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ADM / LEGAL
FIN / QUESTION ANSWER REFERENC
LEG ! £2
1 Identification number of actions

What identification | Please use, in your correspondence and e-mailggiteement number (the three-digit numper
ADM | number should be | ranging from001 to 071 and preceding "AGRI GEN RES 870/2004), rather tthan contrac
used for the action? number stated on the first page of the grant ageeém

2 New address of the Commission's central mail office

The new address of the Commission's central mideois: Article 1.8.1
European Commission
DG AGRI -'Genetic Resources'
Avenue du Bourget 1

How to send 1140 Brussels-Evere

ADM | d ts to th Belglum
ocuments 10 e | 3nd no longer "Rue de Genéve 1" (see Article Id.the grant agreement). This changel of
Commission?

address is important in case of hand delivery @udments, or if you use courrier services that
are not familiar with the Commission's delivery eafs$.
For normal mail, it is sufficient to write "1049 issels, Belgium" (without any street address).
The postal code 1049 is reserved for the Europesnndssion.

3 Amendments of the grant agreements
What are the The objective is to limit the number of amendmesftshe grant agreements. We will therefore
instructions try to combine, where possible, several changes ane amendment. Not every change in|the
ADM | concerning the budget or the work programme will require an amesainof the grant agreement. However, it is
amendments of the important that the co-ordinators inform the Commoissin writing of all changes in thF
grant agreements?| composition of partners, the budget, the work pgekand the timetable.

! Administrative, Financial or Legal Matter
2 Except where indicated otherwise, the legal eefees refer to the grant agreement
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4 Maximum period for eligible expenses
Council Regulation (EC) N° 870/2004 establisheAiiticle 8, 82, that "the actions co-financed .Council
What is the | shall have a maximum duration of four years". Timeans that the maximum period, duringegulation
maximum which eligible expenses may be incurred, is limitecait most 48 months from the beginning @EC) N°
LEG period for the action. 870/2004,
eligible Article 8, 82
expenses? | Expenses occurring before the starting date o&ttien (Article 1.2.2) or after the closing date|of
the action (Article 1.2.2) are not eligible for é@nding. Article 1.2.2
5 Prolongation of actions
When to Under certain conditions, a prolongation of anactnay be possible (within the 48-months lim@ouncil
submit established in Council Regulation (EC) N° 870/20@¢ticle 8, 82). However, it is essential thaegulation
LEG requests for | such a request for prolongation is duly justified @ahat it is received and granted well in advanC) N°
prolonging | of the closing date of the action ("something theg ended already cannot be prolonged!”). | 870/2004,
actions? Article 8, §2
6 Meals in connection with meetings, workshops, etc.
What are the, Meals (lunches and dinners) offered in connectwath meetings and workshops can |be
rules considered as eligible provided that these expeasesclaimed only once, for example |y
FIN concerning | reducing accordingly the subsistence allowancegéosticipants paid by organisations that the
the expenses grant establishes as a beneficiary.
for dinners?
7 Travel and subsistence
What are the| As stated in Article 1.13, '5 paragraph, of the grant agreement, the eligibititytravel and Article 1.13,
rules subsistence costs is judged on the basishefbeneficiaries’ usual practices on subsistend®” paragraph
FIN concerning | allowances and travel costs. However, the maximeitings stated in Article 1.13,"5paragraph
travel and must be observed.

subsistence?
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Travel to and from outside the EU

What are the
rules
concerning

It is important that you request, in accordancehwAtticle .13, 6" paragraph, of the gra

nfArticle 1.13,

agreementprior written authorisation from the Commission foall travel outside of the 6" paragraph
European Union and from outside the European Unidre co-ordinators shall submit their

requests sufficiently in advance of the date of titawel, in order to allow the Commission‘Article .13
services a reasonable period, which should noeggthan 15 working days for deciding on asti paragraph
iIssuing this prior written approval. Only in thiase, the expenses will be eligible for co-funding

as foreseen in Article 1.13"paragraph.

