
Don’t let your target audience think that with the end of the

project it is all over. 

EU funded projects are investments that initiate a process of
change and improvements for the target groups, which is

continuing after the project ends

GUIDANCE 
FOR LITHUANIAN AND

LATVIAN BENEFICIARIES

ON PROJECTS’ CLOSURE

DO YOU THINK IT IS OVER? NOTHING IS OVER YET!

Tips and recommendations 
for smooth project closure
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All expenditures do not exceed planned budget amounts
All expenditures are included in the final report (FR)
All payments are made latest by the last day of the project

implementation (except audit costs, which can be made 2

months after the project end)
Ineligible expenditures are not included
All reported activities correspond to the activities approved in

the project description

Preparation of the Final Report
Check Annex 1.  Main Requirements for Final reporting 

What needs to be checked before

the end of the project

implementation period?

Tips: -Contact your project manager in the JTS to seek for

advice in case of problematic issues arising or

amendments are needed
-Changes must be requested immediately as some of

changes are not possible after the project end

Tips: -Start preparation of the FR in advance, at least 2

months before the end of the project implementation

period 
-Make sure you are using the correct template for the

FR 
-The FR form is similar to the Progress Report, but not

identical



Similarities with Progress Reports
Each beneficiary submits an individual report to the

auditor / financial controller together with expenditure

supporting documents
The Lead Beneficiary (LB) prepares FR (consolidated)

and gathers all approved Expenditure Verification

Reports (EVRs) from other beneficiaries 
The LB provides the proof of implemented activities (on

behalf of whole partnership) to the JTS with the FR 

Differences from Progress Reports
Submit to the JTS within 2 months after the project end
Submit the Declaration on infrastructure sustainability for 5

years after balance payment to the project
The FR form contains additional information fields and

sheets summarising overall achievements and sustainability

provisions (e.g., ‘Overall project implementation’)
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Check if all produced outputs and results are verified and respective

supporting documents were submitted with previous progress

reports or with the FR



Fill-in the section ‘Overall objective’. If you report achievement of

objectives, provide sources and means of verification (statistics,

etc.) together with the FR and indicate them in the column

‘Sources and means of verification’
For the section ‘Specific objective’ check previous progress

reports and summarise values indicated in the 2nd and 3rd

columns

Logical Framework
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Tips: -Give references to the attached annexes 
-Provide explanations and sources on achievement of

indicators and ways of calculations



Sustainability of

outputs  

Tips:

Give an executive summary of the

overall project’s implementation for

the whole implementation period
Emphasise the achieved overall

results and produced outputs,

impact on the target groups, and the

added value
Include information on the contact

point of the LB for the next 6 months

after the project end

Describe achieved results/outputs

(for the whole project

implementation period) and

quantify the achieved indicator
Give references to verifiable sources

of information 
Describe not reached indicators in

the Section ’Indicators not reached’

Describe division between the

beneficiaries regarding ownership of

outputs/results
Describe sustainability of all

achieved outputs (infrastructure and

equipment) and results (materials,

services, products)
Describe the further use of the

project outcomes (sections ‘Action

plan’ and ‘Financial plan’)

-Make sure the executive summary is

easy to read and attractively written as

it will also be used for publishing on the

Programme website
-The sustainability and ownership

provisions should be detailed and

concrete and cover all achievements
-Keep project documents for at least 10

years after the project end[1]

Executive

summary

Contribution to

the Programme

indicators

FR section ‘Overall project implementation’



04

[1] The official period for keeping documents is 5 years from the

date of payment of the balance for the Programme (not the

Project), which is practice means approx. 10 years after the

Project end.

Reminder: 
Any project including an infrastructure component shall repay the EU funding if,

within 5 years of the project closure, it is subject to a substantial change affecting its

nature, objectives or implementation conditions which would result in undermining

its original objectives. In case of such change, the MA shall recover sums unduly

paid.
In order to properly monitor the project sustainability, all beneficiaries shall prepare

and provide to the JTS a Declaration on project sustainability (a short description on

the status of the infrastructure component and storing of project documentation)

each year until February (for the previous calendar year).



