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The template for the financial report 

How to fill in the data? 

When do you need to submit? 

SECTION I: FINANCIAL REPORT 

www.inclusionerasmus.org  

http://www.inclusionerasmus.org/


The format of the report with the filled information was sent to you individually on 
06.11.2018. Once preparing the financial report, please use that one.  
Please fill in the data for the budget headings: STAFF COSTS, TRAVEL COSTS, 
SUBCONTRACTING, EQUIPMENT (if applicable), CO-FINANCING. As the data for the purposes 
of reporting to EACEA have been inserted, please add the missing data or make changes 
when necessary.  
If any data is changed please inform with the separate letter to the management team.  
Based on the financial report we will check the transfers and make respective payments for 
those expenses that have not been conducted yet.  
The REQUIRED SUPPORTING DOCUMENTS are to be submitted together with this 
FINANCIAL REPORT to the management team. 
For the supporting documents please look SECTION II: SUPPORTING DOCUMENTS.  

FINANCIAL REPORT FORMAT  



FINANCIAL REPORT: STAFF COSTS 

www.inclusionerasmus.org Please open the sheet for STAFF COSTS 

How to fill in the data for the STAFF COSTS (the data are to correspond to EACH Joint Declaration (JD) and TIMESHEET)  

1 9 8 7 6 5 4 3 2 10 11 12 13 14 

Column 1: Please choose one the types for WP: Preparation, Development, Quality Planning, Dissemination or Management. 
Column 2: Please choose your institution number. 
Column 3 and Column 4 are filled in automatically. 
Column 5: Please continue the reference number of the supporting document accordingly. 
Column 6: Please insert the name of the staff member according to the JD and Timesheet 
Column 7: Please insert one of the categories: Manager, Teacher/Researcher, Technical or Administrative staff as in JD and 
Timesheet 
Column 8: Please insert the task description as in the JD and Timesheet  
Column 9, Column 10 and Column 11: Please insert day/month/year for the start and end of the activity and N of days dedicated 
to that WP type activity as in the JD and Timesheet.  
Column 12 and Column 13 are filled in automatically.  
Column 14: if all the data are filled, the column ERROR will disappear.  



FINANCIAL REPORT: TRAVEL COSTS & COSTS OF STAY 

Please open the sheet for Travel costs & Costs of Stay 

How to fill in the data for the TRAVEL COSTS & COSTS OF STAY (the data are to correspond to EACH Individual Mobility Report (ITR))  

1 9 8 7 6 5 4 3 2 10 11 12 13 17 

Column 1: Please choose one the types for WP: Preparation, Development, Quality Planning, Dissemination or Management. 
Column 2: Please choose your institution number. 
Column 3 and Column 4 are filled in automatically. 
Column 5: Please do not insert the reference number for the travel, as the management team will do that.  
Column 6: Please insert the name of the person travelling as in the ITR.  
Column 7: Please choose from staff and student category.  
Column 8: Please insert the city and country of the departure as in the ITR and that should correspond to the country/city of home institution. If 
it is different, the prior authorization document should be attached to the supporting document.  
Column 9: Please insert the city and country of destination as in the ITR.  
Column 10, Column 11 and Column 12: Please insert day/mount/year for the period of travel and the number of days as in the ITR.  
Column 13: Please consult the following link to insert the distance (KM) - http://ec.europa.eu/programmes/erasmus-plus/resources_en#tab-1-
4  
Column 14, Column 15 and Column 16 are filled in automatically and the calculation is done automatically.  
Column 17: if all the data are filled, the column ERROR will disappear.  

14 15 16 

http://ec.europa.eu/programmes/erasmus-plus/resources_en%23tab-1-4
http://ec.europa.eu/programmes/erasmus-plus/resources_en%23tab-1-4


FINANCIAL REPORT: EQUIPMENT 

Please open the sheet for Equipment 

How to fill in the data for the EQUIPMENT (the data are to correspond to SUPPORTING DOCUMENTS)  

1 9 8 7 6 5 4 3 2 10 11 12 13 14 

Column 1: Please choose one the types for WP: Preparation, Development, Quality Planning, Dissemination or Management. 
Column 2: Please choose your institution number. 
Column 3 and Column 4 are filled in automatically. 
Column 5: Please insert the reference number accordingly.  
Column 6: Please insert day/month/year as indicated in the INVOICE of the equipment.  
Column 7: Please insert the name, type and specifications of each item as indicated in the contract, invoice.  
Column 8: Please insert the name of the company providing the equipment.  
Column 9: Please note that NO VAT is to be indicated in the column and the equipment should be exempted from the VAT. 
Column 10: Please insert the amount as in the invoice.  
Column 11: Please insert the currency as in the invoice (AMD or BAM, etc.). 
Column 12: is filled in automatically, when you fill in COLUMN 13.  
Column 13: Please consult the following link for the exchange into EUR - 
http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.cfm  
Column 14: if all the data are filled, the column ERROR will disappear.  

