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1. Project Management Plan’s objectives and main principles of FRIENDS project 
management 
The FRIENDS Project Management Plan outlines the mechanisms for efficient and sound project 
management and continuous monitoring and control of project implementation. The Plan 
presents the project consortium’s organizational structure and specifies the roles and 
responsibilities of the project partners. The FRIENDS consortium includes 16 higher education 
institutions (HEIs) from nine countries, five Partner Countries (PC) from Region 6 Asia (Bhutan, 
Cambodia, Malaysia, Philippines and Thailand) and four Programme Countries (PrC) from Europe 
(Bulgaria, Hungary, Poland and Turkey) as follows: 

    
P1 Bulgaria VUM Visshe Uchilishte po Menidzhmant/ Varna University of 

Management 
P2 Hungary BMU Budapesti Metropolitan Egyetem/ Budapest Metropolitan 

University 
P3 Poland SUT Politechnika Slaska/ Silesian University of Technology 
P4 Turkey IAU Istanbul Aydin Universitesi Vakfi/ Istanbul Aydin University 

P5 Bhutan RTC Royal Thimphu College 
P6 Bhutan RIM Royal Management Institute 

P7 Cambodia SRU Svay Rieng University 
P8 Cambodia DIU Dewey International University 
P9 Malaysia APU Asia Pacific University of Technology & Innovations 
P10 Malaysia BUC Berjaya University College 
P11 Philippines SLU Saint Louis University 

P12 Philippines UC University of Cebu 

P13 Philippines CTU Cebu Technological University 

P14 Thailand PSU Prince of Songkla University 

P15 Thailand PYU Payap University 

P16 Thailand MSU Mahasarakham University 

 
The project has duration of 36 months (15th November 2018 – 14th November 2021). The activities 
in the project are organized in 8 Work Packages as follows: 
 
1 Preparation Work Package 
WP1 IaH: State of Play (WP1 leader: BUC) 
 
4 Development Work Packages 
WP2 IaH: From Awareness to Action (WP2 leader: SUT) 
WP3 Intercultural Certificate: Design and Prototyping (WP3 leader: SLU) 
WP4 FRIENDS Teahouses: Setup and Piloting (WP4 leader: PSU) 
 
3 supporting Work Packages 
WP5 Quality Assurance and Quality Control (WP5 leader: SRU) 
WP6  Friends beyond FRIENDS (WP6 leader: UC) 
WP7 FRIENDS Dissemination (WP7 leader: PYU) 
WP8 Project Management (WP8 leader: VUM) 
 
According to the Code of Conduct endorsed by the project institutions at the second partner 
meeting in June 2019, all participants in the FRIENDS project should follow and apply the 
following principles and values throughout the project life: 

 Integrity 
 Mutual trust and respect 
 Teamwork 
 Solidarity 
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 Effective communication 
 Excellence and commitment to quality 
 Conflict resolution 
 Lack of conflict of interests 
 Compliance with the law and the Erasmus+ Capacity Building in Higher Education (CBHE) 

programme’s rules and regulation 
 Competency and professionalism 
 Consistency 
 Transparency and accountability 
 Financial integrity and sound financial management 
 Sustainability and cost efficiency 
 Protection of intellectual property 
 Non-discrimination and equal treatment 
 Respect for diversity 
 Students’ involvement 
 Partners’ participation in the partner meetings and events. 

 
The main documents to be used as reference point in the process of project management and 
evaluation are as follows:  

 The Grant Agreement with all its Annexes 
 The Partnership Agreements and its Annexes 
 Project’s Logical Framework Matrix 
 Project Activity Timeline 

 
The activities in WP8 Project Management include management, administration and regular 
monitoring of the project activities; planning, organization and facilitation of project events; 
elaboration and regular update of project evidence files; continuous financial management in line 
with the Erasmus+ CBHE programme’s rules and regulations and the approved project budget; 
elaboration of financial and activity summaries at the end of each project year; preparation and 
submission of project progress and final reports towards EACEA. 
 
