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GUIDE FOR FINANCIAL REPORTS

Leonardo da Vinci - Transfer of Innovation - Selection 2008 -

This Guide is intended to provide guidance on how to handle the financial aspects of projects in such a way that financial reports can be readily drawn up.

The Guide is intended also to clarify the submission requirements for the financial reports.

Part I - General remarks -
I.1    Eligibility of costs
When assessing the eligibility of expenditure, the NA will consider the general context, the nature and the amount of the expenditure.

Only costs meeting the following criteria will be considered eligible:

· costs occurred within the participating countries (see General Call for Proposals; Part II: Administrative and financial information);
· costs directly connected to activities in the Agreement;

· costs incurred during the eligibility period (see art. I.2.2 in the agreement);
· costs incurred only by the funded partners;
· actual costs, corresponding to payments made by the partners, supported by invoices and payment documents;
· costs identifiable and verifiable;

· costs in accordance with the principles of sound financial management (value for money). 
Certain costs will be, in all cases, ineligible, in particular: 

· exchange rate losses;
· excessive or reckless expenditure;
· costs incurred outside of the eligibility period;

· costs of opening and operating bank accounts;

· costs which cannot be evidenced by invoices/receipts/boarding passes.

See list of ineligible costs in the Administrative and Financial Rules.

I.2   VAT 

VAT can be charged to the project only if it is a final tax, non-deductible and non-recoverable.

The partners should present an official statement, signed by their legal representatives, certifying their VAT situation. 
I.3    Exchange Rate 

Any conversion of actual cost into euro shall be made at the monthly rate established by the Commission and published at the address: http://ec.europa.eu/budget/inforeuro, for the months corresponding to the transfers of the 2 prefinancing payments from the NA to the beneficiar, as follows:

-the monthly rate corresponding to the date of the first payment, for costs incurred up to the second payment

-the monthly rate corresponding to the date of the second payment, for costs incurred after the second payment 

The exchange rate and the amount in euro must be mentioned on the supporting financial documents issued in national currency.

I.4   Amendment requests for changes of the approved budget

If the need for changes to the budget arises during the project’s lifetime, the contractor may request to the NA for an amendment.

· Any change of the approved budget must be the subject of a written amendment to the contract.
· The amendment request must duly justify the reasons for the proposed changes. 
· The amendment request cannot be made retrospectively. Changes which, in reality, have already been carried out, prior to the submission of the request, cannot be retroactively requested. 

· Any request for amendment has to be submitted to the NA at least one month before the closing date of the project. 

· An amendment request for changes to the approved budget headings is not necessary, if the transfer between the budget headings does not exceed 10% of the amount of each increased budget heading. 

· When assessing your financial report, the NA will accept costs declared that exceed the approved budget following the above-mentioned rule (by budget heading).
· This rule is not applicable to indirect costs as they are calculated on the basis of a flat rate amount. 
· Please note: even if the changes to the approved budget headings do not necessitate a formal amendment request, it is still necessary to inform the NA, in advance, in writing, about the transfers decided.
I.5    Accounting system 

· The partners’ internal accounting and auditing procedures must permit direct reconciliation of the costs and revenue declared in respect of the project with the corresponding accounting statements and supporting documents. 
· All transactions within the eligibility period, related to the actual expenditure/income under the project, must be recorded systematically using a numbering system, which specifically identifies the project.

I.6    The supporting documents should be:

· clearly and well photocopied, dated (not legible documents will be considered as ineligible);

· issued by an institution other than the partner (not produced internally);

· certified by the organization’s signature (with the name of the person signing written in clear) and bearing the phrase ” True to the original, paid from the Project number LLP/LdV/TOI/2008/RO/….”;

· briefly translated (explain the nature of expenditure/ task carried out) in English or French if they are issued in other language.
I.7   Reference number for supporting documents
Two columns in Tables J.3 to J.7 enable you to identify the expenditure with a reference number, as follows:

· the column ‘Partner no’: you should enter number as ‘1’, ’2’, ’3’ etc., not ‘P1’, ’P2’ and ‘P3’;

· the column ‘Reference’: 1, 2, 3, etc…. represents the number allocated to the respective expense.

