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AGENDA FOR TRAINING ON HOW TO PREPARE REPORT

Urban Resilience and Adaptation for India and Mongolia: curricula, capacity, ICT and

Title: stakeholder collaboration to support green & blue infrastructure and nature-based
solutions — URGENT
Number: 619050-EPP-1-2020-1-DE-EPPKA2-CBHE-JP

Coordinator:

National University of Mongolia

Participants:

Khovd University

Mongolian University of Life Sciences

Urban Planning and Research Institute
National Garden Park of Ulaanbaatar

Management:

~
~

~

The seminar will be hosted by NUM.
Minute meeting and report will be written by MULS
List of participants will be counted by KhU.

Objectives of the meeting:

~

The seminar will be hold in ONLINE format using Google meet
URGENT - Report training
Friday, 13 August - 11:00am — 6:00pm
Video call link: https://meet.google.com/jwn-vdkn-jhr

The seminar day, Friday, 23" April 2021

Introduce the project rules to prepare financial and technical report

Time

Topic

Presenter

11:00-11:30

How to prepare financial and technical reports

11:30-12:00

Report on payment receive

12:00-12:30

Preparation of private note of working days and outputs

12:30-13:00

Staff cost and its supporting documents

13:00-13:30

Travel-stay cost and its supporting documents

13:30-14:00

Equipment cost and its supporting documents, VAT exemption

O.Altansukh, NUM

14:00-17:00

Practical work — each organization to prepare reports

17:00-18:00

Q&A and open discussion

PARTICIPANTS LIST

Ne Name Department Position E-mail Mobile

1. | O.Altansukh National University of Mongolia Coordinator | altansukh@seas.num.edu.mn | 91993096
2. | D.Delgerjargal | Mongolian University of Life Sciences | Project manager | delgerjargal@muls.edu.mn | 88007327
3. | B.Bayarkhuu Khovd University Project manager bayarhuub@yahoo.com 99438200
4. | Ch.Regzmaa UPRI, Chairman regzmaa.arch@gmail.com | 95052626
5. | B.Ariunjargal UPRI, Specialist of foreign relation info@upri.ub.gov.mn 91551211
6. | U.Oyunzul NGP, Director info@park.ub.gov.mn 88107078
7. T.Enkhzul NGP, Public relationship specialist tb.enkhzul@gmail.com 80887719
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URBAN RESILIENCE AND ADAPTATION FOR INDIA AND MONGOLIA:

Curricula, Capacity, ICT and Stakeholder Collaboration to Support Green & Blue Infrastructure and Nature-Based Solutions

URGENT PROJECT

619050-EPP-1-2020-1-DE-EPPKA2-CBHE-JP

“HOW TO PREPARE THE FINANCIAL AND TECHNICAL REPORT” TRAINING

The training on “How to prepare the financial and technical report” of the URGENT project
has been virtually organized on 12 August 2021 for Mongolian partners. All partners managers
participated the training, and the national coordinator of the project was introduced a
presentation. Several important questions were raised and the national coordinator was
answered.

Project reporting

* 6 monthly periodic reports (partner — coordinator)
if Z; * Intermediate report: October 2022
i o Financial statements (coordinator — EACEA)
H o Technical implementation report
(partner — county coordinators — WP leaders — project coordinator — EACEA)
* Final report: January 2024
o Financial statements (coordinator — EACEA)
o Technical implementation report
(partner — county coordinators — WP leaders — project coordinator — EACEA)

Period 1 (15.01.2021-14.07.2021) % year period
Period 2 (15.07.2021-14.01.2022) '~ year period
Period 3 (15.01.2022-14.09.2022) 9 month period
Period 4 (15.09.2022-14.01.2023) 3 month period
Period 5 (15.01.2023-14.07.2023) Y% year period
Period 6 (15.07.2023-14.01.2024) Y year period

SRR

The training agenda is attached.

Reported by Ochir ALTANSUKH, National University of Mongolia
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The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects the views only of the authors, and
the Commission cannot be held responsible for any use which may be made of the information contained therein
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THE URGENT REPORT

Urban Resilience and Adaptation for India and Mongolia: curricula, capacity, ICT and stakeholder collaboration to support green & blue
infrastructure and nature-based solutions
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“HOW TO PREPARE THE FINANCIALAND TECHNICAL REPORT”
virtual training
12 August 2021

National coordinator: Professor Ochir ALTANSUKH

LFEOEE0OR00RRARE

© URGENT

e
é?_ ATYYIITA
]

* Budget

« Staff cost

« Travel and stay cost

« Co-financing
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* Technical report
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{‘é’@ Project reporting

i * 6 monthly periodic reports (partner — coordinator)
t‘ i « Intermediate report: October 2022
o Financial statements (coordinator — EACEA)
o Technical implementation report
(partner — county coordinators — WP leaders — project coordinator — EACEA)
« Final report: January 2024
o Financial statements (coordinator — EACEA)
o Technical implementation report
(partner — county coordinators — WP leaders — project coordinator — EACEA)

