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1. Introduction to Interim Financial Reports

The purpose of this manual is to help Programme Operators (POs), Fund Operators (FOs), National Focal Points (NFPs) and
Certifying Authorities (CAs) to complete and submit Interim Financial Reports (IFRs) in GrACE.

This manual describes the layout of the Interim Financial Reports (IFRs) and how they shall be completed by the PO and the
CA or FOs, in the case of directly contracted programmes. Note: In some programmes the NFP acts as the PO, please read the
instructions for the PO in this case.

The IFR shall be submitted twice a year, covering the following reporting periods in each calendar year:
e 1 January — 30 June for actual expenditure incurred and 1 November — 30 April for proposed expenditure, with a deadline
for submission to the FMO on the 15" of September.

e 1 July — 31 December for actual expenditure incurred and 1 May - 31 October for proposed expenditure, with a deadline
for submission to the FMO on the 15" of March.

The IFRs received after their due date but on, or before, the following due date will be processed by the FMO as the report
would have been received on its following due date. If an IFR has not been received within twelve months from the end of the
reporting period in which expenditure has been incurred by the PO/FO, the expenditure for that period will be declared ineligible
and cancelled.

Please contact the relevant Financial Officer for questions related to the IFR content.

For further help and support with GrACE, please contact grace.support@efta.int. This user manual and other manuals can be
found at our website https://eeagrants.org/gracemanuals, be sure to check in sometimes for updated versions.

For Programme Operators, National Focal Point and Certifying Authority:

According to the Regulation, the Programme Operator, or in some cases the National Focal Point, is responsible for preparing
and submitting the IFR to the Certifying Authority, and the Certifying Authority is responsible for certifying and submitting the IFR
to the FMO.

Review

Certify the and
IFR approve
the IFR

eProgramme eCertifying *FMO Programme Manager
Operator Authority *FMO Financial Officer

The purpose of the IFRs is to report on incurred eligible expenditure and request interim payment per programme. Each IFR is
customised to the specific programme, i.e. the report contains programme specific data, such as financial information from
previously submitted reports, applicable exchange rate etc.

The IFR is composed of the following main sections, of which the first two are also editable by the certifying body.

Part A — Incurred expenditure

Part B — Proposed expenditure

Outcomes (only applicable for the September IFR)
Verification by the Program Operator or National Focal Point

Certification by the Certifying Authority

e Wi
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Once the IFR has been approved by the FMO, the payment will be processed within a month and transferred to the CA who is
responsible for transferring the funds to the PO/NFP.

For Fund Operators:

Review
and
approve
the IFR

*Fund Operator *FMO Programme Manager
*FMO Financial Officer

The IFR is composed of the following main sections, of which the first two are also editable by the certifying body.

Part A — Incurred expenditure
Part B — Proposed expenditure

Outcomes (only applicable for the September IFR)

A w N

Certification by the Fund Operator

Once the IFR has been approved by the FMO, the payment will be processed within a month and transferred to the FO.

2. Submit Interim Financial Report

The task for the preparation of the Interim Financial Report is available under the “My tasks” section, located on the top left side
of your GrACE dashboard. If there are multiple users in your organisation, the task will be in “My Tasks” section for the user
registered as primary contact in GrACE for your organisation.

Provided the previous IFR has been paid, the next IFR will be automatically created on the 15 of January / 1%t of July, depending
on which IFRS is next to be submitted.

Click on the name of the task to open it. Always access the task by clicking on the task name and not on the document name.

Planned end
« Task Name Context Documant

date
o [

The task can be acquired by other users from the same organisation under “My team(s) tasks” in the Dashboard, by clicking the
checkbox in front of the task (1) and then “Take over” (2).

Submit IFR Version 4.1, October 2021 Public [PO, FO, NFP, CA] Page 4 of 28
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Planned end
date

~ Task Name Context

IFR

Showing 1to 1 of 1 entries 1 row selected

Reassigning the IFR task to another person within the organisation can be achieved by opened task screen as shown in the
image below:

= Task: Fillinthe IFR ‘5
m Comments (0)
Workflow
Interim Financial Reporting for Regular Q
programmes;
Assignee

Programme Operator (Programme Operator)

Task description

The Programme operator should fill in the IFR
details, and then either sign it electronically or
upload signed paper copy of the document.

A new window will then open where you can choose which colleague to reassign the task (1). A message can be relayed if you
prefer (2) before reassigning (3).

Choose assignee

(Programme Operator)

Reassign Cancel
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After opening the task, you can view and edit the report. In order to fill in the template, you will edit the Structured Data tab:

= Task: Fllinthe IFR

Inprogress =

WorkBow Main decument
Interimn Finandial Reparting for Regular I ! - e 06,02.2019
programmes 7 7 : A . '
: Supporting docurnents &)
Assignee Naone
Programme Operator (Programme Opecator) 0
Task description
The Programme operatoe should il in the IFR

onically or

uplos

Actions

Submit

yRd=

Incurred (Part A) Proposed (Part B Outcomes

Part A - Statement of actual expenditure incurred and interest earned and interest earned

Verification PO

Navigating between parts of the IFR can be done by clicking on the header titles:

= Document:

Previey

Structured Data

FR L=

Incurred (Part A) Proposed (Part B) Outcomes

Verification PO

A It is important to register projects in GrACE before starting the IFR task, otherwise it will not be possible to report incurred
expenditure for those projects. The user manual for Project Level Information can be found here.

