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This guide provides an overview on how to fill in and submit the Status report 

using the dedicated functionality in the RBM-portal, including the mandatory 

fields to be fulfilled, to submit the report. The Project manager and Project 

participants associated to the project can edit the report, but only the 

Project manager can submit the report.  

 

 

The report form opens  

When the reporting period begins, the project manager at the 

administrative body will receive an automated email notification 

requesting a status report. 

 

The email contains important information about the reporting request, 

including: 

• Project ID 

• Report type 

• Report number 

• Submission deadline 

 

It also includes contact details for the Project Advisor and Project 

Coordinator in case assistance is needed. 

 

To access the report, click the “Submit Report” button in the email. This link 

will take you directly to the RBM portal, where you can complete and submit 

the status report. Make sure to submit the report before the indicated 

submission deadline.  
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If you experience any issues accessing the portal or completing the report, 
you can contact the responsible advisor listed in the email. 
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1. Basic information  

Field Field title Guidance to completing the fields  

1 
Basic 

Information 

The report form opens with the navigation 

menu (1) to easily access the various report 

parts to complete.  

 

The Basic information section (2) provides a 

brief overview of the key information from 

the approved project description.  

 

It summarises the main project details, 

including  

project identification numbers (RBM ID, 

project name, and P360 number), 

information about the administrating 

organisation (name, country, and 

registration number), the overall project 

timeline (decision date, contract signature 

date, start date, and end date), and the 

current report number. 
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The purpose of this section is to present the 

essential project information in one place for 

reference. 
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How to fill in the report 

2. Progress  

Field  Field title  Guidance to completing the fields   

2 

Overall 

Assessment 

of Project 

Progress 

Details to include:  

• Provide a summary of the current 

status of the project / program 

implementation. 

Tips: 

• How the project/program is 

progressing towards its objectives and 

expected results - if relevant, 

information on achieved results. 

• Delays or deviations in relation to plan 

or budget 

 

 

Note  

• This field is required  

• Must contain a minimum of 200- and a 

maximum of 1500 characters  
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2.1 Achieved Results 

2.1 
Achieved 

Results 

Click “Next” to begin reporting on the 

progress of each outcome and output its 

indicator. 
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2.1.1 

Progress 

Towards 

Expected 

Results 

In this section, you are asked to report on the 

progress of each outcome and output 

indicator. 

 

You must:  

• Select a progress status (1) 

 

You may:  

• Enter the current indicator status (if 

available) (2) 

• Add a comment (3) if further 

explanation is needed  

 

 
Progress 

status 

Select the option that best reflects the current 
situation of the outcome or output 
 

Options and definitions: 
1. No progress:  

o No activities related to this 
outcome have started, or no 
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measurable progress has been 
made. 
 

2. Far below expected progress: 
o Progress is significantly 

behind schedule. Major delays 
or challenges are affecting 
delivery. 
 

3. Below expected progress: 
o Some progress has been 

made, but it is slower than 
planned. Minor or moderate 
delays may be present. 
 

4. Progress on track: 
o Activities are progressing as 

planned and are expected to 
meet the target within the 
agreed timeframe. 
 

5. Ahead of expected progress: 
o Progress is faster than 

planned. Results may be 
achieved earlier than 
expected. 
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6. Outcome/ Output achieved: 
o The outcome/ output has been 

fully achieved and the target 
has been met. 

 
Note 

• Selecting a progress status is required  
 

 
Indicator 

status  

What is the current measured value? 

 

If available, enter the current status towards 

target.  

This should show actual progress towards the 

target at the time of reporting. 

 

Example:  

Baseline: 0 

Target: 10  

Current status: 6 workshops completed  

 

Note  

• This field is not required  
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 Comment 

Keep the explanation short and factual and 

use it to explain:  

o Delays or deviations 

o Risks or challenges 

o Why progress differs from 

plan 

 

Note  

• This field is not required  

• Maximum 200 characters 
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Overall 

comment 

Provide an overall assessment of how the 

project / program is progressing towards its 

expected outcomes and outputs. Please, be 

sure to explain any outcomes and outputs with 

a lack of progress in the assessment and any 

realized and/or expected delays or deviations. 

 

Note: If it becomes unlikely that expected 

results will be met, or that indicator targets 

will be achieved as planned, explain why and 

what corrective actions are being considered. 

Also note any positive deviations (e.g., where 

results are expected to exceed targets). 

 

Note  

• This field is required  

• Minimum 200 characters 

• Maximum 1500 characters 
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2.2 Activities 

Field Field title Guidance to completing the fields  

2.2 Activities 

Status – What is the current situation? 

Select the option that best describes the 

current implementation status of the activity  

 

Options and definitions:  

1. Not started 

o The activity has not yet begun 

2. Delayed 

o The activity has started or was 

planned to start, but 

implementation is behind 

schedule. 

3. In progress 

o The activity is ongoing and 

progressing according to plan. 

4. Completed 

o The activity has been finalized 

as planned. 

5. Cancelled 
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o The activity will not be carried 

out. 

 Comment 

If applicable, provide a comment where there 

are deviations to plan. Keep the explanation 

short and factual and use it to explain:  

o Delays or deviations 

o Risks or challenges 

o Why progress differs from 

plan 

 

Note  

• This field is not required  

• Maximum 500 characters 
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Overall 

assessment  

If applicable, provide an overall summary of 

progress and note any changes to the activity 

plan.  

