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A.1.	INCEPTION REPORT – DETAILED DESCRIPTION OF THE ACTION


Identification of Project Development Services (PDS):

ELENA Contract reference:

Reporting period: [Actiont starting date dd-mm-yyyy + 3 months]


The Inception Report shall consist of:

1. An updated, detailed description of the PDS (consolidated description of the Action).

2. This consolidated description shall include, at least:
· Progress on hiring or allocation of staff needed for the PDS (status on the procedure for additional staff hired or existing staff allocated to the ELENA project, external services contracted etc.) 
· Changes in relation to initially  foreseen activities (e.g. project development support, investment programme) and their justification; underpinning tasks, schedule for implementation and pre-established milestones 
· Identified issues, if any, affecting the implementation of the Action


Date of report: 
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A.2.	BI-ANNUAL PROGRESS REPORT 

Identification of the Project Development Services (PDS):

ELENA Contract reference:

Reporting period: 	from [Action starting date dd-mm-yyyy] to [end of month   6 dd-mm-yyyy]
	or
	from [Action starting date dd-mm-yyyy] to [end of month 12 dd-mm-yyyy]
	or
	from [Action starting date dd-mm-yyyy] to [end of month 24 dd-mm-yyyy]
	or
	from [Action starting date dd-mm-yyyy] to [end of month 30 dd-mm-yyyy]


1. Progress regarding PDS (the Action) implementation
· Progress and achieved results against initial objectives of the Action and identified issues, if any, affecting its implementation. This includes:
· Budget allocation per eligible cost category: e.g. progress on hiring or allocation of staff needed for the PDS (e.g. status of the procedure(s) for the hiring of additional staff and/or allocating existing staff to the ELENA project and/or for the subcontracting of external services, etc.) 
· When available, please provide copies of reports, studies underpinning the action or other results/deliverables of subcontracted activities such as terms of reference (ToRs) and published calls for external services

2. Progress regarding the Investment Programme implementation
· Progress and achieved results against initial objectives of the Investment Programme (e.g. materialised investments or considered as achieved in accordance with Art. I.4.4) 
· Include a description of the PDS activities that supported the above described implemented investments 

3. Identified problems and risks affecting sound implementation of the Investment Programme
(including Final Beneficiary’s assessment of these problems/risks, and corrective actions taken or to be taken)

4. Tabular presentation of contracts supporting the Project Development Services (e.g. subcontracts for external expertise) committed/completed during the reporting period, linked to the started/planned investments 
(use attached table in Annex A.2.1.a)

5. Tabular description of the staff activities within the Project Development Services committed/completed during the reporting period in relation to the started/planned investments 
(use attached table in Annex A.2.1.b).

6. Updated list of completed/committed and planned investment projects during the reporting period, with the reference to the work performed by the Project Development Services. 
(use attached table in Annex A.2.2.).	

7. Any changes to the planned activities under the Project Development Services or to the Investment Programme in comparison to the original planning, and other useful information

8. Financial statement for PDS expenses (for the covered six month period) 
(use attached table Annex A.2.3.)


Date of report: 
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A.2.1.a	Subcontracting relevant to the Project Development Services implementation signed/completed during the reporting period


	
	Subcontracting identification




	Name of sub-contractor




	Short description 
of scope 




	Expected, incurred 
total costs 
of sub-contracts 

[EUR]
	Duration 
of sub-contracts 


[start and end date]

	Procurement procedure applied



	Tender publication reference  (if applicable)


(e.g. OJEU publication)
	Comments






	During Reporting Period
	Please use a code and reference numbers as this is required for making the link to the supported investments in table A.2.2
(e.g. PDS 1 for a project development service, which can be linked to an investment presented in table A.2.2) 
	
	
	
	
	
	
	

	
	PDS 2 
	
	
	
	
	
	
	

	
	etc. 
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	
	

	

	During Action (Cumulative)
	PDS 1 
	
	
	
	
	
	
	

	
	PDS 2 
	
	
	
	
	
	
	

	
	etc. 
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	
	








A.2.1.b 	Project Development Services implementation committed/completed by staff during the reporting period


	
	Project Development Services by staff 
	Name of staff (employed or seconded)
	Short description of work performed 
	Number of person hours 
	Comments

	During Reporting Period
	Staff implementing PDS (STA)
Please use code and reference numbers as this is required for table A.2.2 (e.g. STA 1 for a staff activity supporting an investment listed in table A.2.2)
	
	
	
	

	
	STA 2
	
	
	
	

	
	etc.
	