FIN travel to and | A travel authorisation to or from outside the EUegaot change the fact that the expenses of
from outside | partners located outside the EU remain non-eligimeo-funding by the Commission.
the EU? However, a beneficiary located within the EU mayit@, at its expense and according to|its
established rules, an expert from outside the EldviBed that these expenses are related to
implementing the co-funded action and can be alesbviathin the agreed budget ceilings, such
expenses could be eligible for co-funding by them@uossion, provided that prior written
authorisation was obtained, as established in tfe paragraph. Without prior written
authorisation, the related expenses are non-edigibl
9 Travel via other destinations
What are the| The default is that the eligible travel cost is dzhon the most direct round trip from thArticle 1.13
rules organisation or institute of the traveller to thestination. However, the actual travel may starnt Article 11.14
EIN concerning | end at a different destination. Depending on tHesrof the traveller's organisation or instityte,
travel via such a cost may be considered as eligible, providaiit does not exceed the cost of the default
other round trip in economy class and that there is aildet explanation about who is paying hpw
destinations? much for the other part of the travel.
10 Awarding (sub)-contracts
What are the| Article 11.9 of the grant agreement on the awardcohtracts applies in particular to the cpétticle 11.9
rules categories: external assistance, durable goodsuomables and other cost. The external audjtors
concerning | shall verify and certify compliance with the rufes awarding contracts (see also Article 1.11° [2Article 1.11,
FIN ; S "
awarding paragraph of the grant agreement). The benefisianigst seek competitive tenders from potent®f paragraph
(sub)- contractors and award the contract to the bid tifedrs the best value for money. Nagn-
contracts? | compliance with these rules may result in the eelatxpenses becoming non-eligible.
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11 Acknowledgement of EU support
Shall the Each of the websites created by the co-o_rdinamrmfe c_o-func_jed actions shall acknowledge|the
web site of EU.suppor_t granted to t'h(_a GENRES actions. .We smglgelsldlng on the home page of the c¢o-
the co- ordinator, in a clea_lrly V|S|bl_e forrr_l, the_ followingentence: "Action... (Inser_t the acronym and
funded number of the gctlon) receives financial suppootrfrthe EL_Jropean Qomm|55|on, Directorate-
ADM GENRES General for Agrlcultur_e and Rural Development, un_ﬁeuncn Regulation (EC) No 2_370/2004".
action We also suggest adding the European flag on thesiteellhe EU flag can be obtained on the
following website: http://europa.eu/abc/symbols/emblem/download _en.hBtate the above-
acknowledge . - :
the EU mentlon.ed refgrencg r(_egardlng the support from Ewppean Union below the flag.
Alternatively, dissemination documents of the coded action may show the EU flag with
support? " -
Supported by the European Union".
12 Budgetary provisions for payments in 2008
How are the | To determine the payment credits needed for thenpays in 2008, the annual expenses, as stakadex lic
budgetary | in Annex lic of the grant agreement, have beensaéguby the action's ratio of eligible expensgs /
EIN provisions | total expenses and multiplied by the EU co-fundoggcentage. The due dates of the interim
for paymentg technical reports and interim financial statemeassyell as the time needed for processing these
in 2008 documents, have also been taken into account wiaimgthe budget provisions for 2008. The
calculated? | same will be done for the budget provision for 2009
13 Adjustments of the budget between the implementingrganisations
The grant agreement establishes the budget foeritiee action. It does not refer to the budgAtticle 1.18
breakdown by beneficiary. For every beneficiaryanofaction, the same EU-co-funding rate and
Does the the same flat-rate for overheads are applied tceligéble expenses (see also Article 1.18 of the
Commission grant agreement). .
enforce the | In line with this approach, the 10% ceiling, upatbich adjustments can be made between budég{de 4.4
LEG breakdown | categories (see Article 1.4.4), refers to the bligjicost of the action, as established in the grant

of the budgel

by
beneficiary?

agreement.

Adjustments within the "sub-budgets" of each bemafy are not subject to this 10% ceilin]
provided that the 10% ceiling is respected fordhgible cost of each cost categaonythe budge
of the entire action, e.g. the smaller amount élimiting factor. Nevertheless, the co-ording
shall inform the Commission in writing of all suabjustments (see Article 1.4.4).

QArticle 1.4.4
[

tor
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14 Deviating from the established rates when distribung the EU co-funding

The submitted proposals indicate that the co-otdmisaand co-beneficiaries of some actions mAtrticle 1.18
want to distribute the EU co-funding amount diffaig among themselves than is established in

Can the co- | the grant agreement. While such a deviation isipless principle, it is considered to be outside

ordinators | the Commission's administration of the grant agesgmwhich refers to the entire action only.

deviate from| Consistent with this, the approach stated in Aeticll8 of the grant agreement applies to |the

LEG ']EhedEU co- | entire action when establishing the amount to e ato be recovered by the Commission.

unding

when Therefore, the co-ordinators should be aware teatations in the distribution of the EU cp-

distributing | funding amount among the beneficiaries [from thdwwaling rate (Article 1.4.3) and the flat-ratérticle 1.4.3

funds? for overheads (Article 1.4.2)] are likely to intrace additional difficulties for them in the everArticle 1.4.2
that amounts need to be recovered. Amounts mightl he be recovered, i.e. returned to the
Commission, for example, as a result of an audit.

15 Time sheets for the personnel

The work done by the personnel for the action shalfecorded and the appropriate supportiAdicle 1.14
documents are time sheets (Article 1.14), whichllshanmarize the work done in regard to the

What tasks and work packages the personnel has workedligrarties (co-ordinators, co-beneficiaries,

information | partners located outside the EU) need to keep mmehsheets. A sample of such a time sheet has

should be been sent to each co-ordinator.

FIN

documented

for The detail and frequency of completing time shestay vary between organisations.

personnel? | Nevertheless, for each member of the personneletnad by the grant, at least a monthly time
sheet shall be maintained. This time sheet shatirdethe work input at least in working days| or

fractions thereof.
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16 Supporting documentation for financial statements
How to The financial statements to be submitted by therdmators to the Commission are listings thAtticle 1.14
make need to be substantiated with supporting documentas established in Article 1.14 of the grawrticle 1.19
available agreement. To facilitate on-the-spot audits, coméghe supporting documents need to|be
supporting | available at the co-ordinators' site. Therefore, th-beneficiaries and, where applicable, other

FIN documents | technically involved partners (see Article 1.19 tbe grant agreement) shall submit to the |co-
for financial | ordinators copies of the supporting documents, thmyewith their parts of the financial
statements | statements.
to the
Commission
?

