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Introduction

This Procedures Manual serves as a support and guidance to project co-ordinators and project partners in the implementation of projects funded under the Tacis component of EU-Russia Neighbourhood Programmes. The Manual is designed to function as a reference tool, particularly during reporting.

The Procedures Manual contains rules, formats and templates which should be used to fulfil the European Commission’s requirements for grant contracts. Please pay attention that this document does not supersede or modify provisions as set in the Practical Guide (available at

http://ec.europa.eu/comm/europeaid/tender/practical_guide_2006/index_en.htm) and the General Conditions of your grant contract (Annex II). In case of doubt, the rules as set there prevail over the Procedures Manual. Apart from reading this Manual  project partners are encouraged to consult the relevant parts of the Practical Guide and the Grant Contract, i.e. the Special Conditions and its annexes. 

1. 
Communication with the EC Delegation
The EC Delegation Project Officer and the EC Delegation Project Manager will provide support and guidance throughout the project implementation process and reporting stages. The EC Delegation Project Manager is designated in article 5 of the Special Conditions of your contract. It is the responsibility of the Project Co-ordinator to liaise with the EC Delegation Project Officer/ Project Manager and to give a regular updated picture of the development of the project. The EC Delegation Project Officer (as communicated to each project co-ordinator) is the first contact point for any required guidance throughout the project implementation process.

As a rule, all communication between your project and the EC Delegation Project Officer should go through the designated Project Co-ordinator.

2. 
Payment Schedule

Depending on the size of the Tacis grant and the duration of your project you will receive the grant amount in two or three instalments:

* 
advance payment

* 
interim payment (only in grant amount >EUR 100,000 and project duration >12 months)
* 
final payment

For details please refer to Art. 15.1 of the General Conditions to your grant contract.
2.1
Advance payment

The advance payment can be requested after the Contract is signed by both parties (EC and your organisation) and its signed original has been received back by the EC Delegation to Russia. The date of your request for payment must be within the duration of your contract (i.e. on or after the date of signature). 

Request for an Advance Payment should be prepared in accordance with the template provided in Annex E (template 1) of your grant contract.
 The invoice must bear the stamp of your organisation and be signed by the Project Director, i.e. the same person who signed the grant contract. Only originals of invoices can be accepted. 

2.2
Interim Payment

Your project can only request an interim payment (i.e. a second payment during the project implementation) if the Tacis grant to the project exceeds EUR 100,000 and the implementation period of the project is more than 12 months.

The interim payment can be requested as soon as the share of the actually incurred expenditure which is financed by the Contracting Authority reaches 70% of the amount of the advance payment (see Article 15.1 of General Conditions). It must be supported by an interim financial and narrative report (see section 3). Please note that interim payments can only be made during the implementation period of a project. Therefore the payment request together with the required reports should in no case be submitted later than 2 months before the end of a project.
The same formal requirements apply as for the request for advance payment.

2.3
Final Payment

The request for final payment is submitted after the end of the project together with the final narrative and financial reports (see section 3). It covers the balance between the total EC contribution to your project and the advance/interim payment(s) already received. Please note that the contribution of the European Commission is calculated in accordance with Article 17.2 of General Conditions and Article 3.2 of the Special Conditions, i.e. it is based on real accepted cost of your project. The amount of the final payment will therefore depend on the real cost of the project approved by EC after verification of your final financial report. 

Example (based on Art. 15.1 General Conditions, Option 2):

In the contract:

Total cost of the project according to the Special Conditions:

200.000.00 €

EC contribution according to the Special Conditions: 90% of total cost:
180,000.00 €

Advance (80 % of EC contribution of first year budget):


120,000.00 € 

Interim payment (as indicated in Art. 4 Special Conditions):

  42,000.00 €
Forecast of Final payment:





  18,000.00 €
Calculation of balance amount based on real accepted costs:

Total amount of actual costs supported by valid documentation:

190,000.00 €
EC contribution (90% of total accepted cost):



171,000.00 € 

Final payment: (171,000.00 € - 162,000.00 €)



    9,000.00 €
If the real accepted cost of your project is greater than the amount fixed in the contract, the balance payment will be limited to the latter. 