 

Keep the explanation short and factual and 

use it to explain:  

o Delays or deviations 

o New activities  

o Scope adjustments  

o Why progress differs from 

plan 

 

Note  

• This field is not required  

• Maximum 1500 characters 
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2.3 Risks  

2.3 Risks 

This section follows up on risks identified in 

the last approved project/program 

description. 

 

 Status update  

Provide a brief update on the previously 

identified risk. 

For each listed risk, describe whether it has 

materialised or changed in likelihood or 

impact. Indicate any mitigation actions taken 

or adjusted, and explain any resulting effect 

on the project (e.g. timeline, budget, scope, or 

quality). Keep the update concise and factual. 

 

Note  

• This field is required  

• Minimum 5 characters 

• Maximum 200 characters 
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Describe any new or emerging risks identified 

since the last report. For each risk, include: 

 

• A short description of the risk 

• The probability (Low/Medium/High) 

• The potential impact on the project 

• Any planned or implemented 

mitigation actions 

 

If no new risks have been identified, please 

state “No new risks identified.” 

 

Note  

• This field is not required  

• Maximum 1500 characters 
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2.4 Incurred Expenditure 

2.4 
Incurred 

Expenditure 

Introduction 

In the Incurred expenditure section you can 

view the Project budget (1), the columns 

where you must report the expenditure 

incurred (2), and a comment filed (3).  

 

Only expenditure incurred since the project 

start date should be included. The figures 

should be based on the best available 

information at the time of reporting (e.g. 

actual costs paid, signed contracts, or reliable 

estimates based on project progress). 

 

As a general rule, incurred expenditure must 

be reported proportionally under the columns 

NCM and Other, in accordance with the 

financing structure approved in the project 

budget. 

 

 

Estimated 

Incurred – 

NMR  

Enter the portion of the incurred expenditure 

that has been financed by the Nordic Council 

of Ministers (NCM). 
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This amount must reflect the share of costs 

covered by NCM funding in line with the 

approved budget distribution. 

 

 

 

 

 

 

 

 

Estimated 

Incurred – 

Other 

Enter the portion of the incurred expenditure 

that has been financed by other sources (e.g. 

own contribution, co-financing, external 

funding). 

 

The distribution between NCM and Other 

should follow the proportional financing 

structure defined in the approved project 

budget. 
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 Comment  

Use the comment field to provide 

clarifications where relevant. This may 

include: 

 

• Explanation of significant deviations 

from the approved budget 

• Justification for unusually high or low 

expenditure 

• Clarification of estimation methods 

used e.g. exchange rate used for the 

currency conversion.  

• Information about expected 

adjustments in future reporting 

periods 

 

Comments should be concise and only 

included where additional explanation is 

necessary. 

 

 



 

22 

 

 

Budget 

Deviations - 

Comment  

Use this field to explain any significant 

deviations between the approved project 

budget and the incurred expenditure. 

 

If expenditure is expected to deviate by more 

than ±10% per budget category or overall, 

please describe: 

• The reason for the deviation 

• The expected impact on project 

activities and results 

• Whether an update or revision of the 

project budget will be requested from 

the Nordic Council of Ministers (NCM) 

 

Provide a clear and concise explanation. If 

there are no significant deviations, please 

state: “No significant budget deviations to 

report.” 

 

Note  

• This field is not required  

• Maximum 1500 characters 
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How to submit the report 

3. Summary 

Field Field title Guidance to completing the fields  

3 Summary 

The summary filed provides an automatic 

summary of all sections included in the status 

report. It consolidates the key details and 

information from each section into a 

comprehensive overview for quick reference. All 

new content added during the status reporting 

period is highlighted with a blue line. Use the 

Expand all button (1) to see all sections at once.  

 

In addition, you will receive an overview of the 

fields that must be completed before you can 

submit the status report. 

 

When all the required fields have been completed, 

the Project Manager may press the Submit 

button (2) 
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Report is submitted  

Once the report is submitted:  
 

• a success message is displayed  

• the report status changes from Submission to Submitted (review). 
You may need to refresh the page to view the latest status.  

 
Here is an example of the Report screen after successful submission of the  
report.  
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View the report after submission  
 

You can still access the report after submission, but you cannot make any 
further changes.  
 
Click on the See summary (1) or Report details (2) to view the report on the 
screen. Unfortunately, it is not possible to print the report.  
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Re-submission is requested from the Nordic Council of 

Ministers  

NCM reviews the report and checks if all necessary information submitted in 

the report is available and/or satisfactory. If not, an update for the report will 

be requested. Reasons for requesting an updated report may be that the 

administrative body has provided insufficient information. In such a case, a 

notification email is sent to the Project manager, informing them of the 

request to revise the report.  

 

You can access the report direct via the link provided in the email by clicking 

the Submit Report button. The email also has an attached PDF that includes 

the reason for requesting a re-submission 
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The report is also available via the RBM-portal and can be accessed through 

the Reporting tab. Press Status to access the page where you can edit the 

report. 

 
 

 
 

 
Press Edit submission to edit the report. 

 

 