17 Technical reports and financial statements
The actions are implemented by all partners togethd therefore all partners need to submit to
Do all the respective co-ordinator their contributions fbe annual interim and the final technical
partners reports. This includes the non-EU partners, whdl siteo document their contributions (output)|to
need to the action. Their contributions (technical and fically) have been taken into consideration when
provide the actions were selected for co-funding.

FIN technical It may at first glance not be obvious whether tams requirements regarding the submission of
reports and | financial statements apply also for the non-EUngag and the Bulgarian and Romanian partners,
financial who do not receive co-funding from the Communityowéver, these partners also need to
statements?| document their participation and involvement bytistathe resources (input) they dedicate to|the

co-funded actions. Nevertheless, the partnersddciat these countries do not have to have their
financial statements audited, while the benefiemmust submit audited financial statements.
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18

External audit of financial statements

What are the
rules for the

As established in Article 1.11 of the grant agreatneach financial statement shall be certified
an independent body or expert officially authorisectarry out audits of accounts. There is g

Byticle 1.11
nly

one exception from this requirement for benefieariThe financial statements do not need to be
certified by auditors in case the cumulative amafntequested co-funding stated on the annual

interim financial statement(s) is below EUR 10,800a beneficiary. However, the final financ
statement must be certified by an auditor regasdbdéshe amount.

al

EIN extgrnal In those cases wherg at least one or more anntw]nin_financial statement were not certified
audit of because the cumulative requested amount of co+igndas below EUR 10,000, the subsequent
financial annual financial statements, or the final finan@tement, must include these previously not
statements?| certified cost and, in the end, all claimed eligilobbst must be certified by independent auditors.
Beneficiaries, especially those who are requestimgll amounts of co-funding, can minimize the
number of audits by optimizing the frequency anairig of these audits.
The cost related to the auditor that certifiesfthancial statements, can be considered as eligiBktcle 1.13,
cost up to the ceiling stated in Article .13 Baragraph 6" paragraph
19 Delay for making payments
The annual interim or final documents, consistihg ¢echnical report and a financial statemewtticle 1.6
What are the &€ to be submitted together to t_he Commissionilwith_e _delays foreseen in Article I._6._The _
rules review ar)d approval of the technlcal report py anmssmn should be completed within dArticles 1.5.2
regarding days,_whlch can be prolonged if additional mfo_rmatls reque_sted. After the approval of thend 1.5.3
ADM technical report the payment should be made widbiays (Articles 1.5.2 and 1.5.3 of the grant
the delay for . : : e . o
making agr_eement) which can again be prolonged if addatidimancial mfpr_matlop is needed. The ¢o-
payments? ordlnaFor shall transfer the correspondmg amptmtmch _co-'benef|C|ary within 30 days after the .
" | co-ordinator's bank account was credited with tleen@ission's payment (Article 1.7.2 of thérticle 1.7.2

grant agreement).
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20 Charges for bank transfers and tracking bank transers

The most efficient way of organising bank transfbetween the co-ordinators and the co-
beneficiaries would be to use Euro-bank accountbath sides, and to issue standard transfers
(transfers without additional instructions) thateuthe International Bank Account Number

(IBAN) and Bank Identifier Code (BIC).

The EU has introduced rules (Regulation (EC) No02ZB@01 of the European Parliament and of
the Council) which give consumers a guarantee thiaén they make a payment in Euro tojan
account in another Member State, it will cost tame as it would to make a payment [in Eyro]
within their own Member State. Consumers need dolyprovide the International Bank
Account Number (IBAN) and Bank Identifier Code (BI&f the person they are transferring the
What are the | money to. As of 1 January 2006, the Regulationiappb payments of up to EUR 50 0QBis

rules as information can be found at:
regards

ADM Charges for http://europa.eu/rapid/pressReleasesAction.doeneder1P/07/32&format=HTML&aged=0&language=EN&quilcarage=en
bank More information about IBAN and BIC can also berfdwalso at:

t fers? http://ec.europa.eu/youreurope/nav/en/citizensisesieu-guide/credit-transfers/index_en.html#10408_
ransters: Regulation (EC) No 2560/2001 can be obtained at:
http://europa.eu.int/eur-lex/pri/en/oj/dat/2001448 34420011228en00130016.pdf

However, one should be aware that high bank chdoyesoss-border transfers may still app
in countries where the Eurom®t the national currency. Bank charges are partebtrerheads
and cannot be claimed separately. It is up to #reeficiaries to minimize such charges when
selecting their bank.