The supporting documents for expenditure reported in one row in the Tables J.3 to J.7 will be identified with a reference number. 

For example: the supporting documents for the expenditure number 1, from the table J.4, will be referred as J.4-1, expenditure number 2, from the table J.4, as J.4-2.

This referential system is required in order to better understanding of your financial report.

· Not complying with the rules and the filing order could lead to the rejection of the report.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          

Part II  - Financial Tables -

· All Transfer of Innovation projects must fully complete Financial Tables at the Report stage. Once all Financial Tables have been completed these should be printed and submitted with the report. Before being submitted, Tables J.1 (a+b+c) must be signed by the legal representative of the organisation.
· Additionally, an electronic copy must be sent to the NA.
Budget Headings and required supporting documents
II.1 Staff Costs (Table J.3)

· Staff costs include any salary/or remuneration paid to persons employed by a partner’s organisation, working permanently or temporary for the project.

· Staff members of project’s partners are not allowed to operate in a subcontracting capacity for the project.
· Staff costs must be actual costs and can include social security contributions, social fee, holiday pay and pension costs, corresponding to each partner usual policy on remuneration, and cannot exceed the maximum daily cost approved within the contractual budget for each staff category.
· Staff costs must exclude bonuses, incentive payments and profit-sharing. 
· For each individual, the total staff costs for the project are calculated by multiplying their daily rate by the number of days worked for the project.

· Partners must be prepared to provide supporting documents (payslips or official/ certified accounting documentation) relating to the method of calculation of the daily rates for staff, in addition to contracts and CVs, for those working in the project. The contractor must keep copies of these documents, from all partners.

· The above mentioned supporting documents do not need to be sent with the financial reports, but need to be available, if requested by the NA or for audit purpose.

· If your project is audited, you will need to show:

· A list of all personnel employed on the project, showing the exact period that they worked, plus their position

· Employment contracts for both permanent and temporary staff

· Payroll/salary slips for the project duration 

· Calculation of the related charges (e.g. pensions)

· Bank statements showing payments made to the personnel

· Evidence of calculation of the daily rates

· Timesheets 

· For recording staff costs you will use timesheets, which should show:

· The person carrying out the work

· The number of days/ hours worked for the project

· The activity carried out

· In order to help partners to report staff costs in Table J.3, NA produced the following centralized sheet, which all partners must complete. 

· This requires, for every person who has worked on the project, the number of days worked for the project and the daily salary paid. The centralized sheet calculates the total number of days and the total cost for each person. These totals are then filled in Table J.3:

· Exemple:

	
	CENTRALIZED SHEET FOR STAFF COSTS 
	

	Project No
	 

	Name of the person 
	 

	Ref
	Document name
	No/ Date of the document
	Value declared in the project
(national currency)
	Exchange rate
	Value declared in the project
(EURO)
	Number of working days for the project (according with the time sheet) 
	Salary per day 

(EURO)

	 
	 
	 
	1
	2
	3 = 1 / 2
3 = 4 * 5
	4
	5

	1
	Payslip, nov. 2007
	20.12.07
	3,144.47
	3.3437
	940.42
	22.00
	42.75

	2
	 
	 
	 
	
	 
	 
	 

	3
	 
	 
	 
	
	 
	 
	 

	4
	 
	 
	 
	
	 
	 
	 

	 
	 
	 
	 
	 
	940.42
	22.00
	 

	 
	 
	 
	 
	 
	Total cost   (according with the financial report) 
	Total number of working days  (according with the financial report) 
	Salary per day (average) 

	
	Financial Manager: Name, Signature
	
	
	
	
	
	

	
	Date
	
	
	
	
	
	


· The eligible amount of the Community contribution to staff costs will depend on the assessment of the project outcomes, according to the following scale:

	Final Rating
	Corresponding reduction to eligible staff costs in the final Community contribution

	Very Good
	10
	0%

	
	9
	

	Good
	8
	

	
	7
	

	Acceptable
	6
	

	
	5
	

	Weak
	4
	25%

	
	3
	50%

	Very Weak
	2
	75%

	
	1
	85%


As mentioned above, the reduction will be applied to the total eligible staff costs. Once this amount is identified, the corresponding grant to the staff costs will be calculated in accordance with the co-financing ratio established in the grant agreement.