As a result of the activities in Work Package 8, the following main deliverables will be produced 
during the project lifetime: 
1. Seven partner meetings: to discuss project management and administration issues, to monitor 
the progress made according to WPs, to assign tasks to partners in compliance with the project 
activity timeline. 
2. At least nine project webinars: to discuss project progress, plan upcoming activities and to 
prepare the upcoming partner meetings’ agenda. 
3. Various project management related documents incl. the current Project Management Plan, 
FRIENDS Code of Conduct, Project Exploitation Plan and Project Sustainability Roadmap, Year 1 
and Year 2 Progress Reports as well as Final Report Draft to benchmark project progress made 
against the initial activity timeline and to report on the project financial management. 
5. Progress Report and Final Report to EACEA: to provide evidence and report on project 
implementation in line with the contractual requirements. 
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2. Distribution of tasks and responsibilities among project partners 
The following project management structure and organizational chart was agreed and is applicable in the FRIENDS project during the first half of 
the project lifetime: 
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VUM is the project coordinating institution and therefore bears the responsibility for ensuring 
that the action is implemented in full compliance with the Grant Agreement. VUM manages, 
administrates and monitors the project activities progress. The project coordinating institution is 
responsible for reporting and supplying all documents and information to EACEA, which may be 
required under the Grant Agreement. The institution is in charge of reporting and evidence 
provision at consortium level. As sole recipient of payments in the framework of the project, VUM 
ensures that all the appropriate payments are made to the project partners without unjustified 
delay. The institution provides sound financial management. As project coordinating institution, 
VUM shall ensure smooth and good communication and coherence among the project partners. 
Regular formal and informal communication should be arranged between VUM and the project 
partners in the form and formal and informal correspondence exchange. For the purposes of 
project management, the lead organization will hire a Project Manager, a Financial Manager and 
an administrative assistant. 
 
The tasks of the project manager include: 

 developing a detailed working schedule 
 overall management of the implementation of the project  
 taking decisions on implementation, in accordance with the work plan 
 coordinating the work of the other members of VUM project team and in the consortium 
 assigning responsibilities to the project partners 
 negotiation and problem solving both within the consortium and in relation to external 

stakeholders 
 reporting to EACEA 
 delegating tasks and responsibilities 
 analysing critical situations, threats and opportunities coming from the external 

environment and likely to affect implementation of the project at any stage 
 planning and managing changes 
 exercising control over budget and communication 
 evaluating the efficiency and success of the project. 

 
The assigned financial manager: 

 is responsible for overall financial management of the primary accounting documents  
 is responsible for preparing regular financial reports on project activities 
 is responsible for overseeing the process of spending the grant in view of ensuring that it is 

being spent in accordance with the valid legislation, the signed Grant Agreement with 
EACEA and the approved project budget 

 prepares - together with the Project Manager - financial and accounting documents related 
to the project 

 at the end of the project prepares a holistic financial report on project expenditures to be 
submitted to EACEA 

 participates in the evaluation of the project. 
 
The administrative assistant is directly accountable towards the Project Manager and in charge 
of: 

 the day-to-day administrative work under the project 
 setting up the events according to the developed work plan 
 keeping contacts wit h the members of VUM project team including the experts 
 processing of project documentation 
 keeping up all the documentation. 

 
In the process of project management and administration the project coordinating institution is 
supported by the Steering Committee. In line with the project management mechanisms 
embedded in the approved project application form and to guarantee that all partners are equally 
involved and committed to the project management processes, in total two Steering Committees 
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are to be elected in the course of the project lifetime, i.e. the first one at the project initial phase 
and the second one halfway through the project. Each Steering Committee consists of 7 members 
(one of them being the project coordinating institution) who should ensure timely completion of 
the project activities, smooth communication and a positive working atmosphere in the 
partnership. The Steering Committee should work in an efficient and transparent manner and 
should meet on a regular basis. Furthermore, the Steering Committee members should proactively 
take part in the processes of task distribution, the production of appropriate project evidence and 
documentation, and the preparation of the annual project progress reports. Decision making in 
the Steering Committee should be consensus-based. Important decisions are to be taken at seven 
planned partner meetings. Considering the size of the consortium, routine communication among 
partners will rely on emailing and online video conferencing. 
 