Preview Structured Data

Incurred (Part A) v
v posed (Part B) *

Part B - Statement of proposed expenditure

Proposed (Part B

Submit IFR Version 4.1, October 2021
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GrACE has a tool for helping you remember to
fill in every section of the IFR. Each time you
have completed a section you can mark it as
done.

When all sections in a tab is marked as done,
there will be a checkmark next to the tab
header. This is simply an indicator for your
own use and has no significant purpose other
than a visual reminder, and so it is not required
in any way. This is only visible for you when
you fill it in, not to the FMO.
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2.1.Navigate IFR sections and tabs
2.1.1. Incurred (Part A)

In part A, the user shall report on incurred expenditures? for each of the budget lines approved for the programme. Part A is split
into several sections: programme management, one section per outcome and interest earned?. Information can be entered in
the respective fields by clicking “Edit” in each of these sections. To start editing, the user clicks “Edit” and once it is done the
progress is saved by clicking “Save”.

By ticking the box “Show decimals” you can see the cents and exact figures in the system. This can be turned on and off as you
please and is simply a viewing preference. When de-selecting the ‘show decimals’ button Grace displays figures on the basis of
the conventional rounding method. Whether the ‘show decimals’ box is ticked or not, the calculations are done on the basis of

unrounded figures.

The preview and IFR document itself shows decimals or not depending on what was selected here during the editing.

30.06.2020
Total Budget
€7,058,824
€ 6,000,000
€ 6,000,000
€ 1,058,824

D show decimals Y [ s ow decimals

Available balance
€ 6,871,807
€ 5,841,036
€ 5,841,036
€1,030.771

ey

30.06.2020

Total Budget
€7,058,823.52
€ 6,000,000.00
€ 6,000,000.00

€ 1,058,823.51

Available balance
€ 6,871,806.56
€ 5,841,035.58
€ 5,841,035.58

€1,030,770.97

To edit the IFR:

B Incurred (Part A)

01.01.2020

Part A - Statement of actual expenditure incurred

Show decimals

30.06.2020

To save your work, scroll to the end of the page and click “Save”:

0.00

Cancel

The top part of the section shows IFR information and financial data, including the period covered by the IFR. The summary
table shows incurred expenditure previously reported, expenditure reported for this period as well as a total to date and the

! Expenditure reported in the IFR shall be incurred in accordance with Regulation and provisions of the programme

agreements

2 Interest earned shall only be reported in the March IFRs

Submit IFR

Version 4.1, October 2021
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available balance for each budget line. The reported expenditure is split in accordance with the allocation of the EEA and
Norway financial mechanism (FMs) and the co-financing in the programme agreement for each budget heading.

& Incurred expenditure reported shall include the programme co-financing in accordance with Annex | to the programme
agreement. The reporting period will be in accordance with the Regulation as described above.

Programme management / Management Fee

This section is only applicable for the PO/FO: A summary table with financial information is visible on the top of each budget
heading. The summary table provides the grant rate and the co-financing at programme level. The expenditure is automatically
calculated pro-rata between the FMs (EEA and Norwegian) according to the allocation as provided in Annex | to the Programme
Agreement in case of programmes financed by both FMs.

The column “Previously incurred” indicates the total amount of expenditure incurred to date (as reported and approved within all
previous IFRs), followed by the column for the expenditure incurred within the current period. The third column “Total to date” is
the sum of the first and the second column. The last column “Available balance” indicates the amount available for this budget
heading (“Budget” minus “Total to date”).

Norway Grants Previously incurred  Incurred this period Total to date Budget Available balance
Eligible expenditure € 172,956.86 € 215.73 € 173,172.59 € 705,882.35
Grant rate (85.00 %) € 147,013.33 € 183.37 € 147,196.70 € 600,000.00
Norway Grants €147,013.33 € 183.37 € 147,196.70 € 600,000.00
Co-financing (15.00 %) € 25,943.53 € 32.36 € 25,975.89 € 105,882.34

A text box for providing a brief description of the incurred expenditure is presented after the summary of the balances. This
description is mandatory. The text shall provide to the FMO a short overview of the main activities and costs incurred by the
PO/FO, see example below:

The following table provides a breakdown of the incurred expenditures per month. The incurred expenditure reported shall
include the co-financing.

If the reporting currency is euro there will be one input field for “Eligible expenditure”. For expenditure in other currencies, (see
example below) the amounts shall be inserted in local currency on a monthly basis. The system automatically converts the
amounts to euro using the monthly exchange rate of the European Commission. All fields must be filled, either with an amount
or zero, if no expenditure was incurred in that month.

Amounts will have to be inserted without decimals and amounts converted will be rounded to the closest integer.

