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List of abbreviations
	
	

	CA
	Contracting Authority

	CBC
	Cross-border cooperation

	CFCU
	Central Finance and Contracting Unit (usually at the Ministry of Finance)

	CfP
	Call for proposals

	DEU
	Delegation of the European Union

	EC
	European Commission

	GB
	Grant beneficiary

	JMC
	Joint monitoring committee

	JTS
	Joint technical secretariat

	HOS
	Head of the operating structure

	NAO
	National Authorising Officer

	NIPAC
	National IPA Coordinator

	OS
	Operating structure

	PRAG
	Practical Guide - Procurement and Grants for European Union External Actions

	PSC
	Project steering committee

	TASC
	Technical assistance service contract

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


E
Project implementation and monitoring 

JTS tasks include the following:

1. Support in preparation of the implementation package for grant beneficiaries (GBs)
2. Assistance with implementation seminars for GBs
3. Opening and maintaining a file for each project 

4. Helpdesk for prospective and actual applicants, as well as GBs
5. Advice on secondary procurement under grant contracts 

6. Risk assessment of all projects and follow-up

7. Support to the CA in interim and final reports examination and follow up

8. Developing an indicative monitoring visit schedule

9. Conducting monitoring visits

10. Drafting monitoring visit reports and follow up

11. Keeping relevant up-to-date project information in electronic form
Overview process circuit for the JTS tasks
	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	1
	/
	JTS
	/
	CA
	OS

	2
	/
	JTS, OS, CA
	/
	CA
	/

	3
	/
	JTS
	/
	/
	/

	4
	GBs
	JTS
	CA
	/
	/

	5
	GBs
	JTS
	CA
	/
	/

	6
	/
	JTS
	CA
	/
	OS

	7
	/
	JTS
	CA
	/
	/

	8
	/
	JTS
	OS, CA
	/
	JMC

	9
	/
	JTS, OS, CA
	/
	/
	OS & CA

	10
	/
	JTS
	GBs
	/
	OS, CA

	11
	/
	JTS
	/
	/
	/


E.1 
Support in preparation of the implementation package for grant beneficiaries (GBs)
	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	1
	/
	JTS
	/
	CA
	OS


· Prior to the signature of contracts, the JTS shall develop an implementation package in English for each CfP. The package shall cover the duties and responsibilities of the GBs from the signature of a contract until its closure. The package shall consist of an implementation guide containing general and horizontal instructions applicable to grant beneficiaries. The instructions should explain the contractual obligations and rules governing implementation, covering provisions such as (1) reporting requirements, (2) rules of secondary procurement, (3) proofs of expenditure and ownership (including VAT exemption) and (4) visibility, with additional provisions to be added, where appropriate. Relevant templates will be annexed to the instructions. 

· The package shall be submitted to and approved by the CA.

· Once approved, and before the implementation of projects has started, the package will be sent to all beneficiaries by e-mail and uploaded to the programme website.

· All relevant documents will be included in the file for the CfP.

E.2 
Assistance with implementation seminars for GBs
	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	2
	/
	JTS, OS, CA
	/
	CA
	/


· No later than 1 month after sending the implementation package to the GBs, the JTS shall organise implementation seminar(s) for GBs.

· The number of implementation seminars per CfP, including details about the venue, the presenters, costs associated, etc., shall be proposed by the JTS (out of the TASC budget). In all cases, the objective must be to have at least one representative from each of entities involved in the implementation of grant contracts present at the seminar. 
· The seminar plan shall be agreed with the CA. Participation of OSs and the CA as presenters at the seminar is welcome.
· Invitations to grant beneficiaries shall be sent by e-mail and the seminar(s) shall be announced on the programme website.
· JTS staff shall present the issues outlined in the implementation package while representatives of the CA would answer questions from beneficiaries. Relevant parts of the presentations can be made by the representatives of the OSs and/or the CA, as appropriate.
· All relevant documents will be included in the file for the CfP.

E.3 
Opening and maintaining a file for each project

	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	3
	/
	JTS
	/
	/
	/


· The JTS shall open and maintain a file for each project. See Annex 11 Checklist for project file.