Based on the conducted discussions and negotiations at the kick-off meeting held in March 2019, 
the following Steering Committee members were elected through voting to act during the first half 
of the project lifetime: 
1. Varna University of Management, Bulgaria: project coordinating institution 
2. Royal Thimphu College, Bhutan: Steering Committee member 
3. Dewey International University, Cambodia: Steering Committee member 
4. Asia Pacific University of Innovation& Technology, Malaysia: Steering Committee member 
5. Payap University, Thailand: Steering Committee member 
6. University of Cebu, Philippines: Steering Committee member 
8. Budapest Metropolitan University, Hungary: Steering Committee member 
 
In addition to the Steering Committee members’ election, during the kick-off meeting the project 
partner institutions in the 5 PC involved will appoint local management facilitators (1 in each 
PC). The local management facilitators are to provide active support to the project coordinating 
institution in all country specific matters and management issues such as equipment purchase, 
VAT, staff costs payments, national labour legislation etc. 
 
In terms of project management and administration, the project coordinating institution will rely 
on the strong support of the work package leaders as well. The work package leaders are in 
charge of the smooth implementation of project activities within the respective Work Packages 
and should ensure that deadlines in the Work Packages are respected in line with the approved 
project activities’ timeline. The leaders are responsible for provision of evidence towards the 
project coordinating institution and should maintain good communication with the project 
partners involved within the different Work Packages. 
 
The project partners in the consortium undertake to manage and implement the project on 
institutional level in accordance with the activity timeline and by respecting the budgetary 
ceilings. The project partners are bound by the Grant Agreement to forward to VUM the data 
needed to draw up the reports, financial statements and other documents provided for in the 
Grant Agreement and its Annexes. The project partners agree to inform VUM in advance on any 
modification of their individual budget and to provide the project coordinating institution with all 
the necessary documents in the event of audits, checks or evaluations. 
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3. Activity timeline 
According to the Application Form and the Logical Framework Matrix the following roles, responsibilities, deliverables and deadlines for completion 
have been identified in the eight Work Packages: 

 
Year 1 Activity timeline 

Activities Total 
duration 
in weeks 

M1 M2 M3 M4 M5 M6 M7 M8 M9 M10 M11 M12 

Ref. no Title 

1. IaH: State of Play              

1.1. IaH Self-Evaluation Tool 1  1=           

1.2. Project Task Force Action Plans 1   1X          

1.3. Institutional IaH Infografic Reports 8    4X 4X        

2. IaH: From Awareness to Action              

2.1. 
Workshop European Higher 

Education in the World 
1       1=      

2.2. IaH Capacity Building Webinars 4        2=X 2=X    

2.3. 
Round Tables C&C: InterRationalise 

This! 
2          1X 1X  

2.4. Institutional IaH Action Plans 4            4X 

3. 
Intercultural Passport: Design and 

Prototyping 
             

3.1. 
Workshop Intercultural Passport 

Design 
1            1X 
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5. 
Quality Assurance and Quality 

Control 
   =X =X =X =X =X =X =X =X =X =X 

5.1. Quality Plan 4  2X 2X          

7. FRIENDS Dissemination     X X X X X X X X X 

7.1. 
Dissemination and Communication 

Plan 
4  2=X 2=X          

7.2. FRIENDS Website incl. 5 Subdomains 8  4= 4=          

7.3. FRIENDS Swags Design Contest 4        4X     

7.5. FRIENDS Newsletters 1         1X    

7.6. Project Promotional Materials 1   1=          

8. Project Management  =X =X =X =X =X =X =X =X =X =X =X =X 

8.1. Project Management Plan 4  2X 2X          

8.2. Partnership Agreements 2   2X          

8.3. FRIENDS Code of Conduct 1       1X      

8.4. Year 1 Progress Report 1           1X  

8.9. SC Online Meetings Minutes 3 1=X    1=X    1=X    
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Year 2 Activity timeline 

Activities Total 
duration 
in weeks 

M13 M14 M15 M16 M17 M18 M19 M20 M21 M22 M23 M24 

Ref. no Title 

3. Intercultural Passport: Design and 
Prototyping 

             

