websites

Must be visible without scrolling:
Has your organization Separate project » Correct Programme visual identity
got a website? section « Disclaimer
* Programme website

: News in the news section do not qualify
| as project deliverable - project

I information section on the beneficiary's
I website
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Soclal media

Project account Programme Visual ldentity
links to Programme website and Programme SM account

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

Organization account

do not qualify as latruscbc.eu @ , @latruscbc

project deliverable -
project social media

account @latruschbc f @ @latruscbc




Social media — great examples

\/-RU/\002

LV RU Heritage

RUHERITAGE

Home

Posts
Reviews
Videos
Photos
About

Community

Create a Page

-
o
= Reviews
s Photos
- e Teaw About
‘Community
i Liked v = X\ Following~  # Share

@ Photo/Video g Tag friends ° Get messages

Posts

M LV-RU Heritage
" 23March - §
This account was created and maintained with the financial support of
Latvia-Russia Cross-Border Cooperation Programme 2014- 2020. lts
contents are the sole responsibility of Daugavpils city council, Pskov city
Administration and Cesvaine county counsil and do not necessarily
reflect the views of the Programme. Programme participating countries
Latvia and Russia. alongside with the European Union

HacToswmi akkayHT Obin CO30aH 1 NOANEPUBAETCA NPH DMHAHCOBON
noaaepxxe Mporpamm... See more
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Sticky urban
areas/Pievilciga
pilsétvide/
TMpuenekarensHasn

Home

Shaping cities/Zalas Posts
pilsétas planosana/ Reviews
Mnanuposatne Photos
3eneHoro ropoaa Events
Home shLiked~ | 3\ Followingw | 4 Share | - About
Posts Community
Roders ==
Videos

Photos

Events

B Prowovideo & Tagiriends (D) Getmessages

About

Community Posts
=== Shaping 5 pilstas pl

3enenoro ropoaa

This account was created and maintained with the financial support of
Latvia-Russia Cross-Border Cooperation Programme 2014-2020. lts
contents are the sole responsibility of Rezekne City Counci and do not
necessarily reflect the views of the Programme, Programme
participating countries Latvia and Russia, alongside with the European
Union

Home page of the program: htip: /latruscbe. eu/

https:/Awaw.facebook com/latruscbe/
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oponcE cpena

b Liked v | 3\ Following v | A Share

BB Photoivideo B Tagfriends (@) Getmessages

Posts

. Sticky urban areas/Pievilciga pilsétvide/
MK

This account was created and maintained with the financial support of
Latvia-Russia Cross-Border Cooperation Programme 2014-2020. s
contents are the sole responsibilty of Rezekne City Council and do not
necessarily reflect the views of the Programme, Programme
participating countries Latvia and Russia, alongside vith the European
Union

Home page of the program: http: b eu

hitps:/Aw facebook comiatrus

PLANOSANATIAH/APOBAHVIE 3ENEHOTO
OPOJA

SHAPING CITIES/ZALAS PILSETAS

Management & Urban Planning of Green
City Areas for Sustainability in LV and RU
Cross Border Cities

Community

2L Invite your friends to ke this Page

ST
PILSETVIDERPYBNEKATENSHAR TOPO[ICKAS
CPE.

Sticky urban areas/Pievilciga
LVRUO17

Promotion of water resource sustainability
for tourism and attractiveness of CBC of
Rézekne.

See more



Social media — great examples

Projects:
* LV-RU HERITAGE
s +  NATTOUR

@projekisNewLINE

. .. « Sticky urban areas

7\5 o
o ‘= @ |ATVIA-RUSSIA
N

LAT-RUS

Posts wbLlikedv | 3\ Following v = 4 Share ° S h ap i n g Citi es
Reviews
« NewLINE
About
Communi ” - -
o B e @ Tbnts © cutme * Following Ideas
> engineering ideas in
[ Create 2 Page | LV and RU
Posts
Home
jekts “Veco parku jauna dzive" Posis ol he | Follow [/ Sieace | 2% @ Send Message
< Maren Events

Create post

Reviews O No rating yat

. Always tag the

About Community

o Braves @i Qoummom w3 | b Programme in your
publications

@ LATVIA-RUSSIA
1 4

‘ ——

Posts

e Following the engineering ideas in LV and RU
2March- @

e mKrievijas parrobezu tirisma marsruta “Sekojot

ineniertehniskajam idejam zveide. @I at rusc b Cc
Programma: ==Latvijas-meKrievijas parrobezu sadarbb: o

2014-2020. gadam

Programmas majas lapa ir wvav latruschc eu.... See more
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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 y0u1 nOt by JournaIISts CoxpaHeHue u paseumue ycadebHbLx Napkos 6 yenmpe

BHUMAHUA pO(‘Cllll(‘Kll\ u aameutickux cneyuaaucmos u

» basis for the article, not the article Obueemsemos
+ can be further supported by articles oo pos Nomass e vt

MYWKAHOTOPCKOTD  palioka  MCKOBCKOW  OBMIACTM  MPOXOAUT
emuap <YcageSwie napku: HacToslee u Gyayuiees.

