ty

-~ cross-national cooperation

feedback

Iess fragmented social  © 5 multi-stakeholder involvement
entation of SD s trtg dimension =

Teaching resources ». 5 f:;':slmn ) 3 stritogios I e a rn I n g
pa I'tneI’ShIp noble mission Bosnia and Herzegovina

studentss

o " Epenness mmra: M S successful = 2maq nagem en ol
I n u S I n 5 'S implementation & 5 2, nhtpe i
f'.- J q, £~ w . achievemen

C S staff &

dissemination @ q_)tool kit
comprehenswe

FYh [ :. i .| .:‘:: IT '_i_:

awareness

vulnerable

=
S |
£
=
O

0 erI Armenia

new I'BSOUTCBS

mltlgat
‘g’
f_T-;“
g
8

4

inclusive sustamabllity
acknowledged

teachlng

social dimension

elines momtunngvstt

contributions of the HEls ——

O
D
o 11
(7p]
g

PREPARATION
OF THE FINANCIAL REPORT

T:- harmomz

purpos

Dllrp
rol
feel included
accepted

2018

i n CI usi/{n INCLUSION Management Team Eunded byéhe
4 rasmus+ Programme
b 07.12.2018 of the European Union




SN

I Inclus

FINANCIAL REPORT

m Staff costs

W Travel costs and costs of
stay

® Equipment

2 Subcontracting

W Co-financing

SECTION I: FINANCIAL REPORT

s+ The template for the financial report

s How tofill in the data?

:+  When do you need to submit?

www.inclusionerasmus.org
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FINANCIAL REPORT FORMAT
-J]

| ANNEX VI - FINAL FINANCIAL STATEMENT |
T

L]

o | T ]
L]
w

- Budget Headings 1. Grant Awarded (in EUR) 2. Budget Spent (in EUR)

12 [ 1. Staff Costa 00 0.0

13 | 2. Travel Costs [i] 0.00

12 | 3. Costs of Stay (1] 000

15 | 4. Equipment Costs (1] 000

16 | §. Subcontracting Costs (V1] 0.00

1 | A Grant for Activities 0.00 0.00

1« | B. Additional Grant for | Mabllity Strand 0.0 0.00

1+ | Total Grant requested from the Eu Unian [A+ B] 0.00 [

=

u DISTRIBUTION OF THE GRANT BY ORGANISATION (in EUR)
Partner 1. Stalf 2. Travel 3. Costs of 4 Equipment | 5. Subcontracting Total

| W L Y o) Costs Coats sty Costs Costs Costs (in EUR)

] 4]

» | P2

= F3

= | P4

o |_Ps

= | P8

» | P { Click sevow

= [_ps 1o select

n Pa Comntny

2 | P

= P11

H P12

= P13

% | PH

5 b

= [P

= [P

= | P

e :“'lm'_w_'“ ancal statement . Costs Incurrediand Prefs mm_&

E‘-

s 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.

-+ Ifany data is changed please inform with the separate letter to the management team.

-t 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: STAFF COSTS Inclusi4n

L cnems e s - VoG B oot

Home Insert Page Layout Formulas Data Review View Acrobat

f & cut ) - . N =] ) Tem Tk B | T Autosum v Agpe ‘:ﬁ E
|| % Copy - Arial Narrow 14 A A = Wrap Text g‘g 85 =H J E E il - }"‘J L@
Paste . B 7 U s Sy~ A i= is -ad Merge & Center G . or 0 ;00 | Conditional Format Insert Delete Format Sort & Find & Moanncate 1
- < Format Painter - - B Merge & = % | Farmatting - as Table - {2 Clear - Filter - Select™ |  sawmdposaTs
Clipboard [F] Font Alignment Number Styles Cells Editing KoHQuieHUMaNEHOTE
| B9 - £
. P 5 [ ¢ ] £ F [ H 1 3 3 L M N o
. Add Row Delete Row | Duplicate Row | 1. Staff Costs
e Total [EUR) | 0.00 |
5

Maximum
Name of Partner Country N Number of Total Calculated | Check
Work Partner _ _ _ 5 Supporting . From To Unit cost per day _
P N (to encode in the final financial statement (to encode in the final financial statement X Name of Staff Member Staff category Short description of tasks o - days (in EUR) (in EUR} IMa_
sheet) sheet) (A) B) (AxEB)
] ] 000 000 [N