3.2. Digital Storytelling: A How-To 4 2X 2X           

3.3. IECD MOOC Core Components 10 2= 2= 2= 2= 2=        

3.4. Intercultural Passport Award 
Guidelines 

1     31=        

3.5. Digital Storytelling Contests 6   1X 1X 1X 1X 2X      

3.6. IECD MOOC 6      4X 2X      

3.7. Intercultural Passport Award 4        4X     

4. 
FRIENDS Teahouses: Setup and 

Piloting 
             

4.1. Student Boot Camp 8         4= 4=   

4.2. Home away from Home Staff Retreat 1           1X  

5. 
Quality Assurance and Quality 

Control 
 =X =X =X =X =X =X =X =X =X =X =X =X 

5.2. Milestones Achievement Reports        2=X      

5.3. Interim Card Report Days 2       2X      
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5.4. Interim Internal Evaluation Report 2        2=X     

7. FRIENDS Dissemination  X X X X X X X X X X X X 

7.4 FRIENDS Reunions 4            4X 

7.5. FRIENDS Newsletters 2   1X      1X    

8. Project Management  =X =X =X =X =X =X =X =X =X =X =X =X 

8.5. Project Exploitation Plan 1     1=        

8.6. Year 2 Progress Report 1           1X  

8.9. SC Online Meetings Minutes 3   1=X    1=X  1=X    

 
Year 3 Activity timeline 

Activities Total 
duration 
in weeks 

M25 M26 M27 M28 M29 M30 M31 M32 M33 M34 M35 M36 

Ref.no Title 

4. 
FRIENDS Teahouses: Setup and 

Piloting 
             

4.3. 
Home away from Home Staff 

Programme 
4 2X 2X           

4.4. 
FRIENDS Teahouses Code of Conduct 

and Calendar 
4 2X 2X           

4.5. 
FRIENDS International and 

Intercultural Festivals 
2   2X          

5. 
Quality Assurance and Quality 

Control 
 =X =X =X =X =X =X =X =X =X =X =X =X 
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5.2. Milestones Achievement Reports 2         2X    

5.5. Final Card Report Days 2         2X    

5.6. Final Internal Evaluation Report 4          4=X   

5.7. External Evaluation Report 10        2X 4X 4X   

6. Friends beyond FRIENDS   X X X X X X X X X X X 

6.1. FRIENDS Caravans 8 4X 4X           

6.2. FRIENDS National Conferences on IaH 8    2X 3X 3X       

6.3. 
Career Fair Local Markets for Global 

Talents 
8        4X 4X    

6.4. Community Development Plans 6       1X 1X 2X 2X   

7. FRIENDS Dissemination  X X X X X X X X X X X X 

7.5. FRIENDS Newsletters 2   1X      1X    

7.6. Project Promotional Materials 1           1X  

7.7. 
HE Globalisation: Final International 
Conference  

1           1X  

8. Project Management  =X =X =X =X =X =X =X =X =X =X =X =X 

8.7. Project Sustainability Roadmap 1    1X         

8.8. Final Report Draft 1           1X  

8.9. SC Online Meetings Minutes 3  1=X     1=X   1=X   
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4. Benchmarks and mechanisms for continuous monitoring and control on implementation 
The FRIENDS project’s main objective is to strengthen the twelve involved Asian HEIs’ 
internationalisation capabilities and to develop their students’ global competence through the 
integration of intercultural dimensions into the universities’ formal and informal curriculum. The 
project is built around the concept of internationalisation at home (IaH) that shifts HEIs’ focus of 
attention from outbound to virtual mobility and to on-campus intercultural engagement for the 
benefits of non-mobile students’ employability and global outlook. To achieve this, the project 
partners will complete a series of activities and indicators linked to five project specific objectives 
detailed below. Each of the five specific objectives refers to important milestone achievements in 
the project that help benchmark and measure the project progress. In this respect, the milestone 
achievements identified within the five specific objectives will be used by the partners for the 
purposes of continuous monitoring and control over project activities implementation. 
 
Specific Objective 1: To outline PC HEIs' internationalisation landscapes and to identify levels of 
integration of international and intercultural dimensions into PC HEIs’ formal and informal 
curriculum 
 

WP 
 

Milestone achievement Type of 
activity 

Milestone 
(Planned 
completion 
date) 

Responsi
ble 
partners 

Indicators 

1 Data collected at 12 PC 
HEIs 

Research 31-03-2019 12 PC HEIs  12 IaH self-
evaluation 
questionnaires 
filled in and 
submitted 

1 Institutional IaH 
Infographic Reports 

Developmen
t of 
intellectual 
outputs 

14-04-2019 12 PC HEIs  12 institutional 
infographic 
reports produced 

 
 