Example

A project with a co-funding ratio of 75% and total eligible staff costs of 100.000 EUR has been assessed as having a weak implementation and has been awarded a rating of 4. The reduction would be applied as follows:

	Total eligible staff costs:
	(A)
	100.000 EUR

	% reduction to eligible staff costs: 
	(B)
	25%

	Actual amount of reduction (= A x B): 
	(C)
	25.000 EUR

	Total eligible staff costs after reduction (= A - C): 
	(D)
	75.000 EUR

	Co-funding ratio: 
	(E)
	75%

	Total grant towards staff costs (= D x E): 
	(F)
	56.250 EUR


· The following supporting documents must be submitted for the financial Report:

· time sheets;

· centralized sheets for staff costs.

II.2 Travel and Subsistence Costs – (Table J.4)
· This category includes only the travel and subsistence costs for the staff working in the project, that is only for the persons included in table J.3-“Staff costs”. 
· Travel and subsistence costs for non-staff members must be included in Table J.6 (subcontracting costs) or J.7 (others costs).

· Costs for travel to or from countries other than those participating officially in the programme are ineligible.

· The costs of travel and subsistence has to be in line with the partner’s usual practices and be calculated according to the internal rules of each partner’s organization.

· Costs may be claimed only for journeys directly connected to specific and clearly identifiable project-related activities. 
· The supporting documents (invoices, payment orders, bank statement, etc.) will be included, for each person, in a centralized sheet, as follows:

     CENTRALIZED SHEET FOR TRAVEL AND SUBSISTENCE COSTS
     Name of the person

     Destination country

     Travel period (departure date , return date)

	Expenditure type
	Supporting documents
	Cost in other currency than Euro
	Cost in Euro
	Number and date of the document that proof the payment 

	
	No.
	Date
	
	
	

	Travel costs: (from the point of origin to the point of destination: plane, train, bus, taxi, car)

- Travel Insurance 

- Visa (if any)
	
	
	
	
	

	Total travel (Euro)
	
	
	
	
	

	Subsistence costs:

-Daily allowance

-Accommodation (if not included in daily allowance)

-Local transport (if not included in daily allowance)
	
	
	
	
	

	Total subsistence (Euro)
	
	
	
	
	

	Total travel and subsistence
	
	
	
	
	


     Financial manager: 

     Name, Signature

Travel costs include: all costs and all means for travel from the departure city to the destination city (include also travel costs to airport or rail station); any other local travel is included in subsistence costs.
· Reimbursement of the travel costs is based on real costs, independent of the means of travel chosen. Partners are required to use the cheapest means of travel (e.g. use Apex tickets for air travel and take advantage of reduced fares). 
· The following supporting documents are necessary for reimbursement: 

Air / train travel:

· plane / train tickets;

· boarding passes;

· invoice for the plane tickets (if any);

· receipt/ payment order/bank statement/other similar document as proof of payment;

Private car travel:

· any evidence showing the price of a rail, bus or plane ticket; only one ticket will be reimbursed, independently of the number of people travelling in the same vehicle;
· a rate per km, in accordance with the internal rules of the organisation concerned, up to a max of  € 0.22/km;

· The cheapest will be refunded.

Rental cars or taxis:  - invoice, proof of payment or receipts (for taxis).

Rental cars or taxis are acceptable if:

· the actual cost is not excessive, compared with other means of travel;

· travel is made at an early or late hour, or the luggage (carried for the project’s interest) is excessive.

Reimbursement will be made independently of the number of people travelling in the same vehicle.
Travel insurance:  - insurance policy.

Subsistence costs include: accommodation, meal and local travel costs.

