

COST STATEMENT CHECK LIST

COST STATEMENT SUMMARY E-1 :

1.
Project name and number as well as contractor name mentioned on all pages of the claim

2.   
Verify that the correct reporting period is stated in detail (day-month-year) on each page

3. 
State EUR rate used and specify national currency. Cost details to be provided in NAT CURR.
2.   
ACTUAL COSTS incurred THIS PERIOD should be claimed in both national currency and EUR.

5.
Community financial contribution  - both amount and % need to be marked

6.  
Date of signature, names of both signatories and Original signatures (preferably in blue) of  both Project Manager and Financial Officer. This cannot be the same person. 

DETAILS BY CATEGORY IN NATIONAL CURRENCY:

7.
Personnel : name and category of personnel needs to be indicated on the cost statement. Actual hours worked should be claimed. Time sheets recording actual worked hours should be kept in case of audit. AC partners need to provide copies of the work contracts. Overheads : AC partners can charge a flat rate amount up to 20% of direct costs, excluding subcontracting.

8.   
Actual labour and/or overheads rates must be stated separately (no loaded or budgeted rates accepted)

9.
Travel dates to be specified

10.   
Equipment : Date of purchase of durable equipment completed (day-month-year). 

- Only the depreciated amount for this period should be claimed. 

- Indicate % allocation to project, i.e. if the equipment is wholly dedicated to the project indicate  100 % in the column, 
otherwise state % as appropriate

- Copies of invoices need to be attached.

11.
Subcontracting : Copies of the relevant invoices, certified by the contractor have to be attached to the cost statement. These invoices must make reference to the project and provide a detailed description of the tasks.

12.
Other specific actual costs : are only eligible subject to prior approval of your project officer unless they are already provided for in Annex I to the contract.

13.  
Adjustments to costs previously reported – only applicable from cost statement n°2 onwards. Details of adjustments and how they were calculated to be provided.

14.  
VAT, internal research, unnecessary expenses or entertainment and hospitality expenses are non-eligible costs (art 22.3) .

15. 
Please note that costs claimed prior to project start are not allowable (except durable equipment 

      
purchased up to 6 months preceding commencement date)

16.
Article 22.5 budget transfers : The project co-ordinator must monitor the budget carefully per partner and category and inform the PO of  ALL budget transfers. Prior PO approval necessary for transfers exceeding 20% of receiving partner cost category.
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