Specific Objective 2: To improve PC HEIs’ capabilities for internationalisation through staff 
trainings and by translating general awareness of the IaH concept into streamlined institutional 
policies and actions embedded in IaH Action Plans 
 

WP 
 

Milestone achievement Type of 
activity 

Milestone 
(Planned 
completion 
date) 

Responsi
ble 
partners 

Indicators 

2 Organization and 
facilitation of 2-day 
Workshop European 
Higher Education in the 
World and of 4 one-hour 
long IaH Capacity Building 
Webinars targeted at the 
12 PC HEIs staff members 

Offline and 
online 
trainings 

14-08-2019 All 
partners 

At least 24 PC 
HEIs staff 
members trained 
at the face-to-face 
Workshop 
European Higher 
Education in the 
World Workshop; 
at least 240 PC 
HEIs staff 
members 
attended each of 
the four 
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conducted 
webinars 

2 Development and 
endorsement of 
Institutional IaH Action 
Plans to embed the results 
of the public consultations 
conducted at institutional 
level through the round-
tables and other IaH 
awareness raising 
activities 

Institutiona
l 
consultatio
ns and 
awareness 
raising 

14-11-2019 12 PC HEIs 12 institutional 
IaH Action Plans 
adopted 

 
 
Specific Objective 3: To build students’ intercultural knowledge and sensitivity to cultural 
diversity through the introduction of the Intercultural Passport virtual module into PC HEIs’ 
formal curriculum 
 

WP 
 

Milestone achievement Type of 
activity 

Milestone 
(Planned 
completion 
date) 

Responsib
le 
partners 

Indicators 

3 Design and development of 
the IACD MOOC Core 
Components 

Developme
nt of 
intellectual 
outputs 

14-04-2020 4 PrC HEIs 6-week long 
MOOC content 
developed 

3 IACD MOOC initial run Online 
training 

14-06-2020 All 
partners 

At least 1200 
students 
registered 
during the IACD 
MOOC run; at 
least 15% of 
them or 180 to 
complete the 
IACD MOOC 
during its initial 
run 

3 Organization and 
facilitation of digital 
storytelling contest  

Developme
nt of 
intellectual 
outputs and 
awareness 
raising 

14-06-2020 12 PC HEIs At least 180 
relevant digital 
stories 
developed across 
the 12 PC HEIs; at 
least; 36 winners 
(3 per PC HEI) 
selected 

3 Intercultural Passport 
award 

Online 
training 
and 
validation 
of prior 
learning 

14-07-2020 12 PC HEIs At least 180 PC 
HEI students to 
meet the 
minimum 
requirements 
and obtain the 
Intercultural 
Passport 
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certificate thus 
receiving 4 ECTS. 

 
 
Specific Objective 4: To transform PC HEIs’ International Relations Offices (IROs) into vibrant 
multicultural focal points through the establishment of FRIENDS Teahouses and the induction of 
Home away from Home Programme for integrated international student care. 
 

WP 
 

Milestone achievement Type of 
activity 

Milestone 
(Planned 
completion 
date) 

Responsib
le 
partners 

Indicators 

4 Organization and 
facilitation of Student Boot 
Camp 

Face-to-
face 
training 

14-09-2020 4 PrC HEIs At least 36 PC 
HEI students 
trained to run the 
FRIENDS 
Teahouses 

4 Home away from Home 
Programme development 
and adoption 

Intellectual 
output 

14-01-2021 All 
partners 

1 document of 
approx. 5 p. 
adopted at 
consortium level 
and adapted and 
introduced at 
institutional 
levels 

4 Establishment of FRIENDS 
Teahouses to operate as 
multicultural social hubs at 
the 12 PC HEIs 

University 
structural 
unit setup 

14-01-2021 12 PC HEIs 12 FRIENDS 
Teahouses 
established and 
embedded in the 
PC HEIs’ 
organizational 
charts 

4 FRIENDS International and 
Intercultural Festivals  

Networking 
and 
awareness 
raising 
event 

14-02-2021 12 PC HEIs 12 events 
organized; at 
least 200 
internal and 
external 
stakeholders to 
attend each 
event 

 
 
Specific Objective 5: To promote virtual mobility and campus diversity across the 5 PC as key 
tools for students’ global competence development. 
 