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.cfm


FINANCIAL REPORT: SUBCONTRACTING 

Please open the sheet for Subcontracting 

How to fill in the data for the SUBCONTRACTING (the data are to correspond to SUPPORTING DOCUMENTS)  

1 9 8 7 6 5 4 3 2 10 11 12 13 14 

Column 1: Please choose one the types for WP: Preparation, Development, Quality Planning, Dissemination or Management. 
Column 2: Please choose your institution number. 
Column 3 and Column 4 are filled in automatically. 
Column 5: Please insert the reference number accordingly.  
Column 6: Please insert day/month/year as indicated in the INVOICE of the subcontracted item.  
Column 7: Please insert the name, type and specifications of each item as indicated in the contract, invoice.  
Column 8: Please insert the name of the company providing the service.  
Column 9: Please note that NO VAT is to be indicated in the column and the subcontracting items should be exempted from the VAT. 
Column 10: Please insert the amount as in the invoice.  
Column 11: Please insert the currency as in the invoice (AMD, BAM, EUR, GBP, etc.) 
Column 12: is filled in automatically, when you fill in COLUMN 13.  
Column 13: Please consult the following link for the exchange into EUR - 
http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.cfm  
Column 14: if all the data are filled, the column ERROR will disappear.  

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.cfm


FINANCIAL REPORT: CO-FINANCING 

Please open the sheet for Co-financing 

How to fill in the data for Co-financing  

1 

7 6 5 4 3 2 8 

Column 1: Please choose your institution number. 
Column 2 and Column 3 are filled in automatically. 
Column 4: Please choose the budget heading (staff, travel, costs of stay, equipment, subcontracting or other) from which the co-
financing is conducted. 
Column 5: Please indicate the source for co-financing (e.g. institution’s own resources, etc.). 
Column 6: Please insert the name, type and specifications (e.g. printing costs (200 copies), etc.).  
Column 7: Please insert the amount in EUR.  
Column 8: if all the data are filled, the column ERROR will disappear.  

 
NOTE: each institution has to ensure that co-financing is done within INCLUSION project and the final total percentage for the co-
financing should correspond to the percentage indicated in the Partnership Agreement Annex I: Budget Breakdown. For more 
information on co-financing please also consult the Guidelines for the Use of the Grant and Financial and Technical Kit by the 
management team.  



Please send the Financial report together will 
all the Supporting Documents.  

14.12.2018 

www.inclusionerasmus.org 



What are the supporting documents per heading?  

How each template is to be completed? 

SECTION II: SUPPORTING DOCUMENTS 

www.inclusionerasmus.org 



OVERVIEW OF SUPPORTING DOCUMENTS 

The submission of supporting documents is an 
obligation of each partner institution. And failure to 
submit the requested document may cause that the 
funding and transfers to the partner are non-eligible.  
ALL the supporting documents are to be kept and 
submitted in a due manner.  
All the supporting documents are to be scanned and 
copies of the documents are to be readable.  
All the documents other than in ENGLISH are to be 
translated (the KEY parts).  
 



Formal employment contract is to be attached to the supporting documents per staff member, ensuring that the member is 
officially employed by the partner institution. If the contract is in other language than ENGLISH please provide the translations for 
the KEY parts (name, period, position, etc.).  
Joint Deceleration (JD) is to be prepared per staff member according to the format (see next page). One JD is to be prepared per WP 
type.  
Time sheet is to be attached to the Joint Declarations according to the format (see next).  
Salary Slips are to be attached to the supporting documents ensuring that the staff member received the amount as indicated in the 
JDs. Please note that ALL PARTNER INSTITUTIONS/Individuals (when transfers are done directly) bare the responsibility of 
charging their staff members all the taxes as stated by the law of their country. The financial audit will check all the respective 
documents for transfers of STAFF COSTS and thus we are kindly asking to attach them with staff costs. If the salary slips are in other 
languages than ENGLISH please provide the translation of KEY parts (name, amount transferred, taxes, etc.).  
 
 
Agendas, participant lists, outputs, minutes of meetings: these documents are being collected by the management team and the 
lead partners per WP and per event. However, in cases of internal documents the partners will be asked to send additional 
documents as proofs.  
 

NOTE: after submission of the financial documents and supporting documents the management team will check all the documents 
starting from the beginning of the project. That’s why we are asking to go through each document for STAFF COSTS and if there are any 
missing document/s from the previous reporting please send them too.  