Programme requirements:

* Programme visual identity on the cover or title page :..LATVIA RUSSIA—-B

CROSS—BORDER COOPERATION procRAVVE I

« 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

no disclaimer

I Electronic publications / copies / screenshots / photos of articles which
not full text

do not meet Programme requirements do not qualify




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?

I 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

4

Report as other relevant
information in AP2, section
2.2.2

Noslégta partneru vienoSanis par LAT-RUS projekta N ews p ap er artl Cc I e (S ec tl on 10 . 1)

«Parki bez robeZam» istenoSanu

(-hrh without borderss, LV-RU-023) isteno-

. Starp Gulbenes novada pasvaldibu ki va-
unmpm  Preiju, Daugavpils o-
vadiem no Latvijas puses un Krievijas puses
Pleskavas Porhovas raj

Latvijas - Krievijas
rammi 2014.-2020. gadam.
Latvijas - Krievijas plrrobezu sadarbibas prog-
rammas 2014.-2020. gadam programmas stratégis-
kais mérkis ir atbalsth vienotus centienus risindt
plrrobet atfistibas izaicinjumus un veicindt Eiro-
pas Savienibas &réjis picrobelas teritorijas un to

Krievijas regionu, kas robelojas ar Eiropas Savie-  valdibas

muﬂ:pnnmu Igtermipa izmantojumu. Ko-
43 programmas darbibas teritorija ir Vidzemes,
w—l- Zemgales, Pierigas, Rigas teritorijas un

parakstits sep- nunm-pgb-.s apgabals, Sankipe-
terburga no Krievijas puses teritotjas Kopjais
programmas projekta «Parki bex robefim» programmas

Tick pldnoti tis semindri Preilos par parku ap-
[P —

thnsma vewcinkdand, ki arf organenéts micibu prere-

lekcsa un parka va-
nps-.htwub\wu

NO visual identity
NO disclaimer

4

Report as other relevant
information in AP2, section
2.2.2



Events - evidences

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

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
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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

-

Cemunap «YcanebHpie MapKu:
Hacronuiee n Gyayiiee»

MINOM peruone arasiue w Poccumn

1312 won6ipn 2019 roga

Ycronumssiii ropos, / llgtspéjiga pilséta
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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.  emall
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Display panel - evidences

Event site Construction / repair site Office

Location
visible to attendees

v

Content
possible to read




Equipment

Must be labelled ASAP (section 10.3)

Stickers are available at main office
and branch offices no label x

Contact your Info Manager to inform
about the required amount and type
of stickers

/
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Useful information

Communication and Visibility Guidelines
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A- A A+ Site

» News About the Programme Projects For Beneficiaries For Auditors Publications

GUIDELINES

Practical Guidelines for Project Implementation

! NEW! Communication and Visibility Guidelines for Project Beneficiaries updated
on January 6, 2020

All Russian beneficiaries shall also (in addition to Communication and Visibility Guidelines) follow the
recommendations provided by the Ministry of Economic Development of the Russian Federation and the
Ministry of Foreign Affairs of the Russian Federation:

o Practical Recommendations for Project Participants on the Information Coverage of the Russian
Federation Participation in Cross-Border Cooperation Programmes (ENG, RU)

Communication and Visibility Guidelines for Project Beneficiaries in force until January 5, 2020

Webinar on communication materials & list of FAQ
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A- A A+ Sitemap Text version '.

‘ News About the Programme Projects For Beneficiaries For Auditors Publications Events -

SEMINAR MATERIALS

Webinars for beneficiaries on Programme communication requirement
and Jan 29. ]

etter -

Webinar presentation (English) S :
List of FAQs ] i
Seminar for beneficiaries on reporting in Riga (Latvia) Oct 1 and Pskov (Russia) o LtV
Oct 3. 4 Progr

Seminar on reporting Presentations (English)



Your questions and our answers....
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@

Thank You!
Paldies!
Cnacub6o!

latruscbc.eu o @latruscbc o @latruscbc @latruscbc