Submit IFR Version 4.1, October 2021 Public [PO, FO, NFP, CA] Page 8 of 28
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Eligible Eligible
Month expenditure EUR/CZK expenditure

(CZK) (EUR)

January 2020 5.093 25.463 € 200.02

oy February 2020 25.25 €0.00

E|Ig|b!e repruary 02U

expenditure March 2020 25.283 €0.00

April 202¢ 27.315 €0.00

May 2020 17.125 €0.00

June 2020 ) 27.275 € 0.00

The “Adjustments” part allows the Programme Operator / Fund Operator to report corrections of incurred costs reported in the
previous IFR’s periods, such as corrections due to irregularity cases, recovery of unspent balances or eligible expenditure not
previously reported in the IFR.

New adjustments are added by clicking on “Add new adjustment”:

Noemh Adumment type Deacripoon Adjusirmens (C2X) BSR/CIX Adusament (BELW

Adiustrranty

To add an adjustment the user must first select the month of the adjustment from the drop-down list (only the months since the
beginning of the programme expenditure eligibility period are possible to select) and then the type of adjustment. Provide a
short description of the adjustment. Enter the amount of the adjustment (in local currency if the reporting currency is not euro).
The amount of the adjustment must be a negative value in case of recovery of funds and positive in case of reporting eligible
expenditure. Several adjustments can be added if necessary. The adjustment, as well as all other info entered on this form, is
saved by clicking “Save” at the end of the page.

The total amount under “Adjustments” is directly deducted from or added to the amount of the incurred expenditures reported for
the period.

Elgibie expendture
Month e EURICZX

2K (EUR)

Higible
expendcure

Maonth Adpssment type Description Adustment (C2K) EUR/CZX Adpestment (EUR)

o

Totad 5,493.00

Once the information in the programme management section is complete the progress is saved by clicking “Save” at the end of
the page. By clicking “Cancel” the information entered will be lost.

Submit IFR Version 4.1, October 2021 Public [PO, FO, NFP, CA] Page 9 of 28
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Outcomes

On top of each outcome, the name of the outcome is indicated and the Financial Mechanism from which the outcome is
financed (EEA or Norwegian).

I— Outcome 1: Enhanced cooperation in the criminal justice and social system (Norway Grants) I

The following table provides information on the previously incurred amount, incurred in this period, the total to date, available
budget and the balance.

— Outcome 1: Enhanced cooperation in the criminal justice and social system (Norway Grants)

Norway Grants Previously incurred  Incurred this period Total to date Budget Available balance

Eligible expenditure €0.00 € 13,645.29 € 802,000.00 € 788,354,71

Grant rate (85.00 %) €0.00 €11,598.50 € 681,700.00 €670,101.50
Norway Grants €0.00 €11,598.50 € 681,700.00 €670,101.50

Co-financing (15.00 %) €0.00 €2,046.79 € 120,300.00 €118,253.21

A description of the incurred expenditure and activities performed in the period for the given outcomes is to be provided in the
text box following the table. The description is mandatory.

The incurred expenditure in the outcomes section is reported per project. Expenditure is considered as incurred at the
programme level when payments have been made to project promoters. The amount to be reported is the payments/transfers
made to each project indicating the payment date. The amount to be reported includes the programme co-financing.

A project is added by clicking “Add new project eligible expenditure”, see red box in the picture below.

Hligible Fligible expenditure

Payment to project Payment Date EUR/RON
expenditure (RON) (EUR)
Eligible March 481 €0 0
expenditune
0 o
- ——— e — — - -
Add new project eligibie expenditure
Payment to project Payment Date Adjustment type Description Adjustment (RON) EUR/RON Adjustment (EUR)

Adjustments
|

Total S0 - €«

In the form shown above the project can be selected from the drop-down list, see the green box. Only projects financed under
that specific outcome are included in the drop-down list. The month in which the expenditure was incurred is selected next from
the drop-down list and the amount in entered in the following field (in local currency if the reporting currency is not euro).
Another entry is required if you report expenditure for the same project over more than one month. The project-related
expenditure is added by clicking “Save” at the bottom of the page.

The outcomes section also includes adjustments. This part is the same as the adjustments in the programme management
section (see program management adjustments). In case of adjustments needed due to any returns of unspent funds from
projects and/or recoveries which took place during the reporting period, indicate the amounts with negative values. See example
below, click “Add new project adjustment” (red box) and fill in the details in the green box.

Submit IFR Version 4.1, October 2021 Public [PO, FO, NFP, CA] Page 10 of 28
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Ehgible Payment to project Payment Date Bighls spendiure EUR/RON goc:-;:w‘ar .
shpoie (RON} =)
expenditure
Payment to project Payment Date Adiussment type Description Adjustment (RON)  EUR/RON Adjustment {EUR)
(8]
Adjustments
Tozad 5,000 €

The outcome section is saved by clicking “Save” at the bottom of the page.

Interest earned (only applicable for the March IFR)

This section is only applicable to PO and NFP: The interest generated in the accounts established by the PO/NFP for funds
intended for re-granting (Reg. Art. 9.7.b) during the previous year (e.g. the interest generated during the calendar year 2019
shall be reported in the March 2020 IFR) shall be reported in the IFR. The interest is reported by the Financial Mechanism.

