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GRUNDTVIG PREPARATORY VISITS
FINAL REPORT 2010
Grant holders are contractually obliged to submit a hard copy of this Final Report, no later than 30 calendar days after the end date of the visit, fully completed (electronically) and signed by the participant and legal signatory.  
All amounts in the final report shall be declared in Euro (€). Any costs in Pound Sterling (£) should be converted into Euro using the rate applied by the bank for the transfer of the pre-financing payment from the National Agency to the beneficiary. If you have a Euro account, please apply the European Commission conversion rate that applies to the month in which you received the pre-financing payment. http://ec.europa.eu/budget/inforeuro/ 
Please note that the amounts allocated under each category of expenditure in the Grant Agreement (E.g. Subsistence, Travel, Contact Seminar fee) are fixed and no monies can be transferred between categories. The final grant payment shall not in any case exceed the total grant amount awarded.

TRAVEL: The award for travel is made on the basis of the real costs incurred and the cheapest rates available must be used. All original receipts/tickets for international travel must be retained.  Air travel must be economy class and where possible APEX or special discount flights should be used. 

Public transport should be used where possible. Travel by car or taxi is permitted provided that public transport is not available. Travel by car shall be reimbursed either at 22 Euro cent per kilometre or based on an equivalent public transport fare (e.g. bus or train) – whichever is cheapest.

The grant covers costs related to local/regional travel in the home or host country only when it is directly linked to the activity for which the grant is awarded (e.g. travel to and from station/airport/accommodation). 

SUBSISTENCE: The subsistence allocation is a lump sum calculated on a flat rate according to the number of days spent in the host country. The amount awarded is stated in your agreement. 

RECEIPTS: You are required to retain all receipts, except for subsistence, for five years for the expenditure you claim in your Final Report, including travel to and from home to the location where the visit takes place and the seminar fee (where applicable). You will only be asked to send original receipts (or certified copies) for travel costs, if your grant is selected for audit and you are contacted by the UK National Agency. Please ensure that you keep copies if you send original receipts. 
If you have attended a Contact Seminar, you must submit a copy of your ‘Certificate of Attendance’ (from the host National Agency) with this report. 

Failure to submit these documents within the time scale may result in the award being withdrawn and the grant holder being asked to reimburse the whole grant.
Check List

The report must be: 
· completed electronically








(
· completed in full









(
· includes amounts in Euro








(
· sent as an electronic version to preparatory.visits@uk.ecorys.com 


(
· signed by the participant (original signature)





(
· signed by the Head of organisation (original signature)




(
· sent as a paper copy to Ecorys







(
· sent no later than 30 calendar days after the end date of the visit


(
Please return the completed form to: 

Grundtvig UK National Agency
Ecorys

Vincent House

Quay Place

92-93 Edward Street

Birmingham

B1 2RA
And 

Preparatory.visits@uk.ecorys.com
1. General Information
	Internal Reference No: 
	GR/PV10/     

	Name of organisation
	     

	Name of Participant 1
	     

	Name of Participant 2 (if applicable)
	     

	Name of the organisation(-s) visited
	     

	Location (place/region/country)
	     

	Type of visit (please tick as appropriate)
	 FORMCHECKBOX 
  Preparatory visit to a future partner organisation

 FORMCHECKBOX 
 Contact seminar organised by a National Agency

	Dates of the visit, including travel (dd/mm/yy)
	From:      
to:      


2. Visit content

2.1. Description
	Number of participants from other countries
	     

	Countries represented among the participants
	     

	Communication language
	     


2.1.1. Before the visit

	How did you prepare for the visit? 

(Please specify the concrete activities undertaken before the visit, such as: documentation activities about the Lifelong Learning Programme, about the host country, preparation of documents/material about your own country, foreign language preparation, participation in a preparatory meeting organised by the NA etc).

	     



	What preparation activities took place at your organisation level? 

(Please refer to concrete supportive actions undertaken in cooperation with your learners, colleagues, head of the institution/organisation, other institutions)

	     



2.1.2. During the visit:

	Please describe in a maximum of 20 lines the activities that took place during the visit itself:

	     


	How do you feel the visit went overall? (in terms of input from participants, communication, partnership negotiation, balance between working/social/leisure activities)

	     



2.1.3. After the visit:

	To what extent have the objectives of the visit been met?

(Please provide a summary of your future partnership, indicating: the title, the theme(s), the objectives and the activities to be developed, the outputs, the different institutions to be involved and the planned starting date of the partnership)

	     


	What follow-up activities have you organised in your organisation? 

(Please specify what, when and to whom did you present information about the visit and its outcomes)

	     



	What follow-up activities will take place at future partnership level?

(Please specify whether the preparatory visit will result into a project grant application – including the deadline for which the grant application will be submitted).

	     



2.1.4. Difficulties encountered (if applicable)

	Describe any difficulty encountered before, during and after the visit:

	     



3. Declaration of expenditure:

Please note that you will not be awarded more than what has been allocated under each heading in your agreement (see article 3.1 in your agreement). Travel will be reimbursed on actual costs. For subsistence please enter the flat rate amount stated in your grant agreement.
If you have attended a Contact Seminar please include the seminar fee in the declaration of expenditure.

	Cost item
	Description 
	Cost (in EURO)

	Travel 
(including Visa if applicable)
	Destination 1
- from (place): 
- to: 
- type of transport :  
	

	
	- Destination 2 (if applicable)
- from (place): 
- to: 
- type of transport :  
	

	
	Visa (if applicable)
	

	Subsistence 
	Destination 1
- total number of days overseas:      
	     

	
	Destination 2 (if applicable)
- total number of days overseas:      
	     

	Contact seminar fee
(if applicable)
	National Agency fee

	     

	Other costs 
(if applicable, e.g. special needs )
	If applicable, please specify:      
	     

	Total spent
	     

	 Amount requested (up to contract value)
	     


4. Comments and suggestions:

	Please provide any further comments and suggestions for improvement as regards future measures, administrative procedures, level of funding, etc for preparatory visits:

	     



5. Future projects

	As a result of your preparatory visit, will a Grundtvig Project application be submitted in 2011? 

	 FORMCHECKBOX 
 Yes, please tick to indicate for which Grundtvig action(s) you will submit an application for.

 FORMCHECKBOX 
 Partnership 


 FORMCHECKBOX 
 Senior Volunteering Project

 FORMCHECKBOX 
 Multilateral Project

 FORMCHECKBOX 
 Network


 FORMCHECKBOX 
 Accompanying Measure 


	 FORMCHECKBOX 
 No, please state the reason:      



5. Grantholder's declaration to be signed by the person legally authorised to sign on behalf of the beneficiary institution and by the participant of the visit:

	"We, the undersigned, certify that the information contained in this Final Report is correct to the best of our knowledge and we herewith request the balance payment of the grant awarded. We also understand that the Grundtvig UK National Agency may use some or part of the information in this report, to promote the programme or act as an example for future participants"

	Date:      
Place:      
Name and position of the participant:

     
Original signature of the participant:
	Date:      
Place:      
Name and position of the Head of organisation:

     
Original signature of the Head of organisation:
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