SUPPORTING DOCUMENTS: STAFF COSTS 

FOR THIS REPORTING PERIOD 
 

JDs and Timesheets for January 2018 – December 2018 
Any missing document from the reporting period of 2017 



SUPPORTING DOCUMENT: STAFF COSTS: JOINT 
DECLARATION (JD) 

1 

2 

3 

4 

5 

6 

7 

SECTION 1: Please leave this to the management team. It should 
correspond to the reference number in the financial report.  
SECTION 2: Please insert the full name of your institution and the name and 
address of the staff member.  
SECTION 3: Please note if the staff member is fully employed or is an 
assigned person. Read the footnote of the document and the letter from 
EACEA attached carefully.  
SECTION 4: Please insert the day/month/year for the period the staff 
member conducted the activity. This should be the same as in the financial 
report.  
SECTION 5: Please insert the description of the activity according to the 
workpackage type. This means that description of the activity for the 
management should differ from the description of the activities for the 
researcher, administrative staff. This should be the same as in the financial 
report.  
SECTION 6: Please insert one of the categories for staff member, country of 
the institution the staff is employed and number of the days dedicated to 
the activity for the particular WORKPACKAGE type. If the staff member 
conducted activities for the categories manager and researcher DIFFERENT 
JD are to be prepared.   
SECTION 7: Please insert the data of both staff member and person in 
charge of the institution, date and place. Signatures of both parties are to be 
there. The stamp of the institution is compulsory.  
 

NOTE: JD can be accepted ONLY when all sections are completed in a due 
manner. The format of the CORRECT JD is in DROPBOX (WP8_Management, 
Fin&TechMngt, Reporting templates).  ONLY one JD is to be prepared per WP 
type (development, preparation, dissemination, quality control and 
management). 
PLEASE USE that one.  



SUPPORTING DOCUMENT: STAFF COSTS: TIME 
SHEET 

SECTION 1: The number of the project is inserted.  
SECTION 2: Please insert the name of the staff member. 
SECTION 3: Please insert the institution and country the staff 
member is employed.  
SECTION 4: Please insert the position of the staff member in the 
institution.  
SECTION 5: Please choose one of the categories (Manager, 
Teacher, Technical and Administrative staff). If the staff member 
conducted difference tasks of different categories separate time 
sheets are to be prepared.  
SECTION 6: Please choose the year according to the JD. 
SECTION 7: Please choose the month according to the JD. 
SECTION 8: Please insert the number of the working days that 
should correspond to the JD.  
SECTION 9: Please choose the WP type (Development, 
preparation, dissemination, quality control and management) 
SECTION 10: Please insert the detailed description for the activity 
for that particular CATEGORY.  
SECTION 11: The calculation of total days will be done 
automatically.  
SECTION 12: The time sheet is to be signed by the staff member 
and the person in charge of the institution.  

 
NOTE: Time sheet can be accepted ONLY when all sections are 
completed in a due manner. The format of the CORRECT timesheet is 
in DROPBOX (WP8_Management, Fin&TechMngt, Reporting 
templates).  
 
PLEASE USE that one.  

2 
3 
4 
5 

6 7 

1 

8 9 10 

11 

12 



WP1 

WP2 

WP3 

WP4 

WP5 

WP6 

WP7 

WP8 

Preparation 

Development 

Quality Plan 

Dissemination 

Management 

 Manager 
 Researcher 
 Technician 
 Administrative 

 Manager 
 Researcher 
 Technician 
 Administrative 

 Manager 
 Researcher 
 Technician 
 Administrative 

 Manager 
 Researcher 
 Technician 
 Administrative 

 Manager 
 Researcher 
 Technician 
 Administrative 

WORKPACKAGE TYPE 



Individual mobility report (ITR) is to be prepared per staff member travelling and attached to the supporting 
documents. How to fill in the ITR is explained (see next page).  
Invoices, receipts, boarding passes, etc. all these documents are proving that the staff member travelled and 
got to the destination. Thus the management team is asking to KEEP all the necessary invoices and send the 
scans of e-tickets and invoice, boarding passes, hotel invoices, train/but tickets, etc. If any of these 
documents is in other language than ENGLISH please provide the translation of KEY parts (name, amount, 
destinations, dates, etc.).  
 
 
Agendas, participant lists, outputs, minutes of meetings: these documents are being collected by the 
management team and the lead partners per WP and per event. However, in cases of internal documents the 
partners will be asked to send additional documents as proofs. It is highly recommended to sign the registration 
lists of each event to prove that the staff member participated in the event.  
 