The interest earned appears on the bottom of the Part A page. These will only appear in the March IFR. The amount of interest
earned shall be entered in euro, and further comments shall be provided to describe the nature of the interest. The comment is
mandatory, even when no interest has been accumulated.

M Interest Earned

Interest generated on accounts established by the Programme Operator for funds intended for regranting for 2016, 2017, 2018

EEA Grants Total

€ 100 S
Cumulative interest generated on accounts established by the Programme Operator for funds intended for regranting
EEA Grants Total

€100 €100

In the last reporting period EUR 100 of interest was generated on the PO's account,|

This section shows two levels of information.

e Interest generated on accounts established by the PO/NFP for funds intended for the reporting year (for manual
completion); and
e Interest total to date accumulated for the current and previous years (calculated automatically).

A text box is available for the user to provide relevant additional information relating to the interest.

For Technical Assistance, the interest to be reported is the interest earned (according to Reg. Art. 9.7.1 a.) generated on the
bank accounts held in the BS for funds for the FMs 14-21 programmes.

The interest earned reported through the IFRs will be accounted for in the calculation of the final balance referred to in Reg. Art.
9.4.1.

Submit IFR Version 4.1, October 2021 Public [PO, FO, NFP, CA] Page 11 of 28
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2.1.2. Proposed (Part B)

The PO/FO shall provide a statement for proposed expenditure denominated in euro for the reporting period immediately
following the relevant payment date of the report. The proposed expenditure should be consistent with the amounts proposed in
the Forecast of Likely Payments submitted to the FMO. Part B follows the same structure as part A, across budget headings,
including programme management.

The summary table at the top of the proposed section (see table below) shows previous advance and interim payments, interim
payment for the current period as well as a total to date, the budget, and the available balance for each budget line. The
proposed expenditure is split by the allocation of the EEA and Norwegian Financial Mechanism and the co-financing in the
programme agreement for each budget heading.

Previous advance i bRt this
. : i i )
and interim per)'lod Total to date Budget Available balance
1
payments P
Eligible expenditure €2,191.477 € -2,004,460 € 7,058,824 € 6,871,807
Financial Mechanisms € 1,862,755 €-1,703,791 € 6,000,000 € 5,841,036
Norway Grants € 1,862,755 €-1,703,791 € 6,000,000 €5,841,036
Co-financing € 328,722 € -300,669 € 1,058,824 € 1,030,771

The amount to be paid is equal to the proposed expenditure minus funds left from previous disbursements and the expected
cash balance. Following the approval of the IFR, the FMO will disburse the amount to be paid, unless expenditure proposed by
the PO//FO is considered unjustified or unrealistic.

Please note that negative amounts are allowed per budget heading. However, when the total amount to be paid (sum of amount
to be paid for all the budget headings), following the calculation above, is negative, the FMO will approve the IFR, setting the
amount to be disbursed to zero. More details on such modifications where negative amounts are requested in IFRs included in
the next section.

The user shall enter the proposed expenditure for each budget heading and provide a justification for the expenditure proposed
in the assigned text box (see example below). The euro amounts proposed shall include programme co-financing. In the
summary table the system automatically calculates the split of total, grant and co-financing amounts.

Information is entered by editing each of these sections. To start editing the user selects “Edit” at the top right of the page.

The user shall fill in the fields “proposed for period ...”, which is the period covered by the requested proposed expenditure and
“expected to be incurred ...”, which is the gap period between the current period of incurred expenditure and the period of the
proposed expenditure.

The remaining fields are pre-filled. The “amount to be paid” at the very bottom of the table for proposed expenditure is
calculated by subtracting the expected cash balance at the start of the proposed expenditure period from the proposed
expenditure. The expected cash balance is calculated by subtracting the previously incurred expenditure and the expenditure
expected to be incurred in up until the next payment date from the total of previous payments.

For each budget line there is a mandatory field where the user shall provide a brief description of the activities to be financed in
the proposed expenditure period. The information is required to help the FMO assessing the relevance and realism of the
proposed activities and amounts for the period.

Total

Proposed for period 01 ?.’..’a_.' 19.310ct 19 ¢

Amount paid in previous payments €0

Reported incurred 14 Oct 16 - 31 Dec 18 € 58,784
- Expected to be incurred 01 Jan 19-30 Apr 19
- Expected cash balance at the start of period for the proposed €-108.,784 €-108.784
expenditure
= Amount to be paid €109,784
Submit IFR Version 4.1, October 2021 Public [PO, FO, NFP, CA] Page 12 of 28
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Once the information in the section is complete the progress is saved by clicking “Save” at the bottom of the page. By clicking
“Cancel” the information entered will be lost.

2.1.3. Outcomes

This step of the IFR shall only be completed in the September IFR and it does not require certification by the CA. It provides
information on the progress towards achieving outputs and outcomes. This step is mandatory for the completion of the
September IFR.