WP 
 

Milestone achievement Type of 
activity 

Milestone 
(Planned 
completion 
date) 

Responsib
le 
partners 

Indicators 

6 Organization of FRIENDS 
Caravans to promote the 
Intercultural Passport 

Awareness 
raising 
event 

14-01-2021 12 PC HEIs At least 1300 
students of at 
least 42 PC HEIs 
outside the 
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virtual module across the 5 
PC 

FRIENDS 
consortium 
reached across 
the 5 PC 

6 Organization of FRIENDS 
National Conferences on 
IaH (1 per PC) 

Networking 
and 
awareness 
raising 
event 

14-05-2021 12 PC HEIs 5 1-day 
conferences 
organized; each 
attended by at 
least 50 
participants 

6 Career Fair Local Markets 
for Global Talents 
 

Networking 
event 

14-08-2021 12 PC HEIs 11 career fairs 
organized across 
the 5 PC; at least 
30 employers 
representing 
local, national or 
multinational 
companies and at 
least 200 
students to 
attend each of 11 
events. 

6 Development and 
adoption of Community 
Development Plans at 
institutional level to 
engage with local 
communities 

Networking 
activities 

14-09-2021 12 PC HEIs 12 Community 
Development 
Plans adopted 

7 Organization of project 
final event entitled HE 
Globalisation: Final 
International Conference 

Networking 
and 
awareness 
raising 
event 

14-10-2021 All 
partners 

1-day event, at 
least 100 
attendees 
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5. Financial management and administration 
In order to report on project progress and to provide information and evidence allowing 
continuous monitoring and control over the project implementation and budget, the project 
partners will submit to the project coordinating institution on a regular basis interim internal 
reports. Over the 36-month project lifetime, the partners will submit a total number of five interim 
reports. The interim reports will be treated as claims for financial reimbursement of costs 
incurred. The Report and Claim Schedule represents Annex V in the 15 Partnership Agreements 
signed between the legal representatives of VUM and the partner institution and sets the following 
deadlines: 
 

Report Period 
Deadline for 
submission 

Deadline for 
coordinator’s 

feedback 

1. 15.11.2018 - 14.10.2019 31.10.2019 30.11.2019 

2. 15.10.2019 - 14.03.2020 31.03.2020 30.04.2020 

3. 15.03.2020 – 14.10.2020 31.10.2020 30.11.2020 

4. 15.10.2020 - 14.03.2021 31.03.2021 30.04.2021 

5. 15.03.2021 - 14.11.2021 30.11.2021 31.12.2021 

 
Each interim internal report shall consist at least of the following parts: 
1) Partnership Agreement’s Annex IV Internal report and partner claim for payment forms duly 
filled in for the respective period. 
 
2) Staff costs report and claims including duly signed Timesheets and Joint Declarations for all 
project team members who have contributed to the project activities during the respective period. 
The list of staff costs’ supporting documentation to be attached is not exhaustive and may include 
various documents incl. salary slips, agendas, attendance/participant lists, tangible outputs/ 
products, minutes of meetings, etc. Staff costs are to be calculated and reported based on the unit 
costs principle. 
 
3) Travel costs and costs of stay report and claims including filled out and duly signed Individual 
Travel Reports as well as any other relevant supporting documentation incl. travel tickets, 
boarding passes, invoices, receipts, proof of attendance in meetings and/or events, agendas, 
tangible outputs/products, minutes of meetings, etc. Travel costs and costs of stay are to be 
calculated and reported based on the unit costs principle. 
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6. Rules and procedures for subcontracting and purchase of goods and services 
The procurement of goods and services will be executed in line with the Erasmus+ CBHE 
programme’s tendering procedures as stipulated in the Grant Agreement. The financial reporting 
of goods and services purchased in the project is based on the principle of actual expenses 
incurred. The actual costs incurred shall be documented and reported in line with the 
requirements and procedures applicable in the Erasmus+ CBHE programme. 
 