Click arrow to

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

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

s Column 1: Please choose one the types for WP: Preparation, Development, Quality Planning, Dissemination or Management.

s Column 2: Please choose your institution number.

s Column 3 and Column 4 are filled in automatically.

s Column 5: Please continue the reference number of the supporting document accordingly.

s Column 6: Please insert the name of the staff member according to the |D and Timesheet

s Column 7: Please insert one of the categories: Manager, Teacher/Researcher, Technical or Administrative staff as in |D and
Timesheet

s Column 8: Please insert the task description as in the JD and Timesheet

#  Column 9, Column 10 and Column 11: Please insert day/month/vear for the start and end of the activity and N of days dedicated
to that WP type activity as in the |D and Timesheet.

£ Column 12 and Column 13 are filled in automatically.

% Column 14: if all the data are filled, the column ERROR will disappear.

Si3!!EEE!a‘Sg&S3EBSSB%%‘H“‘J313%!EﬂEHB%%EEEEEESBESGEGEEECBM“

Please open the sheet for STAFF COSTS

57
WA H Final financial statement Costs Incurred&2nd Prefinancing 1. staff costs 4. Equipment Costs 5. Subcontracting « Co-financing &




FINANCIAL REPORT: TRAVEL COSTS & COSTS OF STAY  [Nclusi4n

X 9- -
Home Insert Page Layout Formulas Data Review View Acrobat
% cut X . e o= — = .. . B ) = T EEER X Autosum v Aogr -
’j Ba Copy - Arial Narrow 14 l A == ¥ S Wrap Text gkg\ 55 J_|_| = @ E o 7 ﬁ @
ol ' iE iE erae & Cente q . o «.0 .00 | (Conditiona 0rma se elete Sort &
Pavste F Fomat Painter B I U it - A iE iE | 5 Merge & Center —_'; % ¥ ] FL-JD\":n‘a‘tttI\:\':;I aF?aI\l;la—t Insert Delet Forvmat & ear~ Fi?&_r SF\ETEdCtBi sgjﬁggza;;:'
Clipboard [P Font Alignment Number Styles Cells Editing KoHduaeHUManbHo b
| B9 - &
i B E [ E 3 c f 1 X L W [ 0 B o [
. Add Row Deleta Row | Duplicate Row | Dlmn(e(al(ulzwrl 2-3. Travel Costs & Costs of Stay
; Total Travel Costs {in EUR) [ 0.00
- Total Costs of Stay (in EUR} | 0.00 |
Mt i s | oot s | S0on | s | s | oo | copscomna | onow | e | SO | o R T | G
. Package N shes) shee) Document Ref. travelling Staff Departure Destination (dd/m (dd/m oot of Stay | (in K EUR) M;jl:;med \EUR) Encoding
9| v 0 [] 0 000 000
:‘i Click arrow to 17
21 | 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
14
15
z How to fill in the data for the TRAVEL COSTS & COSTS OF STAY (the data are to correspond to EACH Individual Mobility Report (ITR))

2 +#  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
= itis different, the prior authorization document should be attached to the supporting document.

= i 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.

2 1 Column 13: Please consult the following link to insert the distance (KM) -

2| ## 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.

2 ! Please open the sheet for Travel costs & Costs of Stay
e Final financial statement Costs Incurred&2nd Prefinancing 2-3. 3



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

Inclusisn

A H9- &
Home Insert Page Layout Formulas Data Review View Acrobat
[&_1‘ :: Ez;v ralNarrow 14 - A 4 = = Wrap Text - E‘ﬂ' -] = @ é;;‘ltim ’ %J 4 )
I romatpainter | B LU A= T | Elvergeacomter - | Bv % | 8B SO e e Do PO B Glear - Fiter seiete | smmpposans
Clipboard Font Alignment Mumber Styles Cells Editing KoHGHASHUNANEHO T
89 - 5|
W B T o : F s H T X L ™ N o
. Ado Row Deteterow | oupticaterow | inforeuro | 4. Equipment Costs
5 Total (EUR} ‘ GGD|
? - | Mm{&"ﬁmm ot o st | STPOS | OO | s, o eiciomatbeion | rovtoncompy | o 2ot | S| E‘
%I -] 0.00
" Click arrow to
§ 1 |rrere | 2 3 4 5 6 7 8 9 10 11 12 13 14
w How to fill in the data for the EQUIPMENT (the data are to correspond to SUPPORTING DOCUMENTS) >
## Column 1: Please choose one the types for WP: Preparation, Development, Quality Planning, Dissemination or Management.
2 + Column 2: Please choose your institution number.
= % Column 3 and Column 4 are filled in automatically.
= % Column 5: Please insert the reference number accordingly.
w  Column 6: Please insert day/month/year as indicated in the INVOICE of the equipment.
z ## 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.
4 % Column 10: Please insert the amount as in the invoice.
«| % Column 11: Please insert the currency as in the invoice (AMD or BAM, etc.).
45 st Column 12: is filled in automatically, when you fill in COLUMN 13.
»| » Column 13: Please consult the following link for the exchange into EUR -
5

