
 

 

URBACT IV - Synergie Guidance Note No.  5 

 

PROGRESS REPORT 

This Guidance Note provides useful information about how to complete and submit 

an URBACT IV Progress Report. It is both a technical guide to SYNERGIE CTE and a 

practical guide on the content of the Progress Report.  
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1.  INTRODUCTION 

1.1. What is a progress report?  

A Progress Report is one of the mandatory documents that must be submitted for each 
reporting period. According to the Subsidy Contract and the Programme Manual, the Lead 
Partner is responsible for completing and submitting the Progress Report on behalf of the 
project.  

Information should be gathered from all partners and the document should be signed by the 
Lead Partner and the Lead Partner First Level Controller.  

The information contained in the report should cover both an update on network activities as 
well as a budget review.  

The overall structure of a Progress Report is as follows: 

> Section 1 - General Introduction. Main highlights of the reporting period. 

> Section 2 - Progress by work package. A focus on activities in each work package, a 
table to list the key milestones and an update on progress towards achieving 
programmed outputs should be provided. 

> Section 3 - Report on expertise. An update on the work of the Lead Expert and details 
of other experts used at project level should be provided. 

> Section 4 - Update on general project information. The section allows for changes in 
contact details or bank details to be reported as well as providing information on any 
issues which have been encountered during the reporting period. 

> Section 5 - Financial update. A detailed review of financial progress is presented here 
in the summary table automatically generated.  The report should highlight any potential 
changes in budget categories or partner budget which are more than the 20% flexibility 
allowed by the Programme. 

> Section 6 ï Signatures. The Progress Report shall be signed by the representative of 
the Lead Partner and by the First Level Controller of the Lead Partner. 

 

1.2. Preparation of the Progress Report  

The Progress Report is a compulsory document for project reporting, but it is also a useful 
monitoring tool for the Lead Partner to review partner involvement and local activity.   

In order to facilitate the completion of the Progress Report, it is a good idea to establish a project 
level procedure.  A short questionnaire at the end of each reporting period which is circulated to 
each partner with a very short list of questions like those in the Progress Report would help the 
Lead Partner to gather the useful information required.  An earlier internal deadline should be 
fixed.  
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2.  COMPLETING THE PROGRESS REPORT 

IN SYNERGIE-CTE 

After logging in on https://cte-2127.synergie-europe.fr, you should see the following screen, 
where you can visualise three different chapters ñAccess application form dataò, ñAccess 
expenditure dataò and ñFinancial monitoringò. 

 

2.1. Creating a Progress Report  

> Select Progress Report from the menu list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT 

 

The Progress Report MUST be submitted using SYNERGIE-CTE ï no other format is acceptable. 

 

https://cte-2127.synergie-europe.fr/
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> Add a Progress Report using the  button 

 

 

 

 

 

 

 

 

 

2.2. Filling in a Progress Report  

Start entering the data into the report using the main menu.   
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> I 1. General Introduction 
Á Section 1.a is prefilled. 

Á Section 1.b is free text to be completed reporting on the overall state of play of the 
network activities.  In a few short paragraphs, you should outline briefly in some bullet 
points key activities implemented, evolution in project theme, interesting methods 
and/or animation techniques used, partnerships developed at project level, focus on 
interesting outputs or results. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

> II 2. Progress by Work Package 
 

1. Work Packages 1,2,3  

There are three sub sections per work package. You should complete each work package one after 
the other: 

Á a. Summary of Activities implemented during the period  

This free text section should refer to the activities planned in the work package and report 
on their progress during the reference period.   

REMEMBER TO SAVE 

After each section, if you do not click on the Save button, the data not saved will be lost and you 

will have to redo it. 
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You are invited to underline the positive progress but also to mention the problems 
specifically related to the development and the performance of activities and outputs of 
the work package (mentioning, for example, if new needs or ideas came up or if 
contents/form of some outputs and activities must be reviewed). 

 

Á b. Table listing all the main activities for each work package  

This table should be completed to inform the Programme secretariat of the key 
milestones of activity during the reference period. These activities can cover a wide 
range of things depending on the work package.   