· Subsistence costs must exceed neither the daily rate per person applied by the organisation to which the person travelling belongs, nor the maximum rates for the destination country published in the Call for proposals. 
· In calculating the number of days for which to apply the daily subsistence rate, it should be noted that a FULL day includes an overnight stay; a full day’s allowance without an overnight stay, will not be reimbursed.

· Reimbursement is based on the existing internal rules of the partner organisations, which could be on actual costs (reimbursement of receipts) or daily allowance basis.

· In either case, documentation evidencing the applied internal rules must be provided.

· Supporting documents to be submitted, according to the internal rules of the organisation:
Reimbursement on actual costs:

· the statement of expenditure, in accordance to the internal rules of the organization, signed by the persons entitled to do so within the organisation (usually the head accountant);
· all documents concerning  the amounts reimbursed: the hotel invoice, meal and taxi receipts etc.
Reimbursement on daily allowance basis: 

· the statement of expenditure, in accordance to the internal rules of the organization, signed by the persons entitled to do so within the organisation (usually the head accountant);
· the internal document which mention the amount of daily allowance applied by the organisation;

· the hotel invoice to substantiate the declared number of overnights.
II.3 Equipment costs – (Table J.5) 

· The total reported expenses may not exceed 10% of the total direct costs reported.
· This table requires you to report any expenditure for purchase, rent or lease of equipment (new or second-hand), including the installation, maintenance and insurance costs. 

· Only the cost of the equipment’s depreciation corresponding to the duration of the project and the rate of actual use for the purpose of the project may be taken into account.

· The partner organisations have to explain the rules applied.

· The rules for procurement under section subcontracting apply.
· All equipment related to the administration of the project (i.e. PCs, laptops, etc.) and all equipment purchased before the start of a project is covered by the indirect costs of the project. 

· The following supporting documents are necessary for reimbursement:
· official statement that explains the method of calculation of the degree of use declared in the project (%);
· invoices;

· receipt/ payment order/ bank statement/ other similar payment document.
II.4 Subcontracting costs (Table J.6)

· The total reported costs for subcontracting may not exceed 30% of the total direct costs reported for the project.
· Subcontracting costs refer to any amount paid to an external body or organisation, carrying out a specific one-off task in connection with the project, which is also the subject of a subcontracting agreement.
· The beneficiary shall award the contract to the tender offering best value for money, that is, to the tender offering the best price-quality ratio, in compliance with the principles of transparency and equal treatment for potential contractors, care being taken to avoid any conflict of interests.

· Staff members of project’s partners are not allowed to operate in a subcontracting capacity for the project. Under no circumstances subcontracting costs will be justified by salaries. 
· Subcontracting agreements must include, as a minimum, the following information: 

· purpose of the agreement;

· dates on which the agreement begins and ends;

· amount to be paid;

· detailed description of the costs on which the final amount is based.

· The following supporting documents are necessary for reimbursement:
· In case of value below € 500:

· invoice including, as a minimum, the name of the project, description and date of the activity, amount to be paid;

· receipt/ payment order/ bank statement/ other similar payment document.

· In case of value between € 500 and € 5.000: 

· one offer, a subcontracting agreement, an invoice including, as a minimum, the name of the project, description and date of the activity, amount to be paid;

· receipt/ payment order/ bank statement/ other similar payment document.

· In case of value between € 5.000 and € 25.000:

· at least three offers from 3 tenderers;

· subcontracting agreement;

· invoices corresponding to the carried out task;

· receipt/ payment order/ bank statement/ other similar payment document.

The limit of € 5.000 refers to a single subcontractor, no matter how many activities have been carried out.