57
H 4+ M IAEEManne®®  Final financial statement

Please open the sheet for Equipment

Column 14: if all the data are filled, the column ERROR will disaooear.‘!

Costs Incurred&2nd Prefinancing 4. Equipment
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FINANCIAL REPORT: SUBCONTRACTING Inclusi4n

X9 &
Home Insert Page Layout Formulas Data Review View Acrobat
e o y———— B B R I O W
N 23 Copy - o _ . I '7_=’ = B o | Fill - 4 o
P ot | B 8| E (S A W[ | Beseacot B 0 381 St ro et Dt P | - SIS SR | e
Clipboard IF} Font Alignment Number Styles Cells Editing KoH®WAEHUHANEHO CTh
| B9 - £ |
A B [ ¢ o B F c " 1 3 3 L [ N o :
. Add Row [ Delete Row | Duplicate Row | Inforeuro [ 5. Subcontracting Costs
- Total (EUR} | u.uu|
5
SHDCUET County . X VAT and T: e Cu | B
anrk Pa::!r " Wm:;:gmmm {to encode hum%nmmm m’:& "zm"m Nature, type and specifications of the item Providing company eha‘:?:d;;ﬁ A’::;:;‘:::" m%u m mll_':;;njeﬂ Er;“"ffh
sheet) ) i)
il -1 000
:j Click arrow to
E 1 ;ealiei;:;'!ork 2 3 4. 5 6 7 8 9 1 0 1 1 1 2 1 3 14
15
] How to fill in the data for the SUBCONTRACTING (the data are to correspond to SUPPORTING DOCUMENTS)

= + 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.

s % Column 5: Please insert the reference number accordingly.

s

2 Column 6: Please insert day/month/vear 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.
w £ 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: s filled in automatically, when you fill in COLUMN 13.

« +# Column 13: Please consult the following link for the exchange into EUR -

§ & Column 14: if all the data are filled, the column ERROR will disappear.

= ' Please open the sheet for Subcontracting

4 4 » ¥ [WEGESTINEW”  Final financial statement -~ Costs Incurred&2nd Prefinancing VA Trave  CoSteRICOsts Or SEay /AN EqUIpmEnt Costs™ 5. Subcontracting Costs  MEERETRTIP:
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FINANCIAL REPORT: CO-FINANCING

Inclusisn

—
< - R EEEEEEEEEETI——————————
Home Insert Page Layout Formulas Data Review View Acrobat

B cut X i o = — 5| == = ¥ AutoSum v Agge E
Arial Narrow - 14 v A A = ko = Wrap Text - = { g S @ o
12 g copy - = 5] === & i~ ZI @
Paste . B F U fy - A = = | i Merge enter - oo, s %8 ;% | Conditional Format Insert Delete Format Sort & Find 8 Moanweate 1
- Q,F‘]””atpa'”t” o - = j g ; Formatting = as Table - 2 Clear ~ Filter = Select~ Sawugposate
Clipboard [} Font Alignment MNumber Styles Cells Editing KoH@MAEHUMANEHOCTE
| E - £ |
& B c o E F G H 1
Add Row | Delete Row | Duplicate Row Co-financing (for information only)
2
£ Total (EUR) ‘ 0.00
5
Name of Partner Country unt €Lz
1 Partner N* (to encode in the final financial statement (to encode in the final financial statement Budget Heading® Source of Co-financing™ Nature, type and specifications of the item™ (in EUR) o in
B sheet) sheet) L
Bl -] 000
10 "
- . Please click
11| “egq: Equipment, Staff costs, travel costs andfor costs of stay, printing & publishing 2 e T
12| ™ eg: governmental grant, organisation/institution’s own resources 3 4- budget heading 5 6 7

13 ™™g printing course matenial (200 copies); renting conference premises (2 days, 100 participants); etc.