	
	
	

	
	
	
	
	
	

	During Action (Cumulative)
	e.g. STA 1
	
	
	
	

	
	STA 2
	
	
	
	

	
	etc.
	
	
	
	




A.2.2. 	Updated list of (1) materialised investment projects; and (2) planned investment projects. 

Use this template for two separate tables for (1) and (2) 

	
	Investment Project (IP)[footnoteRef:1] [1:   	IP = Investment Project] 

identification code


Please use code and reference numbers
	Name of IP








	Project Development Services and financial support for Third Parties identification code


(from tables A.2.1.a,A.2.1.b and A.2.1. c)
	Short description 
of area / technology  concerned[footnoteRef:2] [2:   	Specifying which main area concerned (i.e. EE, RES, transport or urban infrastructure) and which technology(ies)/measure(s) implemented] 






	Identification 
of investor[footnoteRef:3] [3:   	Indicate the investor, who will assume the investment] 









	Incurred 
or paid total costs






[in EUR]
	(Planned) Contract signature Date






	(Planned) Date 
of publication of the public tender 


(e.g. OJEU publication)
	Implementation plan 
(start and end date of works)






	Estimated annual final energy saved for EE projects[footnoteRef:4] [4:   	Indicate the main type of energy saved or produced (thermal or electrical)] 





[in GWh]
	Estimated annual final energy production by RES  



[in GWh]
	Estimated annual reduction of CO2 eq. 





[in t]
	Comments










	During Reporting Period
	IP xxx
	
	Project Development Services subcontracted (use the naming convention from Table A.2.1.a 
(e.g. PDS 1)
	
	
	
	
	
	
	
	
	
	

	
	IP xxx
	
	Staff implementing Project Development Services  (use the naming convention from Table A.2.1.b
e.g. STA 2)
	
	
	
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	

	During Action (Cumulative)
	IP xxx
	
	Project Development Services subcontracted (use the naming convention from Table A.2.1.a 
(e.g. PDS 1)
	
	
	
	
	
	
	
	
	
	

	
	IP xxx
	
	Staff implementing Project Development Services  (use the naming convention from Table A.2.1.b
e.g. STA 2)
	
	
	
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	






A.2.3. 	Financial Statement for PDS eligible costs Progress Report No. x

	[bookmark: RANGE!A1:F86]European Investment Bank
ELENA - European Local Energy Assistance
Financial Statement for PDS eligible costs 

	Name of Project Development Services: 
	 
	 
	 

	ELENA Contract reference:
	 
	 
	 

	Reporting period from:
dd-mm-yyyy to dd-mm-yyyy
	 
	 
	 

	Currency used: 
(three letter abbreviation)
	 
	 
	 

	STAFF COSTS 

	During Reporting period
	
	Name
	Category name 
(e.g. senior expert, engineer, etc.)
	Number of person-hours
(A)
	Hourly rate

(B)
	Staff costs amount
(A x B)

	
	1
	 
	 
	
	
	

	
	2
	 
	 
	 
	
	 

	
	
	
	Total
	0.00
	
	0.00

	

	During Contract (cumulative)
	
	Name
	Category name 
(e.g. senior expert, engineer, etc.)
	Number of person-hours
(A)
	Hourly rate

(B)
	Staff costs amount
(A x B)

	
	1
	 
	 
	
	
	

	
	2
	 
	 
	 
	 
	 

	
	
	
	Total
0.00
	0.00
	
	0.00

	
	Staff costs as per the provisions of Articles II.10.1, II.10.2.1 and II.10.2.2 of the Contract. 