NOTE: after submission of the financial documents and supporting documents the management team will check 
all the documents starting from the beginning of the project. That’s why we are asking to go through each document 
for TRAVEL COSTS and if there are any missing document/s from the previous reporting please send them too.  

SUPPORTING DOCUMENTS: TRAVEL COSTS & 
COSTS OF STAY  

FOR THIS REPORTING PERIOD 
 

Any missing document from the previous travels (he list of travels is 
attached) 



SUPPORTING DOCUMENTS: TRAVEL COSTS & 
COSTS OF STAY  

THE LIST OF TRAVELS CARRIED OUT WITHIN THE REPORTING PERIOD OF INCLUSION  



SUPPORTING DOCUMENT: TRAVEL COSTS & COSTS OF 
STAY: INDIVIDUAL MOBILITY REPORT (ITR) 

SECTION 1: Please leave this to the management team. It should 
correspond to the reference number in the financial report.  
SECTION 2: Please insert the full name of staff member travelling, the 
nationality, the name of the home institution and the position of the 
staff at the institution.  
SECTION 3: Please choose the type of the event the staff 
member/student participated.  
SECTION 4: Please insert the day/month/year for the event. Please 
note that the dates should be the same as on the tickets/boarding 
passes. Please also insert the information on the host institution and 
home institution, as well as travel distance in KM using the link on the 
document. Read the footnote of the document vey carefully.  
SECTION 5: Please insert the dates for the event excluding travel days. 
Please also insert brief description of the event.  
SECTION 6: Please insert the date and put the signature of the staff 
member travelling.  

 
NOTE: Please note that calculation for the stay is done for the days of 
event plus 2 days for travel. 
ITR can be accepted ONLY when all sections are completed in a due 
manner. The format of the CORRECT JD is in DROPBOX 
(WP8_Management, Fin&TechMngt, Reporting templates).  If any of the 
ITRs is missing the funding is considered not eligible. 
 
PLEASE USE that one.  

1 

2 

3 

4 

5 

6 



Tendering procedure documents as the amount is high please present all the documents for the tender. .  
Contracts, invoices, act of delivery and acceptance: all these documents are to signed and stamped by both 
sides (partner institution and the company providing the equipment). In case of UNTZ, we are asking to send also 
the acts of delivery and acceptance of the equipment from UNT to UNTZ. NO VAT 
Bank statements: transfers and payment orders are to be submitted together with all the supporting documents. 
The calculation is to be done according to the exchange rate used for INCLUSION PROJECT.   

 
If any of these documents is in other language than ENGLISH please provide the 
translation of KEY parts (name, amount, purpose, dates, etc.).  

 
Proof of the equipment is recorded in the inventory of the institution: once all the equipment is installed at 
each of 4 universities, the management team will send the format for the inventory letter to be signed and 
stamped by the partner institution.  

 
NOTE: Dear UNT team, please make sure we have all the equipment purchased for B&H with the financial 
reporting.   

SUPPORTING DOCUMENTS: EQUIPMENT 

FOR THIS REPORTING PERIOD 
 

Only equipment purchased by UNT for B&H partner institutions 



Subcontracts: the contract and delivery act formats are to be prepared signed and stamped by both sides. The 
template (when asked) can be provided by the management team).  
Invoice is to be attached to the documents. NO VAT 
Bank statements: transfers and payment orders are to be submitted together with all the supporting documents. 
The calculation is to be done according to the exchange rate used for INCLUSION PROJECT.   

 
If any of these documents is in other language than ENGLISH please provide the 
translation of KEY parts (name, amount, purpose, dates, etc.).  

 
Tangible outputs and products: the translated materials, pro-material samples, etc. are to be sent to the 
management team upon request.   

 

SUPPORTING DOCUMENTS: EQUIPMENT 

FOR THIS REPORTING PERIOD 
 

Only for the subcontracting conducted from December 2016 to 
December 2018 



EXCHANGE 
RATE Exchange rate is fixed within INCLUSION 

project and is only for ACTUAL COSTS 

All transfers other than EUR should be calculated 
taking into account the rate fixed by EACEA for the 
month of the first pre-financing: JANUARY 2017 

The rate will be changed only when the second pre-
financing is received. You will be officially infromed  

The date on the INVOICE is to be considered for the 
rate exchange.  

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_fr.cfm  

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_fr.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_fr.cfm


ՇՆՈՐՀԱԿԱԼՈՒԹՅՈՒՆ 
THANK YOU!!! 

 socincl.coord@gmail.com  
inclusi.mngt@gmail.com 

www.inclusionerasmus.org   

mailto:inclusi.mngt@gmail.com
mailto:inclusi.mngt@gmail.com
mailto:inclusi.mngt@gmail.com
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http://www.inclusionerasmus.org/
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