· Files shall be clearly and logically arranged and labelled.

E.4 
Helpdesk for GBs
	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	4
	GBs
	JTS
	CA
	/
	/


· JTS staff shall ensure that a helpdesk service is available (telephone, e-mail or personal visit) for grant beneficiaries.

· Queries should be answered within 2 weeks of the receipt at the very latest. All communication (telephone and e-mail) with beneficiaries must be recorded in the project file as well as in the template provided as Annex 23. 
· Queries can relate to various aspects of project implementation such as: staffing, relations between project partners, amendments of the contract (including addendums), formulation of notifications, procurement, visibility, reporting, filing and archiving, monitoring and evaluation, etc.

· Before submitting an answer to the project beneficiary, on a case by case basis, the JTS may consult the CA. However, the answers provided by the JTS can only be taken as advisory and do not prejudice the opinion or measures the CA may take on, for instance, the eligibility of costs. 
· All relevant documents will be included in the appropriate project file and Annex 23 regularly updated.

E.5 
Advice on secondary procurement under grant contracts

	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	5
	GBs
	JTS
	CA
	/
	/


· GBs may consult with the JTS staff about secondary procurement regardless of the value of the tender, prior to the publication or dispatch of invitations for tenders. 

· GBs keep the sole responsibility for secondary procurement as indicated in the Article 10 of the General Conditions of grant contracts. Finally, they may follow or not the advice given by the JTS. In some complex cases, the JTS may consult with the CA. However, the answers provided by the JTS can only be taken as advisory and do not prejudice the opinion or measures the CA may take on, for instance, the eligibility of costs.
· JTS staff shall respond appropriately to GBs within 2 weeks at the very latest.
·  All relevant documents will be included in the appropriate project file.

E.6 
Risk assessment of all projects and follow-up

	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	6
	/
	JTS
	CA
	/
	OS


· Within the first month of the period of implementation of each grant contract, the JTS will perform a risk assessment for all projects (Annex 12b – Risk assessment table – example template) and indicate follow-up actions for risk mitigation. Both the risk assessment and the follow-up actions will be carried out from a desk, unless to carry out a project visit becomes fundamental. 
· The completed risk assessments and follow-up actions will be submitted to the CA.
· The CA can decide to make its own risk assessment independently of the JTS, or to comment the one submitted by the JTS and propose changes for improvement.
· The risk assessment and follow-up actions checked by the CA will be copied to the OS.

· All relevant documents will be included in the appropriate project file 

E.7 
Support to the CA in interim and final reports examination and follow-up
	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	7
	/
	JTS
	CA
	/
	/


Approval of the interim and final reports is the sole responsibility of the CA. However, the CA can decide to ask support from the JTS to this regard. Detailed arrangements of this support are programme-specific, are to be agreed between the CA and the JTS and can be formalised by adopting some kind of rules of procedure; the support can encompass the following:

· The JTS receives a copy of the report submitted by the coordinator/lead GB to the CA.
· Within 1 week of receipt of the report, the JTS shall issue an opinion on the report that will address the following:

a) Administrative and other formal errors in the report, i.e. missing documents, incorrect templates used, arithmetical errors in financial report, supporting documents, deadlines, etc.

b) Structure of the reports, i.e. have the relevant sections been dully completed, is there any missing information, etc.

c) Authenticity of the information provided within the report, i.e. is there, to the best of knowledge of the JTS any information that does not correspond to the actual situation during the implementation (taking into account that the JTS is responsible for the monitoring of implementation of projects, see sections E.8 - E.10 of this manual). 
· As described in the section E.8, each grant contracts following a call for proposals should be assigned to one staffer of the JTS; as a matter of principle, the JTS member who was in charge of monitoring of a given contract should be in charge of checking the reports submitted under that same contract.
· Please see Annex 13 – Guidelines for checking interim and final reports under grants. 
· It could also be considered that the JTS staff could do the examination of a report during a few days before the report is due to the CA. 
· All relevant documents will be included in the appropriate project file (GBs’ reports and JTS’s comments). 
E.8 
Developing an indicative monitoring visit schedule

	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	8
	/
	JTS
	OS, CA
	/
	JMC


· Once the risk assessment has been done for all contracted projects under a CfP, an indicative schedule of monitoring visits per project shall be developed by the JTS. See the schedule within Annex 14 Table for project information – example template. This schedule is to be updated after each round of progress reports in ideal cases or whenever need arises.

