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Financial Reporting

Please…

 provide all financial and supporting documents every

4 months (first year) and every 3 months (second year). 

 use the PROM-TOOL to create your financial documentation.

• stick on the working days per Intellectual Output and staff category.

• create one timesheet per month.

• ensure that you only report one staff category per month.

• don`t report Saturdays, Sundays, holidays and sick days. 

• sign timesheets for every month.

• send all documents of a reporting period in one package via e-mail and
the originals via post.
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The PROM Tool

The Login Area - http://eduproject.eu/prom/login.php 
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The PROM Tool

The PROM Start Page (1)

http://eduproject.eu/prom/index.php
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The PROM Tool

The PROM Start Page (2) – Set the project

http://eduproject.eu/prom/index.php
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The PROM Tool

The PROM Start Page (3) – Set the organization

http://eduproject.eu/prom/index.php
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The PROM Tool

The PROM Start Page (4) – Set the staff member
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The PROM Tool

The PROM Start Page (5) – Start

http://eduproject.eu/prom/index.php


-10-

The PROM Tool

The PROM Tool – List of organizations

http://eduproject.eu/prom/index.php?id=5
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The PROM Tool

The PROM Tool – List of projects

http://eduproject.eu/prom/index.php?id=4
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The PROM Tool

The PROM Tool – List of staff members

http://eduproject.eu/prom/index.php?id=3
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The PROM Tool

The PROM Tool – Travel costs (1)

http://eduproject.eu/prom/index.php?id=2
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The PROM Tool

The PROM Tool – Travel costs (2) – Travel record I

http://eduproject.eu/prom/index.php?id=2
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The PROM Tool

The PROM Tool – Travel costs (3) – Travel record II
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The PROM Tool

The PROM Tool – Travel costs (4) – Subsistence costs I

http://eduproject.eu/prom/index.php?id=2
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The PROM Tool

The PROM Tool – Travel costs (5) – Subsistence costs II
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The PROM Tool

The PROM Tool – Timesheets (1) – Select the month 

http://eduproject.eu/prom/index.php?id=1
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The PROM Tool

The PROM Tool – Timesheets (2) – Fill in the form I 
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The PROM Tool

The PROM Tool – Timesheets (3) – Fill in the form II 
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The PROM Tool

The PROM Tool – Timesheets (4) - Overview 

http://eduproject.eu/prom/index.php?id=1
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The PROM Tool

The PROM Tool – Log out

http://eduproject.eu/prom/index.php?selval=p
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The PROM Tool
Overview – Task descriptions for PROM

Intellectual Output Task description Who?

IO1 Developing Research Framework UPB

Conducting desk-based 

research

All partners

Conducting field-based research All partners

Collating research reports UPB

Writing Summary Research 

Report

UPB

Translation of Summary Research 

Report

All partners

Drafting a Research Report IK

Design and layout of the 

Summary Report

IK

IO2 Developing curricular framework UPB

Discussing curricular structure UPB, LMC, BKBW, CIFP, SBEOG

Matching curriculum with syllabi UPB, LMC, BKBW, CIFP, SBEOG

Writing of a report on discussion 

results

UPB, LMC, BKBW, CIFP, SBEOG

Writing of curriculum UPB, LMC, BKBW, CIFP, SBEOG

Checking of curriculum UPB, LMC, BKBW, CIFP, SBEOG

Providing a technical online basis 

for curriculum

IK

Integration of the tool in the 

database structure of the EDU-

VET-Website

IK

Writing a publication on the 

curriculum

UPB, BKBW

Creating a paper brochure UPB, BKBW

IO3 Developing content/ tasks UPB, LMC, BKBW, CIFP, SBEOG

Providing of database for online 

courses

IK

Programming the online courses IK

Creating content design IK

Intellectual Output Task description Who?

IO4 Creating a book structure All partners

Discussing book structure SBEOG

Moderating discussion process 

of book structure

SBEOG

Writing book content All partners

Creating graphics or illustrations 

for book

All partners

Proof reading of book contents All partners

Organising book print IK

IO5 Creating criteria guideline UPB, CIFP

Creating a criteria setting UPB, CIFP

Collecting ideas for criteria 

guideline

CIFP

Collecting showcases UPB, LMC, BKBW, CIFP, SBEOG

Supporting design work IK

Creating first prototype of online 

environment

IK

Developing an online 

environment

IK

Integrating an online 

environment

IK

Testing an online environment IK

Final checking of business 

profiles

UPB

IO6 Drafting Policy Paper LMC

Developing of Policy Paper 

questionnaire

LMC

Completing Policy Paper 

questionnaire

All partners

Completing Policy Paper All partners

Translating Policy Paper UPB, LMC, BKBW, CIFP, SBEOG

Designing Policy Paper IK

Layout Policy Paper in all 

partner languages

IK

This overview is also uploaded on NextCloud!
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