How to fill in the data for Co-financing

5
EAS

Column 1: Please choose your institution number.

N
EAS

#
EAS

= financing is conducted.

£
EAS

8
EAS

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-

A2

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.).

EAS

EAERERERE
EAS

Column 7: Please insert the amount in EUR.
Column 8: if all the data are filled, the column ERROR will disappear.

E 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.

45

47
W4 kM :EE@ Final financial statement -~ Costs Incurred&2nd Prefinancing

Please open the sheet for Co-financing
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Please send the Financial report together will
all the Supporting Documents.
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SECTION II: SUPPORTING DOCUMENTS

:  What are the supporting documents per heading?

How each template is to be completed?

www.inclusionerasmus.org



OVERVIEW OF SUPPORTING DOCUMENTS

3.4 Overview of supporting documents per budget heading

Reimbursement Budget Documents to retain with project | Documents to be sent with
basis Headings accounts the Final report
= Invoices
» Bank statements * Invoices and three quotations
= Tendering procedure for from different suppliers for
Equipment expenses exceeding 25 000€ expenses exceeding 23 000
= Proof that the equipment is = Any prior authonsation from
ACTUAL recorded in the mventory of the the Agency
i COSfS mstitution
. » Subcontracts » Subcontracts, invoices and
= Invoices dgﬂ'iﬁ‘ee qumﬁnm
. = Bank statements erent supp oT
Subcontracting | Tendenng procedure for expenses exceading 25 000€
expenses exceeding 25.000€ = Any prior authonsation from
= Tangible outputsproducts* the Agency
» Formal employment contract
: %taﬁ' convention = No supporting doc .
" Time sheets should be sent with the Final
Staff . ialan g]?"' report, except for any prior
- Afiendance /Participant lisks® | 5 oeonoonon fom the
» Tangible outputs/products* £Ency
UNIT = Minutes of meetmgs™*
COsTS
= Individual Travel Report (ITE) )
= Invoices, receipts, boarding * No supporting documents
Travel and passes* should be sent with the Final
Costs of Stay = Agendas*® report, except for any prier
| = Attendance / Participant lists* | authorisation from the
= Tangible outputs/products* Agency
= Minutes of meetings*

For all grants, a Certificate on the action's financial statements and underlving accounts ("Report of

Factual Findings on the Final Financial Report — Tvpe II'') must be sent with the Final report (see

Annex VII of the Agreement).

* Examples of supporting documents. Please note that in the case of unit costs this list cannot be
exhaustive as it depends on the actual ouiputs of the project and the guality of the documentation
provided. As a geneval rule, please keep all possible vesulis to be able to show-case your activifies.

Inclusi4n

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).



SUPPORTING DOCUMENTS: STAFF COSTS i n CI u S i\:)\:n

FOR THIS REPORTING PERIOD St o
® Time shests
. Staff :ialarys]ips*
JDs and Timesheets for January 2018 - December 2018 . Agencas” / Participant lists®

0 C - - = Tangible ts/products*
Any missing document from the reporting period of 2017 - A pmgible outputs/prod

- 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.).

B

B

B

- 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.



| |
SDI;:EIEXEX;I:ISI\]I)SIC)I)JMENT STAFF COSTS: JOINT I n CI u S I}//)\;n

AxnEXTT

JOINT DECLARATION

Ref. No... - Project No. §74139-EPP-1-2016-1-AM-EFPK A2-CEHE-JP
The cefeooce auabis ams orrespoad 12 e progresve Sumbering indicaied in e Fiszacia] sasemea of e fistl sogon

FROM.

AXD MNama,

THE INSTITUTION AND THE STAFF MEMEER HEREEY CERTIFY THAT:

1. The Institution iz 2 member of tha ip for tha shon i projact.
2. The Staf membar iz sither
- emploved by the Institution and is part of its pavrell system 3 YES/NO
o
- 3 natursl person ** aszigned to the project on the basiz of 3 contract agsinst pavmant YES/NO
3. The Institution apd Sta membor amres that the Staf member has worked on this project and porformed
tha following duties during the project’s eligibility peded.