y

Transferring Euro-amounts between Euro-bank acsobas the advantage of facilitating the
tracking of "pending" payments, because the traresdleamount(s) will not be convertetbng
the way into other currencies.
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21 Changes in organisations
With 178 organisations, in different roles, implertieg the co-funded actions, changes can ogcAirticle 11.13
such as transferring the participation to anotimgawisation or modifying the legal status.
: The co-ordinator shall submit to the Commissiooran@al notification, consists of:
Which . : . .
documents (1) A letter from the cp-ordlnator presenting thg calae', proposed sqlutlon, and his/her
have to be assessment of the"|m|rl)lact on Fhe _successfu_l imp ke of the action; o
submitted in (2) A letter from the "old" organisation agreeing tqrtsfer their rights and obligations
case of from the grant agreement to the_ "ngw“ organisation; _
LEG changing 3) A I.ette.r from the "new" organisation agreeing taegst the transferred rights and
partners or obligations; L : , .
changes in 4) Erom .the "ne\{v" organisation the appropriate profidormation (Form A.2...)
financial commitment (Form A3.2...), and extractafirthe statute;
the legal ) ; . o -
Status? (5) A mandate (Anngx |V).,.In case the "new or.ganlqams)a'l'co-.beneflmary or partner,
or a legal entity identification form and a finaalcidentification form, in case the
"new" organisation is the co-ordinator.
To facilitate the work of the co-ordinators, a gemodel letters is available upon request.
22 Changes to the technical implementations
The co-ordinators shall decide on changes to ttlenteal implementation of the action. The ¢o-
ordinator shall evaluate whether or not a chandpisément, etc. does affect the implementation
of the action (Article 1.4.4), i.e. to achieve tbgerall objectives and aims, to stay within thérticle 1.4.4
Who shall | timetables and to obtain the foreseen outputs.cBlerdinators have to evaluate and justify that
accept or the proposed changes do not call into questionl¢isesion awarding the grant or does not result in
reject unequal treatment (Article 11.13.2). Based on tbsuit of this evaluation, the co-ordinators shéaltticle 11.13.2
ADM changes to | decide accordingly. While DG AGRI can offer the aalinators additional input for thejr
the technical decisions, DG AGRI does not have the co-ordinatteiled knowledge of the facts.
implementat| The Commission expects to be informed of imporissues, i.e. the implementation of the entire
ion? actions' deliverables and milestones, and doegetanvolved in the "micro-management” of the
actions. Also for this reason, the Commission abersi only the entire actions' budgets and|not
the splits between implementing organisations, bugigars and work packages, or the deviatjons
in distributing the EU co-funding among benefigar(see also questions 13, 14 and 25). Article 1.18
11 03/03/2009




23 Documents necessary for interim annual financial rgorts
The implementing organisations shall complete trespectiveEXCEL forms for reporting
their expenses. We suggest creating three setsgorias on paper, signed and certified
[audited]; one set for the Commission, one setlerco-ordinator and one set for the own
records. If applicable, partners listed in ArtitE9 shall submit signed documents, which do |not
need to be certified documents (see also quesiipn 1
We suggest that copies of thgpporting documentsfor each claimed cost item, (= entry in @ Article 1.14
row of the excel sheets) are assembled in a bindee same order as they are listed in the
excel sheets. For ease of reference, the suppalticigments shall be numbered sequentially
_ for example, by using the row-numbers of the repe¢sorted and final] excel sheets. We
Wh'Ch_ recommend creating two sets of these supportingrdeats, one set for the co-ordinator and
financial one set for the own records. These two sets willifate on-the-spot audits, at the co-ordinator's
documents | and at the beneficiaries' and partners' locatises &lso question 16).
shall be Eachpartner shall send to the co-ordinator
submitted to - two sets of signed and certified originals,
ADM&EIN | the co- « the electronic version of the excel sheets and
ordinators ang » one set of the supporting documents (to be kegbbgrdinator).
tg the . Theco-ordinator shall (see also the user manual of the application
fo(r)rt?lrglisnstleor?m . assemble the electronic versio_ns of the cost stttsvirom all partners, including its
own, in the excel sheet "coordinator.xIs",
annual
» enter the correct exchange rates, and
reports? . : .
* sign the cost claim and the other sheets, as exdjuir
Together with the technical report, tb@ordinator shall send to the Commissiotnhe
financial statement consisting of:
» the electronic version of the EXCEL workbook on @®avoid large e-mails from
blocking the e-mail accounts),
* one set of the signed and certified paper verdimms each implementing organisation
and
» the signed cost claim, which constitutes the regioeshe payment, and the other signed
sheets, as required.
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24 Changes to the actions' annual budgets

When do As stated in question 12 above, the annually feesxpenses, and therefore also the foreseen co-

co- funding, are used for requesting the annual buttgeimaking payments to the co-ordinators| In

ordinators | the strict sense, the 10% ceiling established icl&rl.4.4 does not apply to variations betweeirticle 1.4.4

transmit calendar years; however, co-ordinators shall infB@ AGRI in order that such variations can|be

their considered when DG AGRI requests at the beginnirsgyear the budget for the following year
ADM updated

budget DG AGRI has to prepare its requests for the budgfetext year before the end of January of the

estimates | current year. Therefore, the co-ordinators shddhstichanges of their budgets estimates for 2010

for the and 2011 by mid January of the years 2009 and g&sfiectively.

coming

year(s)?

25 Adjustments of the budget between budget years andork packages

Can the co- | Similar to viewing only the entire actions' budgetsd not the split between implementing

ordinator organisations (see question 13), neither shiftbigget years nor shifts by work packages|are

modify the | subject to the 10% ceiling established in Articlé.4. Of course, this applies only under thticle 1.4.4.

breakdowns| condition that these changes do not affect theemphtation of the action and the 10% ceiling is

FIN of the respected for the eligible cost of each cost cateigothe budget of the entire action.