Where the value of a contracts awarded is over 25 000.00 EUR and less than 134 000.00 EUR, the 
project partners should launch a tendering procedure and obtain competitive offers from at least 
three suppliers. Project partners are requested to retain the offer representing best value for 
money, observing the principles of transparency and equal treatment of potential contractors and 
taking care to avoid conflicts of interests. The mechanisms for award of contracts and tendering 
procedures are to be clarified with the project coordinating institution in advance and the project 
partners commit to follow these and to collect and provide the necessary evidence to support the 
procedures’ proper completion. 
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ANNEX I 
 

INTERNAL REPORT ON PROJECT IMPLEMENTATION 
 
Partner institution: 
Country: 
Period: 
 
Please provide an overview on implementation of the project, by following the instructions 
below. 
 
Overall achievements 
Please provide a description of the activities carried out for the specific period and describe to 
what extent, the results achieved, are contributing to the project objectives. 

 
 
 

 
Coherence with the workplan and comments on deviations and modifications 
Please write in this section the main changes, if any, which have occurred compared with the 
original project proposal. 

 
 
 

 
Obstacles and shortcomings 
Please describe any obstacles and/or shortcomings experienced during the period covered by the 
report and the measures taken by the project team to address them. 

 
 
 

 
Dissemination (to be filled out by Partner Countries institutions) 
Please describe what has been done to disseminate the results of the activities carried out to date, 
both within the framework of the project and outside the project. In particular, you should refer 
to the definition of tasks and the dissemination channels used to make the project results available 
to larger beneficiary groups. If there have been any unexpected positive secondary effects from 
project activities, please describe them in this section. 

 
 

 
Quality control and monitoring  
Please describe what monitoring activities have been carried out at your institution, in order to 
assess whether the project proceeds according to the workplan. 

 
 

 
Any other comment 
Please provide in this entry, any relevant information you think might be useful for the assessment 
of the project implementation (i.e. synergies with other projects, any support from external 
environment, networking with professional bodies, etc.). 
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TABLE OF ACHIEVED / PLANNED RESULTS 
  

 
Activities carried out to date to achieve this result: 

WP 
N° 

Activity 
N° 

Activity  
Title 

Start 
date 

End 
date 

Place Description of the activity carried out Specific and measurable 
indicators of 
achievement 

        
        
        
        
        

Activities to be carried out to achieve this outcome during the next period: 
WP 
N° 

Activity 
N° 

Activity  
Title 

Start 
date 

End 
date 

Place Description of the activity to be carried out Specific and measurable 
indicators of progress 

        
        
        
        
        

 
Changes that have occurred in this result since the original proposal: 
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PARTNER CLAIM FOR PAYMENT 
 
 

Partner organisation  
Country  
Period covered  

 
 
1. Unit costs in EUR 

Type of expenditure Unit costs declared Payments actually 
incurred 

Staff Costs   
Travel Costs   
Costs of Stay   
Total costs   

 
 
2. Actual costs in EUR 

Type of expenditure Costs incurred 
Equipment Costs  
Subcontracting Costs  
Total costs  

 
 
3. Costs declared by the beneficiary in EUR 

Unit costs  
Actual costs  
Total  

 
 
4. Due payment from the coordinator to the beneficiary 

Due payment linked to unit costs  
Due payment for actual costs  
Total due payment  

 
 
 
Name: 
 
Position: 
 
Signature: 
 
Stamp: 
 
Date: 
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ANNEX II 
 

STAFF COSTS: REPORTING DOCUMENTS 
 
 

JOINT DECLARATION        

Ref. No………….……………….……  Project No. ………….………. 
The reference number must correspond to the progressive numbering indicated in the financial statements of the final report 

 

FROM ....................................................................................... 

Hereinafter "the Institution"* 

 

AND  Name: ............................................................................ 

  Address: ........................................................................ 

   ......................................................................... 

Hereinafter "the Staff member"* 

 

THE INSTITUTION AND THE STAFF MEMBER HEREBY CERTIFY THAT: 

 

1. The Institution is a member of the partnership for the above-mentioned project. 

2. The Staff member is either: 

 - employed by the Institution                                                                 

YES/NO 

    or 

 - a natural person ** assigned to the project on the basis of a contract against payment                       YES/NO 

3. The Institution and Staff member agree that the Staff member has worked on this project and performed 

the following duties during the project’s eligibility period. 

    dd/mm/yy   dd/mm/yy 

FROM  TO  

 

Please describe the outputs produced (short overall indication since detailed information has to be given in 

the accompanying time-sheet):  

………………………………………………………………………………………………………………………

……………………………………………………………………………………………….....................................