Period 1 (15.01.2021-14.07.2021) Y2 year period
Period 2 (15.07.2021-14.01.2022) V2 year period
Period 3 (15.01.2022-14.09.2022) 9 month period
Period 4 (15.09.2022-14.01.2023) 3 month period
Period 5 (15.01.2023-14.07.2023) 2 year period
Period 6 (15.07.2023-14.01.2024) V2 year period
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; {‘é’@ Financial Report
1 1. Staff Costs

ﬂ ! 2. Travel Costs and Costs of Stay

3. Equipment Costs

4. Co-financing

All supporting documents provided by the beneficiary need the clear identification of
the key words and amounts that justify the expenses or purpose requested, together
with proper handwrite English notes, if originally issued in a language different from
English.

{‘é’@ Total and partner budget

i (e wetdon

s comiribution s the peuject for e costra iod covered by ihe
i ke o an stiputatod im Armes (11 of the

e Drasmist rant contri e o e parmershlp uier the furm of

Fagipmeni s Sube
th eosts i urred For Staf! costs, T

Payrvent plas fin Fara):

¢ é*@ Co-financing — 10%

Informatisn for the Co-finamdng
Tomem Sowrce. | Amount |
Chvwrhawdy. con reumarces | 542500,
Perng v T 2|
Putliihing

| Twtal | FIRR00

Type of expendure_Partner number_Current number

~ Staff costs — Current number of staff convention: Example for NUM: S P51
~ Travel costs and costs of stay - Current number of mobility report: Example for NUM: T_P5_1
~ Equipment costs — Current number of purchuase document: Example for NUM: E_P5.1

1

Joint declarations: JD_PartnerNo_RefNo_Name of person: JD_P5_S1_Aagii
TS_P5_S1_Aagii

TR_P5_T1_Aagii

@

Time sheets: JD_PartnerNo_RefNo_Name of person:

1

Travel reports: TR_T_PartnerNo_RefNo_Name of person:
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Staff cost

1. Managers (including legislators, senior officials and managers) carry out top managerial activitics related to- the
administration and coordination of project activities.

2. Researchers, teachers and trainers (RTT) typically carry out academic activities related to curriculumy/training programme
development, development and adaptation of teaching/training materials, preparation and teaching of courses or trainings.

3. Technical staff (including technicians and associate professionals) carries out technical tasks such as book-keeping.
accountancy, in-house translation activit

4. Administrative staff (including office and customer service clerks) carries out administrative tasks such as secretarial
duties. Students can work for the project and can be considered as administrative staff, provided that they have signed a
work contract with a consortium beneficiary institution.

The Staff category to be applied will depend on the work to be performed in the project and not on the status or title of the
individual. It is quite usual the one and the same person fulfills the work for different staff categorics. The same Person can work
on the Reporting of the project results as a Manager, do lecturing as a teacher, program the eLcarning course as a technician and
fill some forms as administrative personal.

M. Daily Morgolia

Category Cat [

Manager o1 [

Teae e Trasrnt [ Rese ar cht [=] 33,00]

Techaical staff (=] 22,00/
I e Seakf =] 17,00]

o uRGENT

Staff cost

All activities for one person / Staff category for reporting period must be written in the same Joint
declaration.

The descriptions must be short, almost the same as in Workplan.

The details to the descriptions must be listed in Time sheets.

Time sheets must be available for each Joint declaration

All activities to the same person and staff category for reporting period must be listed in one Time
sheet.

If the person was working in different staff categories, then the separate Joint declaration and Time
sheet must be filled for each category.

One Time sheet for each Joint Declaration.

The description of activities must contain details, such as names of the courses, TLM, names of
seminars, etc.

Time sheet must be sorted by month.

Max days for a person /month in all categories must not exceed 10 days

£ URGENT
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Staff cost

Supporting documents:
~ Joint declarations

~  Time sheets

~ Formal employment contract
~ Salary slips

~ Tangible outputs/products

O URGENT

; {‘@ Time sheets

ey e | ety ey
Vo | RGNS A S ULACH
ey ey
e -
[ prer—
i G
o e
o e
e M = Bt = e parir et s marprs praasn
= e
: o g
w1 | P
s |t | 1 s g i ; i
= Mt 1 g T
e g e Herrrs ST
bl s : - Pt e ” baathan
! 1y
I - 2
wrponsi 0

Travel smd stay cost

Mitnedfer europa 4 ilculati
Supporting docemente:

- Indimehz] v repert

= Bnarding pazaes for fights o tickets foe vailesy, bns

~ Agendas

~ Atiendance / Pariicpant lists

— Costaof stay are el vulated aceonding 1o the dovetion of the sty

= [t wall not be neceszary 1o prowve Lhe actual cost of the vl

Booking.com

{‘@ Travel and stay cost

YES

30BXOH TyXailH OallryysuTarsiH axkuiarad OaitHa.
Unit cost Gyroy XyH/@16p TOO1100 XHITHI.
Staff/student oop Gaiina.