budget

between

budget year

and work

package?
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26 No subcontracts between implementing organisations
The award of subcontracts between beneficiariggadners is excluded. The grant agreemenidsuncil
based on the principle of reimbursing eligible aoghout profit margins or income; "grants maRRegulations
Can not have the purpose or effect of producing a figjfifor the beneficiary[ies]. This principle(EC, Euratom)
subcontractg would be violated when claiming expenses relatethvoices on contracts that were concludéd® 1995/2006,
be between beneficiaries or partners. Furthermoreetiweuld clearly be a loss of transparency. | Chapter 2
FIN concluded | Instead, the execution of the relevant tasks orkvwp@ckages shall be transferred between| (Rginciples)
with implementing organisations. The expenditures rdladdhe transferred task or work packages|carticle 109,2
beneficiaries be claimed by the implementing organisation, ingame manner as the other work. OJ L 309 of
or partners?| Last, but not least, contracts between implemertdnggnisations would obviously raise questip88.12.2006
concerning the award procedure and how the amoastestablished.
Article 11.17.4
27 Making decisions regarding the eligibility of expeses
DG AGRI can advise, by outlining the provisionsAaticle 1.13 and Article 11.14, whether or notArticle 1.13
Who a specific expenditure could become eligible fofurading. However, DG AGRI can not confirpArticle 11.14.
decides up-front that a specific expenditure will actudbe eligible.
when
LEG whether While recognizing that the co-ordinators would prebn-the-spot decisions, experience has
expenditureg shown that often not all facts and details werevkmoFurthermore, the eligibility of expenses for
eligible for | co-funding will ultimately be determined during @sdconducted by the Commission, the Caurt
co-funding? | of Auditors, or others. Be aware, that subsequadit@ may come to different conclusions than
earlier ones.
28 Changes of bank accounts
With respect to changing the bank account of therdinator, the co-ordinator shall submit a nemrticle 1.7
How to "Financial identifica_tion forrr_1"; _ _its latest \_/ersion can bfe found at
transmit http://_ec.eurqpa.eu/aqr|CL_JIture/(_enwr/blodlv/quWasced_ure/mdex en.htm This forr_n shall be_
ADM changes of submitted with all required S|gnatur§s or suppgrtiocuments as (qqrrently) instructed| in
b footnote 3. Only changes of the co-ordinator's basdount need to be notified.
ank : . . .
accoUnts? There is no need to notify the Commission of change the bank accounts of the other

implementing organisations ("the Commission dodsuse these bank accounts").

14
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29 Justification of expenses

In order to be eligible, "expenses must be necgdsaperformance of the action covered by the
agreement and must be reasonable and justifiethaydnust accord with the principles of sound
financial management, in particular in terms ofueafor money and cost-effectiveness" (Article
11.14.1). Art1.14.1
In addition to having salary slips, invoices, paytecords and other supporting documents, to
proof the amounts of expenses and that they oat(Amrticle 1.14) (see question 15, 16, 23), theArt. .14
beneficiaries must justify the expenses; i.e. thatexpenses were necessary for the
implementation of the co-funded action. If thedattannot be done satisfactorily, for example

H during audits by the Commission or the Court of kard, such expenses are considered either as

ow to L o ) .
justify that non-ell_glble costs or indirect costs (overhead) €haims of eligible expenses should be prepared
FIN expenses ar accordingly.
e Some examples are: The travel expenses from agpdotrated outside the EU for attending a

eligible for L ) . . i .

co-funding? coordination meeting cquld be considered as ngqetmathe |mplementat!on pf the action. The
fee for a conference, without - for example - pnéieg a paper for disseminating the results of the
co-funded action, should be considered as indaest (overhead). Travel expenses of invited
experts should become a non-eligible expense wiendontribution to the implementation of
the action cannot be demonstrated. Expenses fgpraguat could be considered as eligible
proportional to its use for the action (similarsedary expenses which are considered proportignal
according to time sheets). In summary, you musthdbe to demonstrate for eligible expenses their
added value for the co-funded action.
Putting yourself in the position of the auditorsfpaeming these audits, should enable you to
determine the eligibility or non-eligibility of indidual expenses (see question 27).

30 Which expenditure in which cost category
. Individual financial transactions shall be bookediast the 7 cost categories of the budget

Which . . : O ) .

expenditure (Annexlll a — first table) in accordancg w[th trenbficiaries’ usual practices of recording Annex Il a

shall be expenditures and u_sual accounting prlnC|p|e_s am;.r_u _

EIN booked The 7 cost categories of Annex Il aare the |tefrej|9|ble cost between which transfers of up to .
against 10% can be made according to Article 1.4.4 (sestpes 13). Article 1.4.4
which cost
category?
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31

Work of auditors and content of their certificate

FIN

What are the
tasks of the
auditors and

The requirements for the audit are establishetdengtant agreement, in particular in Article I.
The tasks of the auditor(s) are described in tloersk paragraph of Article 1.11. The auditor
shall certify that these tasks were performed. Eeitificate shall be submitted together with
annual interim financial statemert addition, the audit(s) have to certify, as inttated, the
printed and signed pages of the EXCEL workbook

The following certificate shall be issued on a papith the letterhead of the auditor(s):

