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REPORTING INFORMATION
1. Referential document/sections:
ANNEX II: GENERAL CONDITIONS APPLICABLE TO EUROPEAN UNION-FINANCED GRANT CONTRACTS FOR EXTERNAL ACTIONS
                            ARTICLES 2, 15 (except 15.7; 15.9)

    STANDARD GRANT CONTRACT 

              ARTICLE 7.3 - modification to the General Conditions: 15.7; 15.9 and article 16
2. Interim and Final reports on project implementation:
It is necessary to submit an interim technical implementation narrative report and interim financial statements within 30 calendar days of the end of the reporting period in question using templates in Annex VI of the Grant Contract.
Within three months after the implementation period as defined in Article 2 of the Special Conditions and using the templates in Annex VI of the Grant Contract, the Beneficiary shall submit a Final report on project implementation consisting of narrative and financial parts.
3. Documentary proofs on project implementation
a. Proofs for activities implemented
The Beneficiary has to ensure the technical project documentation being detailed enough to evidence not only the reality of the respective costs incurred, but also that the value for money principle is respected.
The next table presents exemplary proofs for some of the budget headings. It is up to the Beneficiary to choose the most appropriate way to prove the effectiveness and efficiency achieved with implementing the respective project.
	BUDGET HEADING
EXPENDITURE
	EXEMPLARY PROOFS OF IMPLEMENTATION

	1.  Human resources
Experts assigned to the action
	· Evidence of experts’ selection process (invitation letter/call, CVs, Terms of Reference, report of the selection committee etc.)
· Duly filled in and signed contract
· Product/s (report, study, publication, curricula )

	1. Human resource
Per diems for seminar participants
	· Program of the seminar
· List of participants (daily)

	2.  Travel
	· Duly filled and signed order for the business trip

· Individual report on the business trip and materials of the mission (invitation, agenda, list of participants, description of the individual contribution etc.)

	3.  Equipment/ supplies 

	· Procurement documents (tender dossier, tender evaluation report and respective annexes, technical acceptance form;
· Copies of submitted offers
· Copy of the supply contract
· Copy of the Certificate for origin (in case the unit price is more than €5,000
)

· Copy of the inventory register
· Protocol for transferring the ownership (if applicable)

	4.  Local office

	· Contract for renting the office
· Evidences there are no such costs covered by 10. Administrative costs
· Proofs about the proportion in which the office is used for the project (if applicable) 

	5. Other costs, services

	· Procurement documents (tender dossier, tender evaluation report and respective annexes, service provision report(s);
· Copies of submitted offers
· Contract of the service contract
· Program of the conference
· List of participants
· Materials
· Contributions
· Publications
· Photos



	6. Other
Works 
	· Procurement documents (tender dossier; tender evaluation report and respective annexes; work acceptance form)
· Copies of submitted offers
· Copy of the work contract



a. Financial documentation of the project
The supporting documents evidencing the costs actually incurred under the project differ by type of expenditure.
Next table summarises the main supporting documents the Beneficiary has to present in case of an audit.
	EXPENDITURE GROUP
	SUPPORTING DOCUMENTS EVIDENCING THE EXPENDITURE

	
	Reasons for incurring project expenditures
	Evidences for eligibility of costs
	Evidences for execution of payments

	Salaries/ honoraria
	Budget + Contract (full- time, part-time)
	Timesheet
	Bank statement/ Pay-roll/ Payment receipt

	Travel costs
	Budget + Business trip order (under the project)
	Report, List of participants, Memo,
	Ticket (plane/train/bus) Invoice

	Purchases
< € 2500
	Budget + decision of the project manager
	Book for registering purchases (copy)
	Invoice, receipt

	All other purchases
	Budget + tender dossier + contract
	Protocol for delivery/ acceptance
	Invoice + receipt


4. Verification of expenditures
The expenditure verification(s) referred to in Article 15.7 of Annex II will be carried out by the Contracting Authority or any external body authorized by the Contracting Authority.
� Contract-award procedures (annex IV), section 2.2
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