Examples of activities can be found in the Programme Manual; in addition, indications 
on completing this section can be found in Annex 1 of this guide. 

You should click on the  button to add activities. 

 

Complete the table of free text which appears: 

 

2. Table of Outputs under WP2-WP3 

 

In the section 4, a table should be completed to report on the official project outputs according to the 

approved application form. It should show the quantity achieved and should list all the evidence that 

should be submitted with the reporting documents. 

We remind you that no outputs were planned for WP1. 
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You will first see a general table with 3 pages: activities implemented, deliverables achieved and 

financial progress. 

We ask you to go straight to page 2: ñdeliverables achievedò. The other pages can be skipped as the 

information is provided in other parts of the template already. 

 

 

 

Once in the ñdeliverables achievedò section, you will see this table: 
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To enter details, click on the  button. 

 

 

 

 

Fill all cases, putting the date of the last activity achieved in cases of several of them. You can also 

list here the evidences provided for each output (instead of the table at the top of the general table).  

Then, save the information. 

 

 

Going back to the table, you can see the quantity realised has been actualised. Proceed the same 

way with all achieved outputs of the table. 
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Then, select the WP3 in the drop-down menu at the top of the table and do the same steps for WP3. 

 

 

 

> III 3. Report on Expertise 

The free text box in this section should provide information about the use of experts during the 
reference period.   

Á It should state the number of days reported and used by the project Lead Expert as well 

as the number of days remaining for the Lead Expert.  

Á It should also outline other experts which may have been contracted and used by the 

project.  

Á For each expert used you should state the partner concerned, the name of the expert 

and the tasks the expert has completed. 

 

> IV 4. Update General Project Information 

Á 4.a Update of contact details (if relevant) 

The table shows all the project partners and a free text box to update information on contact 

details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REMEMBER TO SAVE 

After each section, if you do not click on the Save button, the data not saved will be lost and 

you will have to redo it. 
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Á 4.b Lead Partner changes in Bank details 

This free text box is for the Lead Partner ONLY and should provide updated bank account 

details if relevant. 

 

Á 4.c Problems encountered and adjustments required 

This free text box should be completed to highlight any problems the project has 

encountered during the reference period. It can also report on solutions found to the issues 

raised. Lead Partners are asked to consider all aspects of the project and should refer to 

Annex 3 of this guide for more information. 

 

> V 5 - Financial Update 

Á 5.a Financial management system 

The Lead Partner should select the management system approved for the project. All 

projects have normally a decentralised management system, check your Joint Convention 

if youôre not sure. The free text box should be used to report any changes which may be 

required explaining why they are needed. 

 

 

Á 5.b. Financial Progress per year and budget category (including administrative closure 

period) 

The table is automatically filled in using information from the validated payment claim 

document.  It is important to validate the payment claim BEFORE the Progress Report or 

the figures will not be updated. 

 



Producing a Progress Report 

12 

 

 

Á 5.c Budget category follow-up 

This table should be completed to highlight POTENTIAL problems with overspending by 

budget category. If your project foresees an issue in any particular category, it should be 

explained clearly.  With this information the Secretariat will be able to help your project to 

find a solution to this matter. 

 

 

Á 5.d Partner budget follow-up 

This table should be completed to highlight POTENTIAL problems with overspending at 

partner level.  If your project foresees an issue in any particular partner, it should be 

explained clearly. With this information the Secretariat will be able to help your project find 

a solution to this matter. It is also in this table that significant under spending at partner level 

should be explained clearly. 
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> VI 6.  Signatures 

The hard copy version of your Progress Report should be signed by the Lead Partner and the First Level 
Controller of the Lead Partner. 

 

2.3. Validating a Progress Report  

Once the Progress Report is complete and all the other reporting documents are validated (it is 
IMPORTANT to validate the payment claim BEFORE the Progress Report to ensure all the figures 
are correctly reported) then the Progress Report should be validated in SYNERGIE by clicking on the 
Validate document definitively button at the bottom of the content page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