11.
Article .11
the

* The undersigned auditor(s) certify that the finahcdocuments submitted to the

Commission by (name of organizatiagmply with all financial provisions of the grant

agreement 0** AGRI GEN RES 870/2004that the costs declared are the actual costs,

gg\cl;vutr(r)]ent and that all receipts have been declared, as edtatlin Articles 11.15.3 and 11.15.4. Article 11.15.3
their work? « The undersigned auditor(s) certify to have verifiegharticular the payment of the claimedand 11.15.4
' expenses, the compliance with the rules for awgrdontracts, as established in the Grant
Agreement Article 11.9, and the compliance with theneficiary’s usual practices on trayéirticle 11.9
costs, as established Article 11.14.2, second hulle Article 11.14.2
Signature, date
Name(s) of Auditors, company
Stamp(s) and, if applicable, registration number(s)
32 VAT eligible expense
By default, VAT is considered as a non-eligible exge. An exception is if the implementing
organisation can show that he/she is unable toveedie VAT (see Article 11.14.4,"7bullet). | Article 11.14.4
Unable to recover the VAT means here that an osgéion cannot deduct input VAT (cast
incurred) from output VAT (payment obtained) whemegaring the organisation's VAT
s VAT an | declaration. . - .
) In case implementing organisations are unabledover the VAT, they shall submit a document
FIN eligible : h " . .
expense? proving this, such as a certificate from the lotat authorities, extract from their statute|or

similar. In addition, the legal representativestiué implementing organisations shall subm
declaration on honour that the respective organisat unable to recover VAT.

ta

The EXCEL forms for submitting the claimed expensesset up by default to consider VAT as a
non-eligible expense. Provided that these aboverdents have been issued, the multiple chpice

box in the EXCEL sheet "general data” could be rinediaccordingly.
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33

Common errors in the submitted financial statements

FIN

What are the
most
common
errors noted
in the
financial
statements
submitted
until now?

With the objective that they can be avoided in fefuve would like to make you aware
common errors noted in the financial statementsndtidd so far. Furthermore, we provide
updated user guide for the EXCEL sheets to redueéollowing errors further:

1.

of
an

The empty forms to be used for recording the oecliexpenses have "boxes" for the

signatures of the implementing organisation andrédspective auditor. However, wh

eNn

partners are printing the completed forms, probablyplder EXCEL versions, these forms

suddenly do no longer show these "boxes" that weosided in the empty templates.

[Each form listing the details of the various exgefnineeds to be signed before submitting

them; in all cases by the partner and in most dagéise auditor (see question 18).]

Some of the partners have printed the forms wigh"toxes" for the signatures but do not

arrange for the signatures of the partners andppkcable, the auditors.

Some certificates from auditors are missing or @d comply with Article 1.11.(seeAtrticle 1.11

question 31).

Some co-beneficiaries and partners enter theirresggein EUR rather than express
them in their local currencies. At the time of nrakthese exchange rate conversions,
correct exchange rates is probably not known yealge it is the date stated on the cl
that determines the exchange rates to be usedebgaibrdinator. [Reminde©Only the
coordinators shall convert the local currencies id EUR. They do this by typing th
applicable exchange rates, as established in #r# ggreement Article 1.5.4, into the sh
"exchange rate" of the EXCEL workbook "coordinatts”. ]

Some coordinators do not comply with the provisiohérticle 1.5.4 that determine that
is the date stated on the claimthat determines the applicable monthly exchantge ra
The coordinators sometimes do not updateddie and month stated above the enter
exchange rates. The coordinators can set the egehates of not needed currencies
zero [but not to spaces/blanks]. In the rare cagese an additional currencies needs t(
added, please contact the Commission for furthetruantions.

The coordinators sometimes do not submit on pdpeupdated and signed sheets of
coordinator.xls, such as "Exchange rates", "Addipcg"”, "Adding up original currency'
"eligible budget and cumu exp", and "total budget aumu exp".

Some coordinators do not update the sheets "deiddbldget & cumu exp”, and "tot
budget & cumu exp".

In very few cases, the submitted CD was not readdltle coordinators are asked to ve

ng
the
aim

4%

cdlrticle 1.5.4
ifArticle 1.5.4
ed

to

) be

the

al

rify

the CD before submitting it.
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34 Overwriting "wrong" data entered by mistake into the EXCEL sheets
It may happen that "wrong" data have been enteyedistake and now need to be removyed
because the "wrong" data can no longer be oveenritith "good" data.
Never insert or delete rows!!!
Never overwrite wrong data with spaces!!!
The best solution for this problem is to:
* mark the area that contains the data to be removed;
How to L
overwrite ’ Cl!Ck EDIT",
* click "CLEAR;
FN | Wrong data + click "CONTENTS"
in the '
financial . . :
forms? If you would overwrite the wrong data, for examplgh spaces, the tables adding up the EUR-
amounts will not work properly any longer. Cellsntaining only spaces appear to be empty jand
might create the illusion of being correct. Howewrch seemingly empty cells can create major
problems for establishing the totals.
Reminder for partners: Once the partners finished the data entry, ddarget topress the sort
buttons on the two sheets listing the expenses (see UsieleGpage 5) andick refresh data on
the sheet displaying the sums (see User Guide, @abefore printing the final version of these
forms.
35 Repeated requests for additional documents or infanation
In connection with the received interim techniegborts and financial statements, our objective is
How often | to inform the coordinators quickly about the needddditional documents or information in order
will the that they can prepare or request such documentgarmation as early as possible. To achieve
coordinators| this objective, the submitted documents are subjeditst to an initial review regarding their
FIN be informed | completeness. Thereafter, more detailed reviewsanelucted and they may result in repeated
about requests for additional documents or informatiolsoAhe latter will be sent to the coordinators as
missing soon as possible.
documents?