E S ) I

Pleasa describe the outputs producad (short oversll indication since detailed information has to be given in

the acoompanying tima-shest):

4. Plsaza complata tha following information.

Staff catssory (hlanagsr / Fiassarchsr, Teacher, Trainer / Tachmician /
Administrative staf)
Country of the Institution

Nuember of day: worked and charged to theproject {according to time-shest)

5. Thiz daclaration doss mot altar in any way the conditi i alrzady awisting betwaan the
Institution and the Staff member and iz estsblished zclely for the purposs of justiffing the Staff costs that the
Institution will chargs to the Erasmus+ Capacity Building in Higher Educarion grant.

Dons i Dats
FURCHOM. .o e 7
Siznarurs and Stamp of the Institution Siznarurs of the Staff membar

*The declaraton must be sipned By the persnconcerned, then signed and stamped By m.s_xwmnra._pomﬂk it Frangon
Wiere this perron warked for the project The Furdnion mus 3, Ber gf the b fn.

** 4 narural person (indiiiduad) can be amigned o the acfon albo anrhe dasiraf e g a civil conraes, a free-lance conraet,

&M EXPErT COMDAET, & Service conmact with sifempiqued perran ("h Aouse conrwgrnr) o a secondmentto fie luniurian
against payment The cors qf such nancral persons Wworknig under fie acfon may be axsimilred ro the carn gf permannel, i
(1) the persamwarks under candidons simiar to those of o empiques (Tn partiuler regardME e Wway 1he Work [T orgaiied
1 tasks thatare performed andtie premizes where they mpe.ghrmw cand

{5} the resulr aftie 1o the Frfutan e agreed

{16) 18 cose are nar sipnifeanty aiferent from fig comrafs J@fpe{p’h'wyg shubar n:kmdwanmph\mucammmrmn
the fnstintion

«## 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 ]D 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.




| |
gll_lll;‘l];(l)‘RTlNG DOCUMENT: STAFF COSTS: TIME I n CI u S I}/J)\:\n

Hid9- ¢
Home Insert Page Layout Formulas Data Review  View

0 :E:;y e ==Y Hiw B #F ©: # SECTION 1: The number of the project is inserted.
B romatrantr| B 2 L E| & A- | EEF [ E Evegencene Frop o | RS ondonl Fomd o 1 # SECTION 2: Please insert the name of the staff member.

Gigboard__ & Fort Hignnet tumber # SECTION 3: Please insert the institution and country the staff
| . f'|D : | : . member is employed.
I s+ SECTION 4: Please insert the position of the staff member in the
7 PROIJECT TIMESHEET institution_
: | T s SECTION 5: Please choose one of the categories (Manager,
. p— Teacher, Technical and Administrative staff). If the staff member
; — 2 conducted difference tasks of different categories separate time
i — sheets are to be prepared.
! p—" = s SECTION 6: Please choose the year according to the JD.
: w4 # SECTION 7: Please choose the month according to the JD.
’ - # SECTION 8: Please insert the number of the working days that
p e G should correspond to the ]D.
Y Yer | Momn ""m‘" p:;e i doutputsp s+ SECTION 9: Please choose the WP type (Development,
2 preparation, dissemination, quality control and management)
5 6 71 Q ) 1in ## SECTION 10: Please insert the detailed description for the activity
- = Z - for that particular CATEGORY.
= # SECTION 11: The calculation of total days will be done
5 automatically.
N ## SECTION 12: The time sheet is to be signed by the staff member
8 and the person in charge of the institution.
:
p NOTE: Time sheet can be accepted ONLY when all sections are
_ Total dys: o |11 completed in a due manner. The format of the CORRECT timesheet is
& in DROPBOX (WP8_Management, Fin&TechMngt, Reporting
:3 * Please referto Section 3.3.1.1 (5taff costs) of the Guidelines for the Use of the Grant. Time-sheets have to be attached to each Staff convention. templates) .
71 Signature of the staff member : Signature of the person responsible in the institution (where the staff member is employed) :

i 1 2 PLEASE USE that one.