	SUBCONTRACTING AND OTHER ELIGIBLECOSTS

	During Reporting period
	
	Name of Subcontractor
	Description of the work undertaken
	Invoice N°
	Date of invoice
[dd-mm-yyyy]
	Amount

	
	1
	 
	 
 
	
	
	 

	
	2
	 
	 
 
	
	
	 

	
	Total
	
	
	0.00

	

	During Contract (cumulative)
	
	Name of Subcontractor
	Description of the work undertaken
	Invoice N
	Date of invoice
[dd-mm-yyyy]
	Amount

	
	1
	 
	 
	 
	
	 
	 

	
	2
	 
	 
	 
	
	 
	 

	
	 	Total
	
	
	0.00

	

	CUMULATIVE TOTAL ELIGIBLE COSTS

		Staff costs
	
	
	

		Subcontracting
	
	
	

		Total
	0.00





[bookmark: _Toc452562428][bookmark: _Toc1730026][bookmark: _Toc1738396]A.3.	INTERIM REPORT 

Name of Project Development Services (PDS):

ELENA Contract reference:

Reporting period: from [Action starting date dd-mm-yyyy] to [end of month 18 dd-mm-yyyy]


1. Progress regarding PDS (the Action) implementation
· Progress and achieved results against initial objectives of the PDS activities including: 
· Detail description of PDS activities presented in Table A.3.1.a, Table A.3.1.b and Table A.3.1.c. Please indicate for which planned investments these activities have been performed, 
· When available, please provide copies of reports, studies under pinning the action or other results/deliverables of subcontracted activities such as terms of reference (ToRs) and published calls for external services

2. Progress regarding the Investment Programme implementation
· Progress and achieved results against initial objectives of the Investment Programme (i.e. materialised investments or considered as achieved in accordance with Art. I.4.4). 
· Include a description of the PDS activities that supported, in relation to the preparation, these investments and/or published tender) 

3. Identified problems and risks affecting the sound implementation of the Investment Programme 
	(including Final Beneficiary’s assessment of these problems/risks,, and corrective actions taken or to be taken)

4. Tabular presentation of contracts supporting Project Development Services  (e.g. subcontracts for external expertise) committed/completed during the reporting period in relation to the started/planned investments
	(Use attached Table A.3.1.a)

5. Tabular description of the staff activities within the Project Development Services committed/completed during the reporting period in relation to the started/planned investments
	(Use attached Table A.3.1.b).

6. Updated list of completed/committed and planned investment projects during the reporting period with the reference to the work performed by the PDS
	(Use attached table A.3.2.).

7. Any changes to the planned activities under the PDS or in the Investment Programme in comparison to the original planning and other useful information

8. Calculation of the leverage factor achieved 

9. Other useful comments or information’s 

10. Request for changes in the PDS activities and/or budget allocation (according to needs indicate the request for changes already presented or to be presented in parallel to the interim report)

11. Supporting documents to provide (when available, copies of consultants’ reports, studies or other sub-contracted activities such as terms of reference (ToRs) and published calls for external services; (including published calls for tenders for external services); political decisions (by council or board) for launching the tenders or framework contracts and the investment programme)




12. Financial statement for PDS expenses (for the covered 18 month period - use attached table A.3.3.)

13. Outlook (main achievements and milestones planned for the next six months)




Date of report: 

Signature by the responsible person mentioned in Art I.8:




A.3.1.a	Subcontracting relevant to the Project Development Services implementation signed/completed during the 	reporting period

	
	Subcontracting identification




	Name of sub-contractor




	Short description 
of scope 




	Expected, incurred 
total costs 
of sub-contracts 

[EUR]
	Duration 
of sub-contracts 


[start and end date]

	Procurement procedure applied



	Tender publication reference  (if applicable)


(e.g. OJEU publication)
	Comments






	During Reporting Period
	Please use a code and reference numbers as this is required for making the link to the supported investments in table A.3.2
(e.g. PDS 1 for a project development service, which can be linked to an investment presented in table A.3.2) 
	
	
	
	
	
	
	

	
	PDS 2 
	
	
	
	
	
	
	

	
	etc. 
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	
	






A.3.1.b 	Project Development Services implementation committed/completed by staff during the reporting period


	
	Project Development Services by staff 
	Name of staff (employed or seconded)
	Short description of work performed 
	Number of person hours 
	Comments

	During Reporting Period
	Staff implementing PDS (STA)
Please use code and reference numbers as this is required for table A.3.2 (e.g. STA 1 for a staff activity supporting an investment listed in table A.3.2)
	
	
	
	

	
	STA 2
	
	
	
	

	
	etc.
	