In case a revised claim has to be submitted, ydlur@gdeive instructions that the same excha‘nge

rates as for the initially submitted claim shalhtioue to apply.
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36 Changes to the amounts of interim payments
Once they The amounts of i_nterim payments can be adjusteticl&rl19, 81of the Europe.an Communitieétouncil_
were made Financial Regulation establishes that "the amo@ithegrant shall not become final until after thieegulation
: .’ | institution has accepted the final reports and actsy) without prejudice to subsequent checks b§05/2002,
LEG can interim the institution”; see also Article 119
payments be http://ec.europa.eu/budget/library/documents/imgeimcontrol/fin_rules/syn_pub_rf_modex_en.pdf
subject ’t>o Of course, also the payments of the balance (fiaginent) are subject to revision as established
change? in Article 11.20.3 Article 11.20.3
37 Costs of conferences, seminars, workshops, etc.
The participation in conferences, seminars, worgshetc. are mostly related to training,
continuing education, network building, or simildherefore, the related costs are considered to
be included in the indirect costs which are alreaolyered by the flat-rate funding established in
Are the cost , . .
Article 1.4.2. Article 1.4.2
related to . . : . oL
EIN conferences However, if a person participated as a speakex co.nference, seminar, workshop, or similar in
eligible order to present mainly the results of the co-fuhdetion, the related cost coldé considered as
eligible cost in the context of disseminating tlesults of the co-funded action. In addition, the
cost? . . .
costs of conferences, seminars, workshops, etd. are organised by the beneficiaries [for
implementing the co-funded action coudd considered as eligible too. The latter willtisated
similar to, for example, the regular coordinatioeeatings of the beneficiaries.
38 Amending the budget
Article 1.4.4 establishes the conditions under Wwhadjustments of up to 10% can be madeticle 1.4.4
between budget categories [1.Personnel, 2. Trav@uBsistence, 3.External assistance, 4.Durable
Goods, 5.Consumables, 6.0ther Costs(also question 13! Furthermore, as long as this 10%
Can the| flexibility by the budget category is respectedjuatinents can be made between implementing
budget beg organisations, between work packages, and betweadgeb years (see also question 22).
EIN amended Beyond this flexibility of 10%, no amendments oé thudget are foreseen. Only in the event pf a
beyond theg Force Majeure, a substantiated request could benitiel to DG AGRI for review. As specified
10% in Article 11.8.2, a Force Majeure shall be notifievithout delay before the closing date of thrticle 11.8.2
flexibility? | action.
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39 Expenses related to the audit of the final financiastatement
The grant agreement establishes:
« In Article 11.14.1 4" bullet that expenses must be generated durindiféteme of the| Article 11.14.1
action as specified in Article 1.2.2 of the gramfreement. See also questions 4 and/Agticle 1.2.2
("Generated means that the services must have reeelered and the goods must have
been delivered during the lifetime of the action.")
 In Article 1.5 that expenses must have incurred l@gaid before they can be listed in tigticle 1.5
interim or final financial statements.
« In Article 1.11 2" paragraph that the auditor shall verify and cgrtifmong others, theArticle 1.11
payment of the claimed expenses. .
« In Article 1.6 that the coordinator has up to threenths to submit the final report, incl. th&rticle 1.6
final financial statement.
How to deal Based on this, beneficiaries shall list in the flicial statements only those expenses that are|paid
with the | at the latest before the audits in order that tditar can verify them and certify that they are
expenses | paid.
related  to| This raises the issue of how to deal with the ezpsrrelated to the audit of the final financial
FIN conducting | statement, which by its very nature will be conédcafter the duration of the action as specified
the audits of in Article 1.2.2. Article 1.2.2
the final| Article 1.6 complements the duration of the action a three months period for preparing arfticle 1.6
financial submitting the final technical implementation repand final financial statement. Therefore, the
statements?| expenses of the audit can be considered as eligibleourse, with the limit of EUR 500 as
specified in Article 1.13, provided that Article .13
» the expenses related to the final audits are geeteeadpaid within the period foreseen n
Article 1.6 to submit the final technical implemation report and final financialArticle 1.6
statement; i.ewithin the three months period following the closim date of the action _
as specified in Article 1.2.2; and Article 1.2.2
» the beneficiaries attach the proofs of paymenhefexpenses related to these last audits as
supporting documents to their declarations.
Because the beneficiaries will have to include dost of these last audits already in their
declarations prior to the auditors reviewing arghsig them, the auditors will, of course, have to
state in their audit certificates that the expensésted to these last audits were not paid (yet) a

