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1. Introduction   
It is a requirement that the project submits an audited financial report1 by the end of 

the project. The auditor will be appointed by the project coordinator, the 

International Hellenic University - IHU (DIETHNES PANEPISTIMIO ELLADOS). To 

facilitate the audit process and ensure the timely submission of costs by all partners, 

the partnership contract foresees the submission of frequent financial reports by the 

partners to the coordinator. The following paragraphs are based on the Grant 

Agreement and its annexes and summarize the timing of the report, the eligible and 

non-eligible costs and the documents that have to be submitted, as well as some 

information on the VAT and the exchange rate to be used.   

The beneficiaries shall submit to the IHU the following documentation required to 

draft the official interim and final reports that the coordinator must send to the 

EACEA within the period specified in the Grant Agreement: 

a) Before June 15, 2021, for the interim report: information about the 

implementation of activities under the project, covering the period from November 

15, 2019 to May 14, 2021 following the instructions and models provided by the 

coordinator. 

b) Before December 15, 2022, for the final report: implementation of activities 

under the project, covering the period from March 15, 2021 to November 14, 2022, 

or to the end date of the project in case it has to be extended following the 

instructions and models provided by the coordinator. 

On top of the above official financial reports, the beneficiaries shall submit to the 

coordinator internal financial reports as follows:  

Month Deadline 

December 2020 15/12/2020 

December 2021 15/12/2021 

 

2.  Eligible Costs 

There are two types of costs in a CBHE project: “Unit costs” and “Real costs” 

2.1. Unit costs  

Eligible costs of the action that are calculated as Unit costs are of three categories:  

• Staff costs  

• Travel costs  

 
1 See Annex VII of the Grant Agreement “MODEL TERMS OF REFERENCE FOR THE CERTIFICATE ON THE 
FINANCIAL STATEMENTS (REPORT OF FACTUAL FINDINGS ON THE FINAL FINANCIAL REPORT – TYPE 
II)” for details on how the audit is contacted.  
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• Cost of stay  

These are calculated as the amount obtained by multiplying the amount per unit 

specified in the Grant Agreement by the actual number of units used or produced.  

2.2. Real costs 

Eligible costs of the action are costs actually incurred by the beneficiary and are of 

two categories:  

• Cost of equipment  

• Cost of subcontracting  

 

The following criteria must be met: 
 
a. The costs are incurred within the implementation period; 

 

b. The costs are indicated in the estimated budget of the action; 

 

c. The costs are incurred in connection with the action and are necessary for its 

implementation;  

 

d. The costs are identifiable and verifiable. They are recorded in the 

beneficiary’s accounting records and determined according to the applicable 

accounting standards of the country where the beneficiary is established and 

according to the beneficiary’s usual cost accounting practices;  

 

e. The costs comply with the requirements of applicable tax and social 

legislation;  

 

f. The costs are reasonable, justified and comply with the principle of sound 

financial management, especially regarding economy and efficiency. 

4. Exchange Rate  

Which exchange rate should be applied? 

 

Requests for payment and financial statements must be drafted in euros! 

 

Beneficiaries and affiliated entities with general accounts in a currency other than 

the euro must convert costs incurred in another currency into euros at the average 

of the daily exchange rates published in the C series of the Official Journal of the 

European Union, determined over the corresponding reporting period (available at 
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https://www.ecb.europa.eu/stats/policy_and_exchange_rates/euro_reference_exch

ange_rates/html/index.en.html).  

If no daily euro exchange rate is published in the Official Journal of the European 

Union for the currency in question, conversion must be made at the average of the 

monthly accounting rates established by the Commission and published on its 

website (https://ec.europa.eu/budget/graphs/inforeuro.html), determined over the 

corresponding reporting period. 
 

Beneficiaries with general accounts in euros must convert costs incurred in another 

currency into euros in accordance with their usual accounting practices. 

(Article I.4.6 of the GA)  

5. VAT 

 

Is VAT eligible or ineligible? 

VAT can only be claimed if it cannot be recovered by a beneficiary. VAT is considered 

part of the ineligible costs, unless there is an official document from the national tax 

authorities (i.e. Ministry of Finance) certifying that the beneficiary concerned cannot 

recover the VAT. 

6. Staff Costs 

 

6.1. What are Staff Costs? 

Staff costs are part of “Unit costs” and are calculated based on rates pre-defined by 

EACEA per country and personnel category.   
 