The user needs to report on the achievements for those indicators which have a frequency of reporting set to “semi-annual” (in
Annex | of the Programme Agreement/Programme Implementation Agreement).

The results framework table will be pre-populated by the system, except for the “Achievements” column which shall be filled in
by the user. Click on the “Edit” button and fill in the required fields. The achievements should always represent the latest
(cumulative) status of a particular indicator — since the start of programme implementation until 30" of June of the year in which
the September IFR is being submitted.

For example, if the PO/FO had previously reported an achievement of 200 for the indicator “Number of beneficiaries of services”
(period ending 31 December the previous calendar year), and 50 additional beneficiaries received services between 15t of
January and 30™ of June of the current year, then they would report “250” in the column “Achievements until end of June” in the
September IFR.

— Document : IFR#3

Structured Data Edit the information in this section.

You will need to dick on save to make any updates

Incurred (Part A) Proposed (Part B) Qutcomes| permanent.

B Outcomes

®=E

Objective: iImproved correctional system

[E outcome 1: Enhanced cooperation In the criminal justice and soclal system

Achievements until

Unit of Achievements
Indicator Baseline end of previous Target Comment
measurement until end june
reporting period
Common educational system for inter- Reported
departmental training related to prison and Binary No No (APR 2019 et

post-prison care set up

By clicking on “Edit”, the achievements column becomes editable.

Output 1.7 : Local
development plans
claborated

Submit IFR Version 4.1, October 2021 Public [PO, FO, NFP, CA] Page 13 of 28
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2.1.4. (Programme Operator): Verification PO

This section is only applicable for the Programme Operator. This part consists of three sections: Information on the Programme
Operator and contact person, a questionnaire, and the signature section.

Programme Operator information

First the Programme Operator is requested to provide information on the contact person. The contact person is selected from a
drop-down list. Once done, the section is saved by clicking “Save”.

Ministry of Culture and National Identity - Romania (RO)
Programme Operator Riw

ro.culture@romani.ro

| certify that | am duly authorised to sign this interim financial report and that the proposed expenditure described in Part B from
which this interim payment is calculated is a realistic estimate of the expenditure that will actually be required by the Programme in
the period referred to in Part B. | have thoroughly reviewed the actual expenditure incurred declared in Part A, and co - financing
provided in Part B of this report, and confirm that the information provided is accurate. | confirm that this Programme is carried out
as described in the Programme Agreement and that the incurred expenditure is correctly represented.

Questionnaire

In this part the Programme Operator shall:
1) comment on the overall implementation status, and
2) reply to specific questions regarding the programme.

In commenting on the overall implementation status, the Programme Operator shall assess the progress of implementation,
taking into consideration the milestones plan submitted to the FMO prior to signing the Programme Agreement. Programme
Operators need to mention and explain deviations from the programme planning. This information will help the FMO review the
IFR.

Replies to specific questions are provided by clicking Yes, No or N/A from a drop-down list of each of the questions and
providing a comment.

For some of the questions, e.g. no. 1 and 2, the question will have to be answered in each IFR until the reply is positive (“Yes”).
When a positive reply has been entered, the questionnaire in subsequent IFRs will be prepopulated with the positive reply.
However, you will be able to change later if needed. Also notice that the comment section is mandatory.

Once done, the section is saved by clicking “Save”.
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B Questionnaire

Qverall the prog

@ first call was lunched in Soptember 2018, A tatal numbar of 15 projects were
contracted dur i onal call will be launched in March 2019 from which 8 projects are expected, In
addition PdP1 started implementation

Management and control systems of the Programme Operator set up fulfilling the general principles set out In the Regulation
and approved by the National Focal Point (Art 5.7)

tbearing bank accounts dedicated to the funds intended for regranting established and maintained (Art 56,1

In the signature part the PO enters the name, role and organisation of the signing party and includes the place and date of
signature. If needed, one or more signatures can be added by clicking “+”.

= Signature

For the Programme Operator

3

Once done, the section is saved by clicking “Save”.
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2.1.5. (National Focal Point): Verification NFP

This section is only applicable for the National Focal Point for IFRs for Technical Assistance Agreements and Bilateral Fund
Agreements. This part consists of three sections: Information on the NFP and contact person, a questionnaire, and the
signature section.

National Focal Point information

First the NFP is requested to provide information on the contact person. The contact person is selected from a drop-down list.
Once done, the section is saved by clicking “Save”.

NBUCHJI FU(J’ pc‘lni - “

| certify that | am duly authorised to sign this interim financial report and that the proposed expenditure described in Part B from which this interim payment is

calculated is a realistic estimate of the expenditure that will actually be required by the Technical Assistance in the period referred to in Part B.

| have thoroughly reviewed the actual expenditure incurred declared in Part A, and co - financing provided in Part B of this report, and confirm that the
information provided is accurate.l confirm that the Technical Assistance is carried out as described in the Technical Assistance Agreement and that the incurred

expenditure is correctly represented.

Questionnaire

In this part the National Focal Point shall:
1) comment on the overall implementation status, and
2) reply to specific questions regarding the programme.