· The indicative schedule shall take into account the ranking of projects from the risk assessment. Each project shall be assigned to an appropriate JTS member for monitoring purposes and, if possible, should be monitored by this person throughout the entire period of implementation. During visits to the projects the JTS staff can be accompanied by the staff of the OSs or the CA, as appropriate.

· In principle, each project should be visited at least once during its implementation period; projects that are implemented for longer than 12 months should be visited at least twice. However, depending on the quality of implementation of the project, or any other circumstances, more visits can be conducted, when justified. Visits should be conducted when the project is well under way, both in terms of activities carried out and expenses incurred. At the same time, visits should not be undertaken too late, in order to still have time for any necessary corrective action, where problems are identified.

· The monitoring visit schedule shall be copied to the beneficiary OSs and the CA for examination, as they can participate at the visits organised by the JTS. Please note that the CA is entitled to organise additional monitoring visits independently, either by their staff or by contractors hired for this purpose.
· All relevant documents will be included in the file for the CfP.

E.9 
Conducting monitoring visits

	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	9
	/
	JTS, OS, CA
	/
	/
	OS & CA


· Following the preparation and adoption of the indicative monitoring visit schedule, the JTS will conduct and report on monitoring visits to cross-border operations. These monitoring visits will revolve around elements of result-oriented monitoring with the purpose to assess the quality of implementation of the project in terms of relevance, effectiveness, efficiency, sustainability, impact & cross-border effect, coherence & complementarity and community added value (see Annex 12a – Monitoring visit report – example template). If the CA under indirect management decides so, the JTS may also support them with input to be fed in databases and existing management information systems. 
· The visits shall be announced and the date and time agreed with the lead beneficiary by e-mail. The general subjects to be covered and a list of any particular questions will also be communicated to the beneficiary by e-mail. In principle, visits should be announced 2 weeks in advance. In the case that urgent issues arise, the JTS may visit projects immediately without the two-week notice. 
· Visits should take place at the premises of the lead beneficiary (the coordinator) who should possess aggregated information and documentation related to the implementation of the project. However, if found appropriate for assessing project results and outputs, the visit can also take place at any other location relevant to the project. Compliance visits shall always take place at the premises of the lead beneficiary.
· The final arrangements will be copied to the OS and the CA in case they wish to accompany JTS staff at the visit.
· All monitoring reports will be copied to the OSs and the CA, and even the DEU when the CA is not an EU body. 
· All relevant documents will be included in the appropriate project file.
E.10 
Drafting monitoring visit reports and follow-up

	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	10
	/
	JTS
	GBs
	/
	OS & CA


· As a general principle, within 2 weeks of the project monitoring visit, findings of the visit shall be drafted by the JTS using the report template in Annex 12a covering the issues envisaged therein.
· The completed Annex 12a shall be sent by e-mail to the beneficiaries for review/comments immediately after completion by the JTS. Any comments must be submitted within 1 week by the lead beneficiaries. If no comments are received within this deadline, it will be considered that there are no objections to the findings of the monitoring report(s).

· The JTS shall incorporate comments from the GBs, if any, within 1 week and send to all concerned parties by e-mail (OS and CA, as well as the DEU in programmes where the CA is not an EU body) the related report(s) or upload them to a Monitoring System or MIS, if there is such a system in place. The JTS shall ensure follow up action where required and will monitor the implementation of any recommendations in the context of interim reports.

· All relevant documents will be included in the appropriate project file.

E.11 
Keeping relevant up-to-date project information in electronic form

	Tasks
	Initiated by
	Performed by
	Checked by
	Approved by
	Copied for information

	11
	/
	JTS
	/
	/
	/


· The JTS shall ensure that all relevant project data (e.g. contact details, amendments to the contract, reports) and other relevant documents are included in the appropriate project file.

· Information per project will also be recorded in Annex 14 Table for project information – example template.
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