Guidelines for Financial Management and Reporting Principles
Prepared by the Responsible Partner of the East West Window project
These guidelines are prepared in order to assist project partners in proper preparation of evidence documents, to ensure eligibility of costs related to the project and smooth preparation of financial reports by the Responsible Partner.

In case there are open or unclear issues the Partners must immediately consult the contact person of the Responsible Partner and financial manager of the project. 
1. General rules

1.1 Submission of the financial documents 

The originals of timesheets and attendance sheets should be submitted to the Project Financial manager once in 3 month, counting from the starting date of the project, i.e. 15 June 2007.
The scanned copies of all other financial evidences (tickets, invoices) should be submitted to the Project Financial manager once in 3 month via e-mail.
All originals of the financial evidences and financial supporting documents should be sent to Riga for auditing at the project closure. Afterwards they will be given back to the project partner. 
1.2. Keeping all financial documents
The project must keep supporting documents for all expenditures (receipts, invoices, timesheets, original tickets, hotel bills of the guests invited to the workshops and seminars etc) Originals of these documents must be kept in the project’s accountancy files for at least seven years after the receipt of the final balance payment. All the originals of documents concerning the project should be collected by the Project Partners in separate files. 
1.3. Expenditures, payments
Please note that under EU rules costs can only be included in financial reports after the actual payment is made. All the payments should be done according to the consistency of the process (i.e. the payment can not be made earlier that invoice is received). Only costs that were invoiced during the project implementation period are eligible (exception: costs of final expenditure verification, final evaluation and preparation of the final report which can be invoiced after the end of project).

1.4. Accounts
The individual account for the co-financing financial contribution should be opened (if possible, in EUR to avoid the currency exchange risk). Currency exchange losses are not considered by TACIS as eligible expenditures.

The printout of the account should be prepared and submitted to the Project Financial manager once in a month, starting from the notification date of the project.

1.5. VAT
VAT is not an eligible expense and cannot be financed out of the grant. Project partners should follow the established procedures of their countries` government to reclaim VAT.

1.6 EUR
Any amount not originally invoiced in EUR must be converted into EUR. This will be done by the financial manager of the Project, but, please, note that if you spend in your local currency other than EUR, the exchange rate for translating your spending into EUR is the rate made up by the average of the rates published in InfoEuro for the months covered by the relevant financial report. Therefore, it is highly recommended to indicate the amount of EUR in all bills and invoices.
1.7. Contract Amendments
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. Changes may be done via notification letter or via addenda.

Addendum: 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 can not be retrospective (expenditures can only incurred in line with changed budget once the addendum has been signed by both parties). Request for addendum + budget breakdown should be submitted to the EC Delegation Project Manager at least one month before the requested amendment should enter into force.

Notification letter: In cases when the requested changes 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 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. (Please note – no retroactive costs allowed).

1.8. Staff CVs
Please note that CVs of all staff members should be provided to the Financial Manager in order to submit this information to the EC Delegation together with the reports (interim/final) (by e-mail, post) with a clear indication of a person`s position in the project.

2. Time sheets 

Each Project staff member must regularly fill in timesheets specifying the days worked (column 2, Days worked) and nights spent on missions (column 3, Per diem). A full-time working month consists of 22 days.

Instructions 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.). 

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

The timesheet should be done in 2 copies with original signatures and sent to the Responisble Partner, afterwards the 1 copy will be given back to the project partner.

The period of one timesheet should be a month of the year (for example, if the expert is working on May 31, 2007 and on June 1, 2007 two timesheets should be filled in – for May, 2007 and June, 2007)

Per diems are paid only to the Project staff and experts of the project specified in budget heading 1 “Human Resources” for each night spent on mission.

It should cover accommodation (hotel) costs, meals, local transportation (car rent, taxi, city and airport transfer), bed sheets in the train and sundry expenses. Where inter city travel is required to reach the airport, the rules for travel apply. Please note that therefore we don’t need any hotel bills for project partners covered by budget heading 1 “Human Resources”. If the meal or coffee break is offered as a part of the workshop or the conference the project partners receiving perdiems should pay for that meal to the organizers since by receiving perdiems they lose any title for having their eating expenses covered by the project. This is to avoid double payment.
The starting moment of paying the per diems is the starting time of travelling to the place of mission.
The working days invoiced will be equal to the days actually spent on co-operation (excluding travelling time and weekend).
The expert fee for a full working day may be invoiced, if the expert spends at least seven working hours, excluding any break, on actual co-operation, the 0,5 expert fee may be invoiced, if the expert spends at least 4 working hours, excluding any break, on actual