In commenting on the overall implementation status, the NFP shall assess the progress of implementation, taking into
consideration the milestones plan submitted to the FMO prior to signing the Programme Agreement. The NFP need to mention
and explain deviations from the programme planning. This information will help the FMO review the IFR.

Replies to specific questions are provided by clicking Yes, No or N/A from a drop-down list of each of the questions and
providing a comment.

For some of the questions, e.g. no. 1 and 2, the question will have to be answered in each IFR until the reply is positive (“Yes”).
When a positive reply has been entered, the questionnaire in subsequent IFRs will be prepopulated with the positive reply.
However, you will be able to change later if needed. Also notice that the comment section is mandatory.

Once done, the section is saved by clicking “Save”.

e are set up fulfilling the general principles set out in th tions and approved by
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In the signature part the NFP enters the name, role and organisation of the signing party and includes the place and date of
signature. If needed, one or more signatures can be added by clicking “+”.

Once done, the section is saved by clicking “Save”.

2.1.6. (Fund Operator): Certification FO

This section is only applicable for Fund Operator for Directly contracted programmes. This part consists of three sections:
Information on the Fund Operator and contact person, a questionnaire, and the signature section.

Fund Operator information

First the Fund Operator is requested to provide information on the contact person. The contact person is selected from a drop-
down list. Once done, the section is saved by clicking “Save”.

Questionnaire

In this part the Fund Operator shall:
1) comment on the overall implementation status, and

2) reply to specific questions regarding the programme.
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In commenting on the overall implementation status, the Fund Operator shall assess the progress of implementation, taking into
consideration the milestones plan submitted to the FMO prior to signing the Programme Agreement. Fund Operators need to
mention and explain deviations from the programme planning. This information will help the FMO review the IFR.

Replies to specific questions are provided by clicking Yes, No or N/A from a drop-down list of each of the questions and
providing a comment.

For some of the questions, e.g. no. 1 and 2, the question will have to be answered in each IFR until the reply is positive (“Yes”).
When a positive reply has been entered, the questionnaire in subsequent IFRs will be prepopulated with the positive reply.
However, you will be able to change later if needed. Also notice that the comment section is mandatory.

Once done, the section is saved by clicking “Save”.

1. Management and control systems of the Fund Operator set up under Art, 2,1 b) of the Programme Implementation Agreement

wnovation Norway has set up a joint management and control systems for 1

In the signature part the FO enters the name, role and organisation of the signing party and includes the place and date of
signature. If needed, one or more signatures can be added by clicking “+”.

Signature:

For the Fund Operator

S “

Once done, the section is saved by clicking “Save”.
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2.2 Submit the IFR

Once all the information is filled in, the user can see a preview of the IFR by clicking the preview button on top of the IFR page.
The structured data can still be edited if needed. A copy can be downloaded by clicking & in the corner.

IFR&1 A 2

1

= Document

@ Word Online

Programme Operator

Interim financial report Norway Financial Mechanisms 2014~ 2021

interim financial report number 1

Programme summary

Further documentation can be added if needed by clicking on the green button behind “Other documents” as below:

Main document
l IFR#7

Secondary documents
None

Other documents )
None

The next step is to upload a signed copy, either a digitally signed PDF or signed by hand. From the dropdown menu, select
“Upload signed paper copy” in the actions part of the task. (For information, the proceed without signature is only used in special
cases so it can be disregarded for now.)

Actions

Proceed without signature

The user has an option to provide a comment, which will be visible to the Certifying Authority (only if PO) and the FMO. Once
the action is selected and comment entered (if any), click “Submit”.
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Upload signed paper copy v

In order to complete this action, please:
1. Please make sure you have reviewed the document and you are
ready for signing.
2. On the next step you will be instructed to download the document
and sign it outside GrACE. There are three ways to sign:

* sign electronically with a signer-held signature

» sign electronically with a cloud-based (DocuSign or similar)
signature

* print, sign by hand and scan signed document
3. Click "Submit” to proceed with the download and signing.

If there required any information missing from the IFR, an error message will appear in a rex box, and prevent the submission of
the IFR:

The description for "Improved access to and quality of health services in Malta (EEA Grants)" is missing at incurred tab.
The description for “Improved access to and quality of health services in Malta (Norway Grants)” is missing at incurred tab.
The description for "Improved well-being of vulnerable children and youths {EEA Grants}” is missing at incurred tab.

Correct the errors and try to submit the report again. If there are warnings (displayed in a yellow box) a warning pop-up box will
appear.

As mentioned in chapter 2.1 “Navigate IFR ”, there are section checkboxes to help the user make sure everything is filled in. If
the user has started using these checkboxes but have not marked all, the system alerts that there are sections still not marked
as done. Either tick the rest of the checkboxes as completed or ignore the warning and continue. The FMO does not see these
checkboxes, they are only there to help the user fill in the IFR.

- Docurment (Fias FX4=

E}Y\.N ek, “

Click “Cancel” to close the box and view the warning messages or “Continue” if the warnings can be ignored and the IFR will be
submitted as it is.
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2.2.1. Signing

If everything is correct, a new screen appears, allowing the Programme Operator/Fund Operator to download the document to
sign and then upload the signed IFR. Only a PDF version is allowed.

