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1. Administration 
Acknowledgement 

The project leader 
will receive a 
decision letter and 
an administration 
acknowledgement 
from NOVA.  

Sign the 
acknowledgement 
and return it as a 
PDF in an email to 
the NOVA 
secretariat. 

Deadline: 
By the deadline 
given by the NOVA 
secretary 

Responsible:  
- NOVA secretary 
(for sending the 
documents) 
- Project leader (for 
signing and 
returning the 
acknowledgement) 

 

2. Budget 

 
Use the Excel template 
in section 5 below in the 
final reporting to NOVA. 

Responsible: 
Project leader 

NB! The expenses 
should follow the 
budget presented in the 
application unless 
otherwise stated in the 
decision letter.  

For the budget items for 
which there are 
restrictions (see the 
comments in the 
budget), you can never 
exceed this limit. For 
other budget items, 
minor deviations are 
OK. For major 
deviations, contact the 
NOVA secretary. 

 

3. Advance 
Disbursement 

An advance 
disbursement of up to 
60% of the maximum 
grant can be requested.  

Send an email to the 
NOVA secretary. 

Responsible: 
Project leader 

NB! An advance 
disbursement is not 
guaranteed. 

 

4. Reporting to 
Home Institution 

 
- Financial report 
- Other reports 

According to the 
practice at the NOVA 
member institution. 

Responsible: 
Project leader 
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5. Reporting to NOVA 

 
Submit the final report to NOVA in the online reporting system. It is required to answer all questions and to use the budget template. 

You will be asked for the following information: 
11.1. Financial report - Template 
Upload the financial report as an Excel-file AND a PDF of the financial report with your and the head accountant’s signatures (select 
“print”, “fit sheet on one page” or “fit all columns on one page”).  

11.2. Possible external funding  
 
11.3. Self-evaluation  
 
11.4. Bank and account information: 

a) name and address of local NOVA member institution (recipient) 
b) name and address of local NOVA member institution’s bank 
c) account no, IBAN, SWIFT 
d) reference 

11.5 Updated course project plan if there have been important changes  

Deadline: 
By the deadline stated in the decision letter. 3 months after the end of the project. NOVA applies a very strict policy for reporting 
deadlines. Only in very exceptional cases, grants are paid if the reporting is late. 

Responsible: 
Project leader 
The local NOVA coordinator must be able to confirm the bank and account information. 
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8. Project Evaluation 
 

- Project leader’s self-evaluation 

The project evaluation will be used in 
the evaluation of later applications to 
NOVA from the project leader/project 
group members.  

Responsible: 
NOVA secretary 
 

7. Payment of NOVA 
Grant 

NOVA will make the 
final disbursement after 
it has approved the final 
report. 

Responsible: 
NOVA secretary 

6. Processing of Final 
Report to NOVA 

Responsible: 
NOVA secretary 
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