	
	
	




A.3.2. 	Updated list of (1) materialised investment projects; and (2) planned investment projects. 

Use this template for two separate tables for (1) and (2) 

	
	Investment Project (IP)[footnoteRef:5] [5:   	IP = Investment Project] 

identification code


Please use code and reference numbers
	Name of IP








	Project Development Services and financial support for Third Parties identification code


(from tables A.3.1.a,A.3.1.b and A.3.1. c)
	Short description 
of area / technology  concerned[footnoteRef:6] [6:   	Specifying which main area concerned (i.e. EE, RES, transport or urban infrastructure) and which technology(ies)/measure(s) implemented] 






	Identification 
of investor[footnoteRef:7] [7:   	Indicate the investor, who will assume the investment] 









	Incurred 
or paid total costs






[in EUR]
	(Planned) Contract signature Date






	(Planned) Date 
of publication of the public tender 


(e.g. OJEU publication)
	Implementation plan 
(start and end date of works)






	Estimated annual final energy saved for EE projects[footnoteRef:8] [8:   	Indicate the main type of energy saved or produced (thermal or electrical)] 





[in GWh]
	Estimated annual final energy production by RES  



[in GWh]
	Estimated annual reduction of CO2 eq. 





[in t]
	Comments










	During Reporting Period
	IP xxx
	
	Project Development Services subcontracted (use the naming convention from Table A.3.1.a 
(e.g. PDS 1)
	
	
	
	
	
	
	
	
	
	

	
	IP xxx
	
	Staff implementing Project Development Services  (use the naming convention from Table A.3.1.b
e.g. STA 2)
	
	
	
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	







A.3.3. Financial Statement for PDS expenses Interim Progress Report

	European Investment Bank
ELENA - European Local Energy Assistance
Financial Statement for PDS eligible costs 

	Name of Project Development Services: 
	 
	 
	 

	ELENA Contract reference:
	 
	 
	 

	Reporting period from:
dd-mm-yyyy to dd-mm-yyyy
	 
	 
	 

	Currency used: 
(three letter abbreviation)
	 
	 
	 

	STAFF COSTS (Justification for labour costs may be requested by the Bank)

	During reporting period
	
	Name
	Category name 
(e.g. senior expert, engineer, etc.)
	Number of person-hours
(A)
	Hourly rate

(B)
	Staff costs amount
(A x B)

	
	1
	 
	 
	
	
	

	
	2
	 
	 
	 
	
	 

	
	
	
	Total
	0.00
	
	0.00

	

	
	Staff costs as per the provisions of Articles II.10.1, II.10.2.1 and II.10.2.2 of the Contract. 

	SUBCONTRACTING AND OTHER ELIGIBLE COSTS

	During reporting period
	
	Name of Subcontractor
	Description of the work undertaken
	Invoice N°
	Date of invoice
[dd-mm-yyyy]
	Amount

	
	1
	 
	 
 
	
	
	 

	
	2
	 
	 
 
	
	
	 

	
	Total
	
	
	0.00

	

	CUMULATIVE TOTAL ELIGIBLE COSTS

		Staff costs
	

		Subcontracting
	

	Total
	0.00




Statement by the Final Beneficiary

We certify that:
· the above costs correspond to the resources employed for the Action under the Contract and that those resources were necessary for the Action,
· the costs were incurred and fall within the definition of eligible costs,
· where necessary, authorisations have been obtained from the EIB, and
· all the documents supporting the allowable costs reported above, including the time records are available for the purposes of audit by the EIB, EC, the OLAF and its authorised representatives or the Court of Auditors and reflect the costs actually incurred.


Date:

Signature by the responsible person mentioned in Art I.8:





[bookmark: _Toc452562431][bookmark: _Toc1738399]Annex VI: Reference to ELENA - Horizon 2020 funding & legal disclaimer

In line with the article II.5 of the Contract the Final Beneficiary will assure that in any communication, report or publication about the action a reference to the received financing from the ELENA facility under the Horizon 2020 Programme is displayed. The instructions for displaying the support received from the Horizon 2020 programme are presented in the following annex. 