In progress =

= Task: IFR

Upload signed copy

In order to complete this action, please

1. Download the document to sign from here

2. Sign the downloaded document outside GrACE, There are three ways to sign
« sign electronically with a signer-held signature

« sign electronically with a cloud-based (DocuSign or similar) signature

* print, sign by hand and scan signed document

3. Upload the sigr

ned document

Cancel

Before the IFR can be submitted to the CA/FMO, the signature entered in the structured data has to be linked to the uploaded
copy.

For scanned and non-electronically signed documents: Chose the Signing Party and fill in the fields required. Click “Link
Signatures” to sign and submit the document.

For digital signatures: Choose the correct Signing Party and fill in the fields. Then click “Link Signature” to sign and submit the
document.

N _ ik Sgnasay

Once this is done, the IFR is submitted to the Certifying Authority, or the FMO in the case of the FO. This step cannot be
reversed. You can view a copy of the report you sent in, from your dashboard, under “My recent documents”:
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— My recent documents e

View Options &,

Name ~ Modified on
& IFR#7 02.02.2021 19:35:04
Showing 1 to 1 of 1 entries

2.3.Excel import

You can import data through an Excel file for Part A (Incurred), Part B (Proposed) and Outcomes. The Excel file has a sheet per
section. You do not need to use the Excel for all the sections, while the first tab is common for all the tabs.

It is possible to only use Excel only for one topic and not the others. For example, you may choose to only use Excel for the
Incurred part and manually fill the others directly in Grace. You can upload the whole Excel book, if uploaded in Part A, GrACE
will only look for “Incurred”.

Attached to this PDF, you will find the Excel template. Download this user manual to your computer and you will be able to see
that there is an attachment in the PDF. This is the name of it (note, you cannot double click on this image, it is just for
illustration):

?
3
FMO%20Excel%20te
mplate%20IFR.xIsx

Instructions:

HEADER INCURRED PROPOSED OUTCOMES Nomenclatures

The column headers in the Excel book has red corners where you can hover the mouse pointer in order to receive helpful
instructions, see picture below. Therefore, this user manual will not cover the Excel import in detail as this can be found in the
template directly.

terest eamed EEA (in EUR)

3 Interest earned EEA (in EUI
0.00

- number, float
- optional
- sngle

Example:
- 1000000

When the Excel file is ready for import, you can upload it through the relevant part (Part A, Part B, Outcomes) by clicking Edit
and then Import, see example below:
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B Incurred (Part A)

Part A - Statement of actual expenditure incurred

02

Eligible expenditure € 1,208,2¢

Financial Mechanisms

Co-financing

+ Bxpand - Collanse

Previously incurred expenditure  Incurred expenditures this period

€10

Total to date Total Budget

[ show decimals

Avaiiable balance

After the upload, the system will tell you how many rows it imported and if it found any errors to warn you about.

Error

33 rows parsed. There are some

parsing warnings. Please review

ana save

Any warning messages will be highlighted by yellow sections.

Import row 29: duplicates raow 28. Row Is skipped.

2

Note; if there is any error in one of the rows, the whole row will be skipped. Correct the error and upload the Excel file once
more. If you chose to use Excel import for the Outcomes section, beware of special characters that might be hidden.

You can review and change the information directly in the system now, as if you edited it all manually. Click Save when finished.
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3. Certification and submission by CA

Once the PO has completed the IFR task, a task is sent to the “My task” list of the Certification Authority for certification®. The
task can be acquired by any CA user from the “My team(s) tasks” in the Dashboard. Please see section 2.1 “Navigate IFR
sections and tabs” for detailed instructions on how to acquire or delegate a task between team members.

3.1.Navigate IFR sections and tabs

The CA can view and edit the information filled in by the PO/NFP by clicking the Structured Data view. The information provided
in Part A, Part B, Outcomes and Verification PO/NFP is the same as described in the PO section in this user manual previously.

& It is important to note that the history of the changes made by the CA are saved in GrACE. The FMO only receives the final
version of the IFR as certified and submitted by the CA.

3.1.1. Certification CA

The Certification CA tab is only available for the CA.

#XE=

At the top of the Certification CA tab, there is a summary of data from the IFR and a certification text. The text is standard and
cannot be changed by the CA.

[[) Show decimals

Certification of actual expenditure incurred and co-financing

% The responsibilities of the Certifying Authority are listed in the article 5.4.1 of the Regulations.
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At the end of this view the name of the CA staff member certifying and signing the IFR shall be included.

W Signatures

For the Ceritifying Authority

3.2.Submit the IFR

When ready to submit the task, the CA has the option to “Upload signed paper copy” which will lead to submitting the IFR to the
FMO after upload of the document. The other option, “Return to Programme Operator” will return the IFR to the PO/NFP. The

CA can insert additional comments in the box before doing either selection, but it is mandatory before returning it to the
PO/NFP. Click “Submit” when ready.