Staff costs consist of the costs of personnel working under an employment contract 

with the beneficiary (or an equivalent appointing act) and assigned to the action, 

comprising actual salaries plus social security contributions and other statutory costs 

included in the remuneration, provided that these costs are in line with the 

beneficiary's usual policy on remuneration. They should be in line with national 

legislation.  

Individuals employed / assigned in «beneficiaries» listed in the Grant Agreement 

Both personnel that is already employed as well as new personnel are eligible.  

Individuals may be employed or assigned:  

https://www.ecb.europa.eu/stats/policy_and_exchange_rates/euro_reference_exchange_rates/html/index.en.html
https://www.ecb.europa.eu/stats/policy_and_exchange_rates/euro_reference_exchange_rates/html/index.en.html
https://ec.europa.eu/budget/graphs/inforeuro.html
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• Employed: employment contract 

• Assigned: self employed person or secondment ((civil contract, a free lance 

contract an expert contract, a service contract etc). Conditions:  

o the person works under conditions similar to those of an employee 

o the result of the work belongs to the Institution 

o the costs are similar to staff with employment contract within the 

institution 

The personnel categories are: “Manager”, “Researcher/ teacher/ trainer”, 

“Technical”, “Administrative”. 

6.2. Documents to keep with project accounts 

 
a. Joint Declaration (see Chapter 11) 

b. Time-sheets (see Chapter 11)  

It should be attached to each Joint Declaration, indicating: 

• the date of the service provided 

• The number of days worked on these dates 

• The task performed (short description) in relation to the activity plan. 

Time-sheets must be signed by the person concerned and countersigned by 

the person responsible in the beneficiary institution.  

 

c. Proof of formal contractual relationship  

d. Any evidence justifying the workload and activities/outputs (e.g. attendance 

lists for lectures given, tangible outputs / products, salary slips, etc.) 

In order to justify payments, beneficiaries should send the above documentation. A 

scanned copy should be sent to ihu.mechan@gmail.com before sending original 

documents by post (see Chapter 12). 

7. Travel Costs and costs of stay  

 

7.1. What are travel costs? 

 

They are costs related to travel/stay for staff participating in eligible activities 

related to the achievement of the project. They are part of the Unit Costs, meaning 
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that their rates are predetermined by the EACEA and are being calculated at the 

project’s budget (Annex III of the Partnership Agreement).  

 

7.2. How do I calculate the travel costs? 

 
In order to calculate the travel costs of the participants, you will need to find the 

distance from the home institution to the venue of the activity/meeting. To do that 

you will need to use the following calculator:  

http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm 

Your calculations will show you in which of the 7 distance bands you are travelling to. 

These unit costs change according to the distance band.  

7.3. What are the costs of stay? 

 

Costs of stay are costs related to staff participating in eligible activities outside city 

of their home institution. 

 

These costs are pre-determined as the number of days of activities (including travel) 

times the number of unit costs: 

• Day 1-14 → 120€ per day 

• Day 15-60 → 70€ per day 

• Day 61-90 → 50€ per day 

 

7.4. What documents need to be submitted? 

 

For each individual participating in the MechaUZ project: 

a. An Individual Travel Report (ITR - EACEA template) for each participant and 

each trip, calculated by unit costs, according to the distribution shown in 

Annex III of the Partnership Agreement . 

b. Boarding passes, tickets, hotel bills or documentary evidence of the travel. 

c. Copies of the insurance policies required for staff travelling abroad. 

Please, do not forget to scan all the documents and send them by email. 

 

 

http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm
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8. Subcontracting Costs 

8.1. What are subcontracting costs? 

Subcontracting costs concern the implementation of specific tasks, by a third party, 

to which a contract is awarded by one or several beneficiaries. 