Ownership, property rights to the project results, reports and documents belong

to beneficiaries 
MA, EC and NAs have right to use (e.g., store, modify, translate, display,

reproduce, publish) documents deriving from the project, respecting property

rights
Transfer of ownership, property rights for outputs and results of the project must

be agreed with the MA
The objectives and the results of the project have to be aimed at the public

benefit
All project publications (e.g., guidelines, teaching materials, studies) must be

made available to the public (in printed copies or e-versions) free of charge



Contractual Obligations for the project closure




What documents to submit with FR?

See Annex 2 for the list of supporting

documents

Checks after the project end

Checks and visits may be performed by

MA, JTS, NAs, EC and take place for up

to 10 years after the balance payment

to the Programme

How the checks may be performed?

Beneficiaries shall allow:
-To access the project premises, sites

and locations
-To access the project documents and

information of technical and financial

character, information systems,

databases, etc.
-To take copies of documents

The requirements to be fulfilled after the end of the project in regards to

ownership of the project results:
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Tips:-Profit is not equal to income, spent for operational maintenance of outputs
-Short declaration on status of infrastructure component and storing of

documents to be provided to the JTS each year
-Have a look at the Annex 3 for the project closure self-checklist
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Keeping of documents

Grant Contract with annexes and its amendments
Partnership Agreement and its amendments
Correspondence with the Programme institutions and between beneficiaries
Documents related to the project amendments
All reports submitted to the LB or the JTS and the auditor’s EVRs including

supporting documents
Consolidated reports submitted to the JTS and copies of EVRs of beneficiaries

(for the LB)
All accounts, financial and accounting documents, related to the project

implementation (contracts, invoices, bills, public procurement documentation,

timesheets, confirmations of money transfer, protocols of acceptance, etc.)
All documents confirming implementation of the project activities (agendas

and minutes of the meetings, signed participants’ lists, construction documents,

protocols of acceptance, etc.)
Publications and evidence of outputs (brochures, articles, printouts of websites,

photos, examples of promotion gadgets, etc.)
Other documents related to the Programme funding

Beneficiaries shall keep originals of:

Tips: -Integrate the procedure of the project documentation

archiving into the internal procedure of your organisation
-Store paper and e-versions according to the internal

procedure of your organisation
-Create a content page for each project folder (indicate

accountancy records, invoices, delivery acts, procurement

documents, participant lists, meeting minutes, publications,

webpage printouts, photos, publications, reports, studies,

etc.)
-Keep folders in a safe location
-Make sure the external archiving service is in line with the

Programme rules
-In case the originals are kept in different locations keep the

copies in one place with references to other locations

(indicate responsible divisions/departments)
-Make sure the LB instructs beneficiaries on requirements

and recommendations
-Make sure the LB keeps the documents on achievement of

results of other beneficiaries for at least 10 years after the

project end



Tips:
The balance payment shall be

paid only after approval of the

FR
If there were any

interests/revenues from the

project received, these shall be

reflected in the FR

The following must remain

available for 5 years after the

project closure:

-Submit the extract of bank

account confirming transfers of

the Project funds from the LB to

beneficiaries
-Consult your financial

manager in the JTS for the

calculation of the amount to be

paid or recovered
Better prepared FR – quicker

balance payment

-Consult communication

managers in the JTS for

specific requirements
-Use updated Communication

Guidelines, valid from 10 March

2022

Balance Payment

Communication & Visibility

07

Commemorative plaques or

stands (for infrastructure)
Stickers or plaques (on

equipment, vehicles and

supplies)
Websites and social media

accounts created as outputs

during the project

Tips:
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Annex 1
Main Requirements for Final reporting

24


 



 



 



 



 



 



 



 



 


Submission to the

auditor (by each

beneficiary)

Within 10 calendar days after the end date of the

project

Submission to the JTS

(by Lead Beneficiary)

In 2 months after the end date of the project

Request for payment
The report is accompanied by the Lead Beneficiary’s

request for the payment of the balance and other

supporting documents

Submission to the JTS

(by Lead Beneficiary)

in case of extended

deadline

The deadline can be extended in duly justified cases

(e.g., in case further verifications and control,

including check-on-spot are needed,

auditor/competent public officer requires the Lead

Beneficiary/beneficiaries to submit additional

clarifications/documents for verifications of costs)
In such cases, the Lead Beneficiary must inform the