............................................... 

………………………………………………………………………………………………………………………

……………. 

 

4. Please complete the following information.  

 

Staff category (Manager / Researcher, Teacher, Trainer / Technician / 

Administrative staff) 
 

Country of the Institution   

Number of days worked and charged to the project (according to time-sheet)  

 

5. This declaration does not alter in any way the employment conditions/assignment already existing between the 

Institution and the Staff member and is established solely for the purpose of justifying the Staff costs that the 

Institution will charge to the Erasmus+ Capacity Building in Higher Education grant. 

 

Done in .................................................................   Date ................................................................... 

 

Name…………………………………………… 

 

Function………………………………………… 
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Institution .............................................................   Staff member name…………................................. 

 

Signature and Stamp of the Institution    Signature of the Staff member 

 
 

 

 

*The declaration must be signed by the person concerned, then signed and stamped by the person responsible in the Institution 

where this person worked for the project. The Institution must be a member of the partnership. 

 

** A natural person (individual) can be assigned to the action also on the basis of e.g. a civil contract, a free-lance contract, 

an expert contract, a service contract with self-employed person ("in house consultant) or a secondment to the Institution 

against payment. The costs of such natural persons working under the action may be assimilated to the costs of personnel, if:  

(i) the person works under conditions similar to those of an employee (in particular regarding the way the work is organised, 

the tasks that are performed and the premises where they are performed);and  

(ii) the result of the work belongs to the Institution (unless exceptionally agreed otherwise); and  

(iii) the costs are not significantly different from the costs of staff performing similar tasks under an employment contract within 

the institution  
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ANNEX III 
 

TRAVEL COSTS AND COSTS OF STAY: REPORTING DOCUMENTS 
 
 

INDIVIDUAL TRAVEL REPORT for travel costs and costs of stay 
To be filled in by each participant 

In case of circular/multiple travels, please fill in separate Individual Travel Reports.  
 

 

Ref. No………….……………….…………Project No. ………….……………….…… 
The reference number must correspond to the progressive numbering indicated in the financial statements in the final report 

(1) PERSONAL DATA 

Surname:  ......................................................................... Forename: 

........................................................................................... 

Home institution: 

....................................................................................................................................................................................

. 

Staff position/student year of study at home institution: 

....................................................................................................................................................................................

. 

(2) TYPE OF ACTIVITY (Tick as appropriate) 

 STAFF   STUDENTS 

 Teaching/training assignment   Study period 

 Training and retraining purposes  Participation in intensive courses 

 Updating programmes and courses  
Practical placements, internships in companies, 

industries or institutions 

 
Practical placements in companies, industries 

and institutions 
 

Participation in short term activities linked to the 

management of the project 

 Project management related meetings 

 Workshops and visits for result dissemination purposes  

(3) DETAILS OF THE TRAVEL 

 

*Please indicate period of travel from departure to return to place of origin        
** If different from Home institution please enclose authorisation from the Agency 

***Travel distance in Km (One-way travel using distance calculator:http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm) 

from place of departure to location of activities 

PERIOD* 

From (Depart date) 

(dd/mm/yy) 

To (Return date) 

(dd/mm/yy) 

  

PLACE OF 

DEPARTURE** 

 

HOME INSTITUTION ………………………………………………………………. 

 

COUNTRY………….……………………..  CITY…………………………………... 

PLACE OF 

DESTINATION/ 

LOCATION OF 

ACTIVITY 

 

HOST INSTITUTION ………………………………………………………………. 

 

COUNTRY………….……………………..  CITY………………………………….. 

TRAVEL DISTANCE*** 
 

Km …………………………….. 

 

(4) DETAILS OF THE ACTIVITY  
 

DATES (excluding travel)  From (date):………………………… To (date): …………………………….. 

 

DESCRIPTION OF ACTIVITY(IES) PERFORMED (brief description of the activities performed) 

http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm
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…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…….……………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………. 

SIGNATURE OF THE PARTICIPANT  

I hereby declare that I have been carrying out the above-mentioned activities. 

 

 

Date:………………………………………...   Signature: ………………………………………. 
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ANNEX IV 
 
 

 