Actions

Return to Programme operator

The IFR will be assessed by the FMO. In case of errors or incomplete information the IFR could be returned to the FO or CA for
correction or clarification.

3.2.1. Signing
The last step is signing the IFR. A signature is mandatory and the IFR cannot be approved without this upload.

For step by step instructions on how to upload and sign the IFR, please see section 2.2.1 “Signing”.
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3.3.Modification of pre-financing amount

The FMO can make changes to proposed expenditure in the IFR (for example in case the proposed expenditure is judged too
high by the FMO). In the event that changes are proposed, the FMO will inform the CA//FO/NFP. Any changes made to the
IFRs received can be reviewed by the CA or FO through the read-only view of the IFR accessible through the programme
summary.

As mentioned in section 2.1.2 "Proposed (Part B)”, negative “amounts to be paid” per budget heading are allowed in section B
of the IFR.

As shown in the table below as an example, this means it is possible that the total amount reported in the column “Interim
payment this period” can be:

1) Negative with negative amounts to be paid reported across all budget headings.
2) Negative with positive and negative amounts to be paid reported across budget headings.

3) Positive with positive and negative amounts to be paid reported across budget headings.

Example ‘ 1 ‘ 2 K]

Eligible Expenditure (interim payment this period) -2,000,000 -2,000,000 2,000,000
Programme Management / Management Fee -500,000 -1,000,000 -500,000
Outcome 1 -1,000,000 1,000,000 3,000,000
Outcome 2 -500,000 - 2,000,000 -500,000

Depending on the case different actions will be taken by the FMO. The different responses are outlined below:

1) The total amount of the “Interim payment this period” reported in the IFR is negative and the amounts
requested under each budget heading are negative. In this case the amount to be paid will be set to zero, no
matter the type of programme (i.e. applies to regular or directly contracted programmes).

2) The total amount of the “Interim payment this period” reported in the IFR is negative and the amounts
requested under the budget headings are negative and positive. In this case, the default action taken by the
FMO will be to set the overall amount requested to zero by adjusting one or more of the negative ‘amounts to
be paid’ this will be done in the coordination with CA* to decide which negative amounts are to be adjusted.
(i.e. applies to regular programmes and for RF-YOUTH and RF-COOPERATION programmes)

However, it may be the case that the CA/NFP/PO or FO may wish for positive amounts under certain budget
headings to be paid while the negative ones are set to zero. This may be the case where a payment from the
FMO may be destined to separate bank accounts at programme level e.g. TA and BF. These cases must be
notified to the FMO beforehand.

Where a directly contracted programme is concerned, a negative management fee/costs amount requested
will systematically be set to zero. If in setting the management fee/costs amount to zero the overall remaining
amount of the IFR becomes positive, no further modification will be made to the IFR amounts by the FMO.

3) The total amount of the “Interim payment this period” reported is positive and the amounts requested under
the budget headings are positive in some cases and negative in other cases. The FMO will not make any
modifications to the IFR unless specifically requested by the CA/PO or FO. However, it may be the case that
the CA/NFP/PO or FO may wish for amounts requested under certain budget heading to be paid and others to
be set to zero e.g. TA and BF. This may be the case where a payment from the FMO may be destined to
separate accounts at programme level (regular programmes and for RF-YOUTH and RF-COOPERATION
programmes).

Where a directly contracted programme is concerned the management fee/cost amount requested will
systematically be set to zero.

4 Done in coordination with the FO where the RF-YOUTH and RF-COOPERATION programmes are concerned.
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Where modifications as indicated above have been carried out by the FMO they can be viewed by the CA/FO through the
payments tab then navigating to the modification of pre-financing tab in the structure data section of the IFR. This information
becomes available once the IFR is approved by the FMO.

- atest final ve ) L 3
! Sﬁml\"td Data
Summary Previous advance and interim payments Interim payment this period Total to date
Eligible expenditure
Finandial mechanisms
Co-financing
Budget heading Requestod in IFR Amcunt to be appeoved FMO
€ <
Total € 49536250 €0.00

4. Update the IFR

In case further changes are needed, the CA or FMO might return the IFR to the PO/FO. The IFR will then become editable
again for the party required to update it and it can be done as before by following the steps in this user manual.

5. View submitted IFRs

You can view submitted IFRs by going to the programme’s main page and click “Payments” under the Finance header. Here
you will see advanced payments and IFRs.

Statuses:

e  Stub: An IFR that is scheduled to be started in the future.

e Created: The document for the IFR is created but still not submitted to the FMO.

e  Submitted: The IFR is under review with the FMO.

e Paid: The IFR has been marked as paid. If the payment amount was 0 it will also be set as Paid.

Legal Framework Finance n Modalities Resultx A Reports Dotuments

EX
Bank
Payrnent
Type Start Length Enad Status Trarsfar dat Palg In-house
-
Order
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You can download a copy of the IFR by clicking on the name to open them (see 2 above), then click on the download symbol in
the corner and select your preferred file type:

= Version 3.0 (latest final version)

Signed copy structured Data PDF
MS Word

XML
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