In case the real accepted cost of your project is lower than the amount foreseen in the contract and results in negative balance amount after deduction of the advance, your organisation will have to refund the difference to the EC. 

NB. The final instalment will be reduced by the amount of the interests accrued from pre-financing paid by the EC in accordance with article 15.10. of General Conditions. 

3.
Project Reporting

3.1
Why reporting?

Each project receiving an EC grant is required to produce 6-monthly project updates as well as an interim and/or a final report. All partners must give their input to project reporting. The reports inform the European Commission on the progress of its programmes and help it monitor the implementation of the actions. For the contracting parties the reports are designed as an active communication tool, which the project co-ordinators and project partners should use to report on achieved results and highlight changes and possible problems that may have arisen during project implementation. You are always welcome to use these reports for suggestions on how to improve the programme in all its aspects.

The reporting requirements, specifically the need to submit an interim report, depend on the applicable payment option indicated in Article 4 of the Special Conditions (see section 2.).

Please note that reports are not only a means of providing the Contracting Authority with information on the implementation of the Action, but they are a prerequisite to receive further instalments of pre-financing and final payments. 

Out of all activities implemented in the framework of the joint projects only activities financed under the Tacis contract are to be covered in reports submitted to the EC Delegation in Moscow under the format referred in section 3.4. In case information on the overall project implementation (including the activities not financed by Interreg or other sources) is needed for a proper understanding of Tacis-funded activities, beneficiaries are encouraged to include this information clearly separately. In contrast to Tacis specific reporting requirements no fixed format  is required to provide Interreg related information. 

3.2
When to submit the reports?

Project Updates

A project update (Annex D) has to be sent every 6 months during the project implementation. Project updates serve to keep the EC  Delegation informed on the progress of your project and are provided independently of requests for payments. 
Interim Report
The Interim Report has to accompany your request for further pre-financing payments (see section 2.2).
Final Report

The Final Report has to accompany the Final Financial Report. Both reports have to reach the EC Delegation to Russia services within three months after the end of the Action’s duration as defined in Article 2 of the Special Conditions. In case the Beneficiary does not have its headquarters in Russia, this deadline is extended to six months (see Article 7.2.1 of the Special Conditions of the Grant contract). 
3.3
To whom to submit the reports?

Project updates should be sent to the EC Delegation Project Officer at the EC Delegation in Moscow.
Any reports that are accompanied by a payment request (i.e. interim and final reports, both narrative and financial) should be sent together with the payment request itself to the Head of the Finance and Contract Section at the EC Delegation in Moscow. For the exact postal address please refer to the Article 5 of the Special Conditions of your contract.  
Reports are to be submitted in one original and one copy. A copy of the narrative  report and project update reports should also be sent to the Joint Technical Secretariat of respective programme.
3.4
Reporting formats

Interim and final reports consist of a narrative and a financial part that should be clearly structured and bound. The subject scope of reports is described in Article 2 of the General Conditions. Templates for interim and final narrative reports are provided in Annexes A and B of this Manual.
Report should give:

· a detailed picture of project activities and achievements, but also of problems, if there were any

· an assessment of the cooperation between the project partners and local/regional stakeholders

· an assessment of the impact of project activities as far as this is possible to quantify.

All reports should be submitted in English and follow the structure of templates. 

A good and interesting to read report does not limit itself to list and describe project activities – it is not a copy-paste exercise! Good report places a high emphasis on project results. Please try to quantify results as much as possible. 

Reporting should be a common task of the applicant and partner. It is important that partners present their feedback and evaluation of the projects’ results and reveal weaknesses and lessons learnt.   
The reports are to be endorsed by ALL partners (template in Annex F).

Narrative reports

The narrative part of any report shall also include an updated action plan (see Annex C) as an overview of activities already implemented and a work plan for the remaining phase of the project implementation.