the time of conducting the audits.
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40 Adjustments for previous periods must be claimed
In case the beneficiaries have adjustments to @uevelaims, the amounts for such adjustments
need to be claimed as part of the respective sukseglaim. A correction of claims is no longer
D possible once the EU-co-funding is paid and thercla closed with a “liquidation letter”.
oes one : : _ )
have to Any subsequent adjustments need to be claimed; expses can be co-funded only if they arg
submit a formally claimed.
claim for For adjustments, the same details have to be pdvak for the new expenses. As a rule,
FIN . adjustments shall be marked as such and shall priead in the accompanying letter; the
adjustments : N )
. coordinator depends here clearly on the contribsti@ceived from the co-beneficiaries.
of previous . . ) . . .
: There is one exception to the rule of having tovig® for adjustments the same details as| for
claims? " . . . . - ;
new" expenses. This exception are adjustmentslémming expenses that have been previously
accepted by DG AGRI as eligible but could not bal feecause of missing documents, such as
audit certificates (see questions 42).
41 Adjusting expenses of previous claims
Adjustments to previous claims for expenses reghieesame details as expenses claimed fof the
first time, regardless whether respective amoumt®wnissing in the claim or need to be adjusted
(upwards or downwards) or whether adjustments iolfilmom amounts being identified as ngn-
eligible. For such adjustments (not claimed, aegishot eligible), the details have to be provided
on the EXCEL sheetseductions are to be presented as negative numbers
Adjustments have to be claimed in the same waytleey 6hew" expenses, i.e. have to be entered
How to into the EXCEL sheets. Howeveadjustments shall be identifiedby starting with the letters
submit "ADJUST" in the column "Name" for personnel and in theuomh "Description” for the other
FIN adjustments| cost categories.
of previous | It is essential that the adjustments are enteredcomprehensive and transparent way. Therefore,
claims? if applicable, first offset the wrong amount by enmig the figure as a negative amount in| an
EXCEL row and thereafter enter a second row with ¢brrect figuredo not enter merely the
difference. For example: assume that by mistake €45 wereiquely claimed instead of the

correct €54. To adjust this, make two entries: fird one to cancel the wrong -€4kiaus
figure!) and the second one to claim the correct €54. @@nter only the difference of €9 !
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42 Claiming expenses considered already as eligible toot paid yet
There is one exception to the requirement of hatangrovide the details of the adjustments. This
exception applies only to expenses that have alrbadn considered as eligible, but for which fthe
EU-co-funding could not be paid, because documwete missing (e.g. audit certificates). Such
How to expenses were already considered as eligible iAB&I's liquidation letters and therefore do not
claim need to be declared in detail again on the EXCEetshof the beneficiaries.
eXDENSes Nevertheless, they must be requested (invoicedhpagjberefore, the coordinator shall submit the
P required documents (e.g. audit certificate), whigre previously not available, and request|the
that have . ) : D )
corresponding EUR amount on the claim form [workbamordinator.xls, sheet: claim]. For this
FIN already beern . . X .
. purpose, the coordinator shall add on the lowei@®of the claim form the following sentence
considered ; o : ) .
. In addition, we claim EUR [amount] for expenseseatly considered as eligible but not
as eligible, . : " . . e
b yet co-funded because of missing audit certificaldse required audit certificates are
ut were not : N
aid vet? attached to this claim.
paid yet: Simply state the corresponding EUR-amount as eskedal in DG AGRI's liquidation letter. The
coordinator does not need to add up this "adjustht&dR-amount with the other EUR-amounts
that EXCEL calculates automatically on the claimmfoThere is also no need for converting npn-
EUR currencies into EUR.
43 EXCEL sheets for submitting the expenses for the" and following years
For the 29 year and the following years, the coordinator padners shall use the same emp#nnex il
EXCEL sheets that were submitted to the coordisdtarreporting on the®lyear of expenses.
e The reporting period needs to be updated accomding|
How to * In cases where partners changed their names deerganization; the concerned partners
submit the shall update their sheets accordingly. Once thesees changes were made by [the
expenses for concerned partners on their sheets, they will nsterred automatically to the
FIN the 29 and coordinator’s sheets.
the * In a few cases a new, additional partner joinedtélaen. For this additional partner, the
following coordinator needs to customize one set of EXCEletshpreviously not used, before
years? sending it to the additional partner. Do not hésita contact the Commission for further

instructions.

* In order to simplify the exchange rates sheet,cab@rdinator may prefer setting to zero

those exchange rates that are not needed.
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44 Implementing the findings of audits
What are The findings of audits may result in reductionsté claimed amounts. When implementing the
possible conclusions of audits, amounts previously clainredon-EUR currencies will be converted into
FIN implications | EUR by using the exchange rate(s) applied whemng$gective claim was issued.
of audits?
45 Avoidable mistakes when entering the financial datén the EXCEL sheet
Among other reasons, the EXCEL sheets were intedite facilitate documenting the expenses
. for personnel. However, the data for personnebmmetimes presented on the printed sheet with
Which are : , . :
the most automatically rounded. figures to 1 or 2 demmafsthpse figures are used for re-calculating
frequent amounts, the results differ from what is presemtedhe signed EXCEL sheet.
errors w_hen In order to ensure consistency, any automatic rimgnshould be avoided. In other words, either
FIN completing . . . : , .
the figures used in calculations should be intreduas rounded figures or all decimals have tp be
the EXCEL : .
shown in the signed EXCEL sheet.
table for
personnel . : . : ,
expenses? In addition to the errors described in questlo_nam 34,_the figures thr?\t should be calculated by
" | the formula of the EXCEL sheets are sometimes mniméroduced which leads to unnecessary
encoding errors.
46 Precision of man-day figures
Which Based on a man-day of 8 hours, one decimal, if.nflan day representing 48 minutes, is
precision is | sufficiently detailed. A higher precision of two wrore decimals, i.e. 0.01 man days representing
FIN required for | 4.8 minutes, is not needed.
the reported| See also the related instructions to the coordisator completing the summary table |of

man-day
figures?

manpower in man-days without names and EUR-amounts.
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