Economic class

Hapuiin 3apuyynant maapaaxryii.

NO

VpamIiyyuiblH 30pUIT00p ABAXTYH.
Baiiryynnarem Oyc XyH sBaxryi.
Wy XoHoT asmaxryit.
First/business class siBaxryii.
3opuynantein Gycaap auMriaxryii.
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Equipment cost Equipment cost

1. Barawuiin Karcaar raprax — TocAmiin Opro/THii yex

H L Eara)l(m:m JKarcaair raprax — TOCIMHH ©ProUIMAH Yl . . ! 2. PBarwmiin xarcaarr oopwiox - maapumararaii Gon — Toctiin
{ 2. BarakuiiH jKarcaair eepwiex — Iaapjuarataii 6oi — TOCIHIH epeHXHil { eporxuii i ~ EACEA apax —
i MeHexepTdi 3esnennex — EACEA peis aBax — peeryii Gaiixas i 30BIOOpoorYif Gaiixan Xynanian aparT XHiixryii.
1 XylaJlaH aBaiT XUHXryi. 1 A i B o
i 3. baiiryynnareie Tyxail KHIMIH TOCOBT Ta/IHBIH XOPEOHT® OpyylaiT T3 X3COIT i
- 1 H Tycrana. - 1 H
mii 4.3 . o mii
i . 3axX 399UMiH cypairaa Xuiix i
l IEE 5. TexuukHiin naamrasap 60I0BCPyyIax l IEE
!‘E 6. XynanjaaH aBalThlH X2JITCIIP JAMKYYIaH TEHIEp 3apiax !‘E
lig 7. Tenzep manrapyynax KOMHCCT OPOX lig
] !E 8. bapaar Xyi99H aBax — rapbIH yCor 3ypax ] !E
!i 9. Xonborzox 6yx Ouuur GapuMTBIT Xaraaax Qi
HES 10. Tecuitn soro Gaiipuryynax, GalryymIarsiH gaHCcaHI OypTIYYIdX HES
1’.! ! 11. 3opuyitanTbid jaryy ammax 1’.! !
ﬁ ; 12. AmmriianTeiH Taillal raprax ﬁ ;

O URGENT ©uRGENT

2 o o ———
Equipment cost Equipment cost e
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3. Baiiryyunarsis TyXaii KIUIHiiH TOCOBT Ta/IHBIH XOPOHT'® OPYYIAIT I35r XICIIT TYCraHa. 4. Sax mamin cyaraa o
5. Tesonods peamwazap GonmEcpyNES i e — =
et

O URGENT £ URGENT

Equipanent cost B W o St 11 ot il e et e Equipment cost
,? :Ts’mmapwmmw( et piis REELARR PR 10. Tecniis noro Gaiipuyynax, GafiryyLIarsin HaHCanK GYPTTYYISK
& R 11. 3opHynanThis Aaryy aumriax
] il SRE The IR o 12. Ammrnasrain Tafinan raprax
O Homforgoe: Gy fxenar Gapeoarwr s pran RS o = i

] ] -
] 3 ] =
E E PURK AT
5 5 SATHENRAL UNTVERSITY OF MONGOLIA UNDER THE INTENSE PROJECT
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] ] [
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Equipment cost

Three commercial offers and protocol of choose of supplier
Purchase contract

Invoices

Bank statements

Delivery note

Proof that the equipment is recorded in the inventory of the
institution

7. Report (with photos) how the equipment is used by the
students, researchers and teachers.

QAW =

O URGENT

Co-financing — 10%

Infarmatisn for the Ce-firanng
Toam Soarce T Amount |
[ ] 425,00
Printing & L e T zmom|
Puiblishing
Tatal FT2000

Practically, this means that no proofs of expenditure or supporting documents will be required by the Agency.

Co-financing must be at least 10% of the total costs and can include:

. co-financing of mobility
. co-financing of the staff costs for some of the activities

. printing, ishing of textbooks, guideli i ination materials.

. translation of the teaching materials

[T )

. overheads

Technical report

For project meetings:
1. Agenda of the meeting
2. List of participants
3. Minutes of the meeting
4. Report with photos

For training activities:

1. Program of the training
2. List of participants

3. Report with photos

For multiplier events:

Description of the event

List of participants, date and place of multiplier event

Agenda, leaflets, invitations and any documents used or distributed at the multiplier event
Report with photos for dissemination

el S

Technical report

New / updated course:
Courses —Syllabus
Prove /report of involvement of industrial partners in course development/evaluation
Teaching and learning materials (TLM), such as guideli

lecture notes, p
Accreditation of the courses

Training of staff to ensure sustainability

Study process according the new courses in the 2nd and 3rd project years.
Information about the new programs and courses in HEIs” web sites

NouwhswN e~

New / updated subject:
. Syllabus

2. Learning outcomes

3. Teaching methodology

4. Number of credits allocated (ECTS or others)

5. Manuals and textbooks to be used by the learners

6. Curricula where the updated subject is taught (and relative n° of students)

wos

B

Thanks for your attention