The following conditions must be taken into consideration: 

a. subcontracting does not cover core tasks of the action; 

b. recourse to subcontracting is justified because of the nature of the action 

and what is necessary for its implementation; 

c. the estimated costs of the subcontracting are clearly identifiable in the 

estimated budget set out in Annex III of the Grant Agreement; 

 

In the case of the MechaUZ project these costs include:  

a. Financial Audit 

b. External evaluation expert 

c. Design and maintenance of project Website 

d. OFFICIAL translations interpretation services 

e. Design and printing promotional material  

8.2. What documents need to be submitted? 

 

The documents you’ll need to submit are the following: 
a. Contracts 
b. Third-party invoices 
c. Bank Statements 
d. Reference to the relevant national legislation  
e. Evidence of the procurement procedure – if the threshold of 25.000€ is 

exceeded (for procurement and tendering procedures see chapter 10) 

 

9. Equipment Costs 

9.1. What are equipment costs? 

All costs related to the purchase of equipment that have immediate correlation to 

the MechaUZ project and are relevant to the objectives of the project foreseen in 

the application are considered equipment costs. In our case, equipment costs are 

only eligible for the Uzbek partner institution and include the purchase of equipment 

for the creation of ILabs. For the CBHE project “…the total purchase cost of the 

equipment will be taken into account by the Agency rather than the equipment's 
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depreciation corresponding to the duration of the action and the rate of actual use 

for the purposes of the action……”. (Article I.13 of the GA)  

9.2. What documents need to be submitted?  

 

As equipment has to be purchased by the Partner Country Higher Education 

Institutions from a third party, the documentation of said purchases will be 

determined according to their price, as directed by the rules of Procurement for 

Goods and Services (see Chapter 10). The documents that need to be submitted are:  

• Full procurement procedure documents, including (indicatively): the 

procurement announcement, offers submitted, evaluation of the offers, 

decision to award, contract with the supplier.   

• Invoices which must contain the following at data:  

a. Invoice number  
b. Name of the company  
c. National Identification Number  
d. Company address  
e. Invoicing Date  
f. Detailed concept  
g. Unit/Prize  
h. Total Amount to be paid  

• Proof of payment (bank statements)  

• Proof of registration in the beneficiary’s inventory 
 

Original copies of the invoice have to be sent, first by email–scanned copy- and then 
by post (see Chapter 12). 
 

10. Procurement of Goods and Services 
If the implementation of the action requires the beneficiaries to procure goods, 

works or services, they may award the contract in accordance with their usual 

purchasing practices provided that the contract is awarded to  the tender offering 

best value for money or, as appropriate, to the tender offering the lowest price. In 

doing so, they must avoid any conflict of interests. 

 

In detail:  

• For goods and services costing less than 25.000€ 

The Institution need to choose the best offer (“value for money”) from the 

three required offers.  
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• For goods and services costing between 25.000€ and 134.000€ 

A tendering procedure must be held and three quotations from different 

suppliers are needed. If the national regulations of the tendering procedure 

are stricter than those of the European Union, then national regulations 

should be applied. Otherwise, the tendering procedure must be completed 

following the rules of the European Union.    

It is particularly important to ensure total consistency between the tender 
specifications and the other tender documents (i.e. the invitation to tender, draft 
contract and various annexes). You can find more information about tendering 
procedure in articles I.10 and II.10  of the Grant Agreement.  
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11. Templates  
In this chapter you can find screenshots of the templates of the Joint Declaration, 

the Individual Travel Report and the Time-sheets, as well as the files for said 

documents respectively.  
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Photo 12.1.: Joint Declaration template 
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Photo 12.2.: Individual Travel Report template 
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Clicking the following links will direct you to the: 

• Word file of the Individual Travel Report:     

..\cbhe_individual_travel_report.doc 

• Word file of the Joint Declaration:     ..\cbhe_joint_declaration_2019.doc 

• Excel file of the Time-sheet   ..\cbhe_template-

timesheet_version_2020_1.xlsm 

 

 

  

Photo 6.1: Time-sheet template 

file:///C:/Users/themi/Desktop/cbhe_individual_travel_report.doc
file:///C:/Users/themi/Desktop/cbhe_joint_declaration_2019.doc
file:///C:/Users/nikos/AppData/Local/cbhe_template-timesheet_version_2020_1.xlsm
file:///C:/Users/nikos/AppData/Local/cbhe_template-timesheet_version_2020_1.xlsm


 

14 
 

 MechaUZ Project: Financial Reporting 

 

12. Endnotes 
 

Please send all correspondence to: 

Dr. Thomas Thomidis 

International Hellenic University 

Campus of Sindos 

Department of Agriculture 

Sindos, 57400, PO BOX 141 

Greece 

 

Please send all documents to: 

tsotiriou@seerc.org 

 

Don’t forget to Cc:  

antabizas@seerc.org  

ihu.mechan@gmail.com  
 

mailto:tsotiriou@seerc.org
mailto:antabizas@seerc.org
mailto:ihu.mechan@gmail.com