Financial reports

The financial report provides details of the budgeted costs versus actual expenses in accordance with the template provided in Annex E. It can only include those costs specified in the contract and incurred during the project implementation period (this does not affect the eligibility of costs of the final audit - Article 14.1 of the GC).

4.
Financial Reporting Requirements

Where not otherwise indicated the following rules for financial reporting apply to both interim and final financial reports. The presentation of rules in section 4.2 to 4.X is organised following the sheets of the financial report template provided in Annex E.

4.1
General issues

4.1.1.
Eligibility of costs

To be accepted as eligible costs under your project, expenditures have to meet the requirements of Art. 14.1 of the General Conditions to your grant contract. Apart from their substantial justification for the purposes of the project and their inclusion in the project budget this means that only costs that were invoiced to your organisation or one of your Tacis project partners during the project implementation period are eligible. The only exception to this rule are the costs of final expenditure verification which can be invoiced after the end of the project. 
Please note that under EC rules, costs can only be included in financial reports after the actual payment is made. Thus, the actual payment for eligible costs can be made after the end of the project, however payment needs to take place before the submission of the final financial report.
Value-added Tax (VAT)

VAT is not an eligible expense and cannot be financed out of the grant. Project partners should follow the established procedures to reclaim VAT (see Annex G). A confirmation letter from the EC concerning the exemption of Tacis-funded projects from Russian taxes as well as further guidance can be obtained from your Project Officer.

4.1.2
Supporting documents

The project must keep supporting documents for all expenditure (receipts, invoices etc.). Originals of these documents must be kept in the project’s accountancy files for at least seven years after the receival of the final balance payment. Copies of supporting documents do not need to accompany the financial report unless specifically requested by the Contracting Authority.

Supporting documents for purchased equipment

In contrast to other kinds of expenditures supporting documents need to be submitted together with financial reports for any equipment that was purchased, i.e. items that were funded out of budget heading 3. These supporting documents include the following:

· Tender documentation
When purchasing equipment (as well as any services) from external suppliers the procurement guidelines in Annex IV of your contract need to be observed. Documentation demonstrating that the procurement process was in compliance with these guidelines need to be submitted.
· Copy of invoice

· Copy of payment documents (cash receipt or payment order)

· Certificate of Origin (to be obtained from supplier, proving the goods comply with rule of origin)
· Only for final report: Transfer of Ownership
At the end of the project, equipment that was purchased in its framework must be transferred to the organisation(s) stipulated by your contract. This/these organisation(s) have to be Russian legal entities. For equipment and vehicles of a unit cost of more than 5000 EUR at purchase, please fill in and sign the Transfer of Ownership (template 8, Annex E) and attach it in original to the final financial report. The equipment specifications should be as detailed as in the relevant invoice (description, number of items, price). 

If, according to Annex I of your grant contract, equipment and/or vehicles of a unit cost of more than 5000 EUR at time of purchase will remain the property of your organisation, please provide documents confirming registration of this equipment in the accounts of your organization. 

Interest accrued on received pre-financing payments (Art. 15.10 General Conditions)
Only for final report: a statement by your bank on the amount of interest accrued on the balance of EC pre-financing payments  should be submitted. This interest received is deducted from the final balance payment (see section 2.3).
Presence sheets for participants of seminars, conferences, workshops, etc. – template 7. 
For training, seminars or study tours you should make sure that the participants sign a presence sheet.  

4.1.3
Audit Certificate 
The final financial report should be supported with an audit certificate made in accordance with Annex IV to your Contract. 

The purpose of the audit is to certify that the final amount that you report is correct. The audit certificate must state that relevant, reliable and sufficient evidence exists to assure that:

· The experts employed by the contractor for this contract have actually been working on the contract (as corroborated by independent, third-party evidence) for the number of days claimed in the contractor's invoice (basis for checking is the original, signed timesheets, original tickets, hotel bills etc.); 

· The amounts claimed have actually and necessarily been incurred in accordance with the requirements of special and general conditions of the contract.

· Each invoiced item has a valid and original supporting document.