The visual identity
The European Commission introduced a single visual identity in order to have a recognisable image and a more coherent voice when communicating and to reduce costs. In this context, EU programmes should phase out their existing logos and no new logos will be created for upcoming programmes. 

The names of programmes, such as Horizon 2020 shall be used as verbal brands, i.e. references to them will be made without a regulated visual mark or logo.

Article 38 “Promoting the Action — Visibility of EU Funding” of the Horizon 2020 Annotated Model Grant Contract provides communication guidelines. See the document at:
http://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/amga/h2020-amga_en.pdf 

Further information for the EU funding support presentation can be found:
http://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/grant-management/acknowledge-funding_en.htm 

Beneficiaries of EU funding shall use the European Union emblem in their communication to acknowledge the support received under EU programmes, mentioning “Co-funded by the Horizon 2020 Programme of the European Union” in their communication.

The EU emblem
The name of the EU programme (in this case Horizon 2020) can appear with the EU emblem. However, no graphical mark (i.e. logo) shall be created using the EU emblem and name of the programme. The minimum height of the EU emblem shall be 1 cm.

If used on websites, please link the EU emblem image, together with the Horizon 2020 name, to the webpage of the ELENA facility (www.eib.org/elena). 

For more information on visual identity, all versions of the EU emblem and the rules governing their correct use, please consult the European Commission's guidelines for beneficiaries and other third parties available at:
http://publications.europa.eu/code/en/en-5000100.htm 

Please find below some practical examples of how to proceed: 
· ELENA PDS project specific website: please display the EU emblem image, together with the Horizon 2020 name, in the header or footer of all sub-sites, including any national sub-websites, and the disclaimer in the footer of your homepage. 
· Reports/brochures: please use your ELENA PDS project logo (if available), the EU emblem image, together with the Horizon 2020 name, and the disclaimer. 
· Published papers: it is recommended that you add a short text acknowledging that the Horizon 2020 Programme is co-funding the ELENA PDS project at the end of the paper including the disclaimer. 
· Slides: please use your institution or company logo and the EU emblem image, together with the Horizon 2020 name on slides, e.g. on the first slide, presented at conferences, workshops, etc. 

Please do not hesitate to contact the ELENA Team in case of any questions about publications related to Project Development Services supported by ELENA.

Instructions for displaying the correct legal disclaimer 
In addition to the received support by the Horizon 2020 Programme, you will also need to display the following legal disclaimer on any written information produced for your Project Development Services or for any related event: 

The sole responsibility for the content of this [webpage, publication etc.] lies with the authors. It does not necessarily reflect the opinion of the European Union. Neither the European Investment Bank nor the European Commission are responsible for any use that may be made of the information contained therein. 
Le contenu de cette [page web, publication, etc.] n'engage que la responsabilité de son auteur et ne représente pas nécessairement l'opinion de l'Union européenne. Ni la Banque européenne d’Investissement ni la Commission européenne ne sont responsables de l'usage qui pourrait être fait des informations qui y figurent. 
Die alleinige Verantwortung für den Inhalt dieser [Webseite, Publikation usw.] liegt bei den AutorInnen. Sie gibt nicht unbedingt die Meinung der Europäischen Union wieder. Weder die Europäische Investitionsbank noch die Europäische Kommission übernehmen Verantwortung für jegliche Verwendung der darin enthaltenen Informationen. 
El contenido de esta [página web etc.] sólo compromete a su autor y no refleja necesariamente la opinión de la Unión Europea. Ni el Banco Europeo de Inversiones ni la Comisión Europea son responsables de la utilización que se podrá dar a la información que figura en la misma. 
(…) 
This disclaimer can be written in small font size and it can be put in places, which are less prominent than those used for the main logo, e.g. at the bottom of websites or in the editorial information of publications. However, it needs to be displayed and it needs to be readable.
The ELENA Team is available for any further assistance which you may require: elena@eib.org.
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