JTS 14 calendar days in advance before the deadline

for submission of Final report on the unforeseen

circumstances by an informative letter, indicating the

justification for delay

Signatures, stamps,

dates

Final reports have to be signed in indicated places by

the Head of Lead Beneficiary organisation or the

person authorised to sign such documents, and by

the chief accountant (financial forms), dated and

stamped

Number of copies Each report must be submitted bound and stamped

in 1 original, in paper version or signed with e-

signature

Annexes Should be submitted in the order and following the

form as described

E-version An electronic version has to be submitted to the JTS

with the paper version and it has to contain identical

information and documents to the paper version

Cover letter Final report in paper and electronic version

accompanied by annexes and the cover letter should

be delivered to the JTS
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Annex 2. Supporting Documents to FR
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No. Supporting documents/annexes Submission

1 Individual Expenditures Verification Reports for each beneficiary, covering its financial

report and produced by approved beneficiary’s auditor.

1 original 

2 Request for balance payment 1 original 

3 Economic Classification of Requested Amount, filled in by the Lithuanian Lead

Beneficiary/beneficiary 

1 original 

4 Economic Classification of the Expenditures (Report) filled in by the Lithuanian Lead

Beneficiary/beneficiary

1 original 

5 Proof of publication for international tender 1 copy

6 Exploitation/commissioning act for works (allowing exploitation of the building/object)

and proof of registration of the object. In case it is not required according to national

laws - Acceptance act/certificate for works and proof of registration of the object. 

1 copy

7 Evidence of the achieved outputs and implemented activities, e.g.:
In case of meetings and events: 
a) list of participants with signatures for each day;
b) meeting/ event agenda;
c) photos from public events/trainings/ seminars, major project meetings (e.g. steering

group meeting) with visible communication elements on them (e.g., EU flag with phrase

‘Funded by the European Union’, etc.).
Any additional documents are to be prepared by the project, but submission is optional

(memo/ minutes/ report of meetings/ events in English or other working language of

the partnership, evaluation summary from trainings/skills raising events/ workshops/

consultations based on individual participant’s assessment sheets; handouts from

seminars, presentations, etc.) and might be requested to submit upon need.

1 copy

8 Materials proving outputs, which have been produced by sub-contractors and/or by the

Lead Beneficiary/beneficiaries:
a) developed documents (e.g. studies, research, programmes, etc.); 
b) information and communication materials (e.g. press articles, press releases

published in media, leaflets, CDs, printouts of websites, brochures, photos of billboards,

posters, video or audio material, photos of small promotion materials such as pens,

cups, shirts, etc.);
c) pictures of infrastructure objects built and substantial equipment items purchased

with stickers containing communication elements on them.

1 copy

9 Letters of Endorsement signed by each beneficiary (except the Lead Beneficiary)

(template is available on the Programme website)

1 copy

10 Document which proves the right/authorisation to sign the documents in case the Head

of Organisation is substituted by an authorised representative

1 copy

11 Declaration on infrastructure (long-term investments) sustainability for 5 years 1 original 
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Annex 3
Project closure self-checklist 
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Criteria

All beneficiaries are well aware of deadlines for

eligible costs

Necessary amendments of budget, activities or

duration are requested

All activities have been finalised

Justification provided for not reached indicators

Yes No Comments

Outputs are sustained, ownership belongs to

beneficiaries

Results have been communicated to the target

groups

Final report has been submitted to the JTS

All project documentation is available in each

beneficiary organisation

Responsible persons/units for after project

closure period have been appointed

Beneficiaries store all docs (such as grant

contract, partnership agreement, consolidated

reports, expenditure verification reports, etc.)

The Guidance was produced with the financial support of the European Union. Its contents are the sole

responsibility of the JTS and do not necessarily reflect the views of the European Union.




EC       
EU       
EVR     
FR       
JTS      
LB      
MA      
NA     

European Commission
European Union
Expenditure Verification Report 
Final Report
Joint Technical Secretariat
Lead Beneficiary
Managing Authority
National Authority

LIST OF ABBREVIATIONS 