On the basis of the examination, the auditor must confirm and attest the accuracy of your Final Financial Report by signing each page. 

4.1.4
Conversion into EUR

Amounts claimed in the financial report have to be denominated in Euro. Any amount not originally invoiced in Euro must be converted into Euro using the exchange rate for the month in which payments to suppliers/contractors are made. The official monthly EC exchange rates are available on the following Internet address: http://ec.europa.eu/budget/inforeuro/index.cfm?language=en Please note that it is the month in which the grant beneficiary actually pays its supplier/contractor that determines the exchange rate to be used, and not the month in which the supplier/contractor issued its invoice.
For converting non-EUR amounts into EUR always use the exchange rate with 4 decimals. The resulting EUR amount is to be included into the financial report with 2 decimals. The use of 2 decimals also applies for all expenditures incurred directly in EUR, i.e. no rounding is allowed.
4.2
Specific instructions on sheets of financial report template (Annex E)
4.2.1
Summary table (templates 2.1 and 2.2)
It must indicate real total expenditure incurred, that is all costs regardless of their funding source (EC contribution or your organisation’s/partner organisations' co-financing). The breakdown of expenditures in the summary table has to be the same as in the contract budget, including at least the same degree of detail.
In case the contract budget has been changed throughout the course of the project (see section 5.), please include the latest figures under column “In contract”. 

Administrative costs

While costs incurred under budget headings 1 to 6 have to be broken down in detail on separate reporting templates (see section 4.2.2 and 4.2.3), the project’s administrative costs are included directly on the summary sheet without the need for further breakdown. The budget heading ‘Administrative costs’ may include project costs that were incurred but cannot be attributed to any other budget headings. 
Please, note that the amount under this budget heading cannot be greater than 7% of the real cost of your project. This means that in case the total accepted cost of your project is lower than the cost indicated in the budget, the amount accepted under this budget heading will be reduced accordingly.

4.2.2
Summary tables for Fees and Per Diems (templates 4 and 5)

Each member of the project staff must regularly fill in timesheets (template 3) specifying the days worked (column 2, Days worked) and nights spent on missions (Columns 3, Per Diem). For filling in the form please follow the instructions listed at the end of the document. Originals of timesheets must be kept in your organisation for the Audit. A full-time working month consists of 22 working days.

Per Diems are paid only to the project staff and experts of the project specified by article 1. Human Resources for each night spent on mission away from the home base and should include accommodation (hotel) costs, meals, local transportation (car rent, taxi), bed sheets in the train and sundry expenses. The Per diems rate cannot exceed the official rate set for the date of the mission, which are available at  http://europa.eu.int/comm/europeaid/perdiem/index_en.htm
Copies of timesheets do not need to be submitted together with the financial report (both interim and final). Same as other supporting documents (see 4.1) original timesheets shall be kept by your organisation for the Audit or in case they are requested for verification by the EC Delegation.

4.2.3 Summary tables for budget headings 2, 3, 4, 5 and 6 (template 6) 

To report the expenditure under budget headings 2, 3, 4, 5 and 6 you have to summarize all relevant invoices and receipts in tables “Form for budget heading no. 2-6” (template 6) prepared for each budget subheading. When you transfer information from this form to the Interim Financial Report, you should transfer only the total per sub-heading.

5. Contract Amendments

It is important that your contract budget and plan of activities is carefully observed during the whole period of project implementation. In cases when in the interest of the project it is not possible to follow the original budget, you may request to amend it during the project implementation (see Art. 9 of the General Conditions to your contract).
5.1
Change of project budget
Substantial changes of the contract budget (e.g. adding new budget lines, reallocating funds between budget headings resulting in relative change of more than 15% of the subtotal of any affected budget heading) can only be approved in particular justified cases by prior issuing of an addendum to your contract countersigned by both parties. Addenda cannot be retrospective. Thus, expenditures can only be incurred in line with the changed budget once the addendum has been signed by both parties. To allow sufficient time for the discussion and preparation of a contract addendum, please note that you should send your written request to the EC Delegation Project Manager at least one month before the requested amendment should enter into force. Together with your request for addendum, please submit a new budget breakdown modified in accordance with the amendment that you request. A template for the presentation of the requested budget changes can be obtained from your Project Officer.