WORKPACKAGE TYPE CATEGORY

+» Manager
+» Researcher

» Preparation % Technician
«» Administrative

+» Manager

+»*» Researcher

¢ Technician
+» Administrative

7

N
/4

\\ (72
ZA\\

>>

\\ (7@
A\

7
A\

< Manager

®

** Researcher
K Quality Plan % Technician
’ \/ % Administrative

«* Manager
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FOR THIS REPORTING PERIOD * Individual Travel Report (ITR)

= Invoices, receipts, boarding
=
Travel and passes

.« . . . . Costs af Stay " Agendas .. .
Any missing document from the previous travels (he list of travels is * Attendance / Participant lists*
* Tangible outputs/products*

attached) « Mimites of meetings*

£

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

2016 ” ’ - Kick-off meeting (Yerevan, December 2016)

~
\,

2 0 1 7 Training on Social Dimension (Yerevan, June 2017)
Workshop for development of national guidelines and master plans (Leuven, November

\ y. \_ 2017)
4 Study visits to EU partner HEIs (Leuven and Reehampton, March 2018)

- First Dissemination event in B&H (Travnik, May 2018)
2 O 1 8 - Workshop oninclusive teaching and learning (Leuven, June 2018)

é ) ’) ’ (" Ssitevisitsto AM and BiH HEIs (Yerevan, Tuzla and Travnik, April and May 2017) )

I\

~
S

Monitoring visits to B&H and Armenia (Tuzla, Travnik, Yerevan, September-October 2018)
\_~  Workshop oninclusive education for faculty, staff (B&H, Armenia, November 2018)

-
b

,\
J
J\

- Local workshops for faculty, high schools (B&H, Armenia, April 2019)
- Final conference on project achievements (Yerevan, September 2019)

}} ’/ Coordination meeting and workshop on WP4 activities (Graz, February 2019)




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

ANNEXIII - INDIVIDUAL TRAVEL REPORT for travel costs and costs of stay
T b il i by ek petisiment
T cane o i »e:duna_-pde,'neb.pm,dujg setpanate Trdiyisost Trve! Rapers.

RgL l\o - 'L - Pm]edhn_ 574]30—]!1’1’ 1-; 201&1 AL{-EPPKAZ-CBBE-JP
— P — e i e final report
{1y PERSONAL DATA
SEMEMI e Fi
Matiomality: .
Hemea imtirmion'

Staff poeition/studant waar of stedy at homs institotion:

{2y TYPE OF ACTIVITY (Tick as anprapriane}

STAFF STUDENTS
Tezching training zssi gnment 3 Study pariod
Trzining and retrzining purposss Participation in intensive conrsss

Updatingproz = ouses industries o institutions
Practicz] placsments in companiss, industriss Patticipatian in shosttenm activitizs linksd to the
and institntions management af the praject

Project manazsment rzlated mestings
Wogkshops and visits for sesult dissemination pusposas

{3y DETAILS OF THE TRAVEL

Practical placements, intzmships in companiss,

From (Depart dats) Ta (Retum date)
PERIOD® (dd mon @dmmy)
DEFARTURE**
FLACE OF
DESTINATION/ | HOSTIMSTITUTION ..
LOCATION OF _
TRAVEL DISTANCE*** Ex

SFlssas indisast pariod of el fram depanund 18 s 0 plsas oferigin
U&ﬁm&ﬁhHmM;Me#MmMﬁmﬁeJ#m
B R e [ i sl

dn ki

from plasa of dtprisers i e stine of metivities

{4y DETAILS OF THE ACTIVITY

DATES [exeluding tervel | From (date): To(date): ...

DESCRIPTION OF ACTIVITY(IES) PERFORMED (brigf descriprion of the activitias peyformed)

SIGNATURE OF THE PARTICIPANT
I hereby declare that I have been carrying out the above-mentioned activities.

LS

Inclusisn

s 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.

s+ 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 1is 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.



SUPPORTING DOCUMENTS: EQUIPMENT i n CI u S i\flj\\n

-1 0
FOR THIS REPORTING PERIOD T

* Bank statements

Eq * Tendenng procedure for

X . ) . ipment wpenses exceeding 25 000€
Only equipment purchased by UNT for B&H partner institutions l;rmfthatﬂmequipmﬂﬂis
recorded in the inventory of the
mstitition

# 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 i 1 CI US i\,’)\\n

FOR THIS REPORTING PERIOD * Subcontracts * Subcontracts, invoices and
» Invoices three quotations from
Subcontracting * Bank statements different supphiers for
Only for the subcontracting conducted from December 2016 to * Tendering procedure for expenses exceeding 25.000€
December 2018 expenses exceeding 25,0006 | ® Any prior authorisation from
= Tangible outputs products* the Agency

# 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.
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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
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CUNZUYULNRE3NRL
THANK YOU!!!

socincl.coord@gmail.com
inclusi.mngt@gmail.com
www.inclusionerasmus.org
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