· In case of value between € 25.000 and € 60.000: 

· at least five offers from 5 tenderers;

· subcontracting agreement;

· invoices corresponding to the carried out task;
· receipt/ payment order/ bank statement/ other similar payment document.
· In the Table J.6 should be provided a full explanation about ‘Sub-contracted activities’ as in example below:

	Sub-contracted activities

	Translation publication ‘New method’ from English to French

	Printing 1500 copies of publication ‘New method’

	Designing online portal


II.5 Other costs - (J.7)

· Only costs incurred by the partners themselves are eligible under this cost category; costs for which third-party subcontracts have been established should be included under ‘subcontracting costs’;
· Costs under this heading can include:

· press releases and advertisements;

· purchase of information materials (books, studies, electronic data);

· travel and subsistence costs relating to beneficiaries non-staff members of partnership (experts with no subcontract, trainees, social partners, etc); when travel and/or subsistence costs are reimbursed to third parties, the rules applicable to staff of partners will be applied;
· hire of rooms for a meeting or other event (not within partner organisations own premises);

· conference fees;

· costs related to the production of seminar (where the seminar is a foreseen as a product/result and where task-related costs are easily identifiable).
· Costs related to consumables, office supplies are covered by indirect cost.

· In Table J.7 should be provided a full explanation about ‘Item’ and ‘Purpose’ as in example below:

	Item
	Purpose

	Hire of conference room in Urbis hotel
	Partner meeting in London 

	Travel and subsistence costs M. Jones, expert
	Training session in Paris

	Conference fee M. Jones
	Participation at the dissemination conference in Athens


· The following supporting documents are necessary for reimbursement:

· invoices;

· receipt/ payment order/ bank statement/ other similar payment document.

Each partner should order the supporting documents for table J.6 and J.7, in a centralized sheet as follows: 

	Crt. No
	Expenditure

type
	Supporting

document
	Cost in other currency than euro
	Cost in Euro
	Number and date of the document that proof the payment 



	
	
	No.
	Date
	
	
	

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	Total
	
	
	
	
	
	


II.6 Eligible indirect costs

· The eligible indirect costs for the project are those costs which, with due regard for the conditions of eligibility described above, are not identifiable as specific costs directly linked to performance of the project, but which have nevertheless been incurred in connection with the eligible direct costs. 

· The indirect costs is a flat-rate amount set at a maximum of 7% of the total amount of eligible direct costs. The corresponding costs need not be justified by financial documents.

· Examples of indirect costs are:

- all costs for equipment related to the administration of the project (i.e. PCs, laptops, etc.);

- communication costs (mail, fax, telephone,  etc.) ;

- infrastructure costs (rent, electricity, etc) of the premises where the project is being carried out;

- office supplies; 

- photocopies.

How to complete Financial Tables:

Please ensure that you only include eligible costs for which you have supporting evidence in the spreadsheets.

Only the WHITE cells should be completed (the ORANGE cells are title and the YELLOW cells are self-calculating cells).

Expenditure declared in the Financial Tables should reflect all projects costs, not only those funded via Leonardo da Vinci grant.

Table J.1a: you only need to fill in the column ‘contractual budget’ since the column ‘actual income’ is automatically calculated from the information in table J.2a.

When completing the ‘contractual budget’ always make sure you use the approved budget in your Agreement. If the NA has approved any change make sure you use the updates figures.

Table J.1b: you only need to fill in the column ‘contractual budget’ since the column ‘actual costs’ is automatically calculated from the information in table J.2b.

Table J.1c: you must complete this table at Final Report stage; you need to enter ‘max Community contribution’, ‘max % contribution’, ‘pre-financing received’.

Table J.2a: you should ensure that partner numbers correspond to the partner table in your Agreement. 

Table J.2b: all the figures in these tables apart from the figures for Indirect costs are automatically calculated from Tables J.3 to J.7.

You need to enter the figures for Indirect costs for each partner in the white cells.

Table J.2c: detail all payments made to project partners between the project start date and the end of the period covered by the Final Report.

Bank statements should evidence each payment detailed in Table J.2c.

Table J.3: you must complete one line per person.

Table J.4: you must complete one trip per person in each line, so you are unable to summarize a number of trips into one entry.

Remarks:

Don’t forget to enter partner numbers in the foreseen column.

Don’t forget to reference your supporting documents.

If any question please contact your NA’s financial expert. 
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