In cases when the requested changes in the project budget do not affect the basic purpose of the project and where the financial impact is limited to reallocations between budget sub-headings or between budget headings involving a variation of 15% or less of the amount originally entered under each relevant budget heading, this change may be agreed by a simple exchange of letters with your EC Delegation Project Officer. It is strongly recommended to consult (in writing) the EC Delegation Project Officer prior to the application of these amendments in order to avoid the risk of rejection of applied amendments at the payment stage.

5.2
Changes of project staff

Changes of project staff do not need to be approved by the Contracting Authority, but should be notified to the EC Delegation Project Officer with a justification for the change and the CV of the new expert. CVs of all staff members should be provided to the EC Delegation either with interim/final reports or by e-mail any time during the project implementation with a clear indication of a person's position in the project. 
5.3
Change of bank account/name of organisation

In case the name of your organisation or its legal address or the bank details change, please inform the EC Delegation Project Manager in writing and provide a new, original Financial ID form or Legal Entity Form (indicate link). This allows to introduce the necessary corrections in the electronic payment system of the European Commission. As a rule, this procedure takes about three or four weeks. 

6. Acknowledgement of Financial Support, Visibility

All publicity produced by the Action must acknowledge the financial support provided by the European Union. The grant beneficiary must ensure that the fact that the Action has received a financial contribution from the European Union is publicised. This includes all forms of media publications or events such as conferences and seminars, but also internal and external reports. Please refer to Article 6.3 of the General Conditions for the statement to be included in all documents.

The rules concerning visibility are set out in the EU visibility guidelines for external actions, available on the following Internet address: 

http://ec.europa.eu/comm/europeaid/visibility/index_en.htm
7. Instructions on how to fill in a timesheet

1. Start with filling in the following information 

· Beneficiary Name – name of the organization that signed the contract with the European Commission

· Contract No.: - mentioned in the contract
· Name of Expert: - Name, Surname
· Position according to the budget: - e.g. project director, expert, accountant, translator, etc.  

· Month and year – to be within the project implementation period
2. 
Column “Day” corresponds to dates of the month. 

Please put a tick for each day worked in the month in the column “Days worked”. 

Please put a tick in the Column “Per diem” for each NIGHT spent on mission away from the place of the project performance. 

For example, an expert goes on mission to another city on 7 July at 23.00 and comes back on 10 July at 8.00. He / she is entitled to 3 per diems which should be marked in the timesheet since he / spent only 3 nights away from the project performance place. 

There is no need to indicate a place of performance in the relevant column (Place of Performance) for each worked day since it is assumed that unless being on mission a project staff member is working at place indicated in the contract. However, it is obligatory to fill in this information for missions. 

In the column “Remark” please make a brief description of the carried out activities (e.g. preparation of the report, meeting with project stakeholders, etc.). 

2. A timesheet should be signed both by the expert and Project Director. It should be also stamped by the Beneficiary. 

8. List of Annexes 

Annex A – Interim Narrative report

Annex B – Final Narrative report

Annex C – Action Plan Updated
Annex D – Project Update

Annex E – Financial report and sheets:

1 Request for payment

2 Financial report (2.1 interim and 2.2 final)

3 Timesheet

4 Summary of Fees

5 Summary of Per Diems

6 Summary of Budget lines 2-6

7 Presence Sheet

8 Transfer of Ownership

Annex F – Letter of Endorsement 

Annex G - VAT Info-letter: Tax/customs exemptions for goods, works and services purchased in Russia by contractors within EC-financed projects - General information
� Any payment request needs to  contain the following information: name and address of your Organisation; contract number and project title; type of payment (advance/interim/final); requested amount (in accordance with article 4.3. of the Special Conditions); bank account details (corresponding to the information of the Financial ID form that you sent to EC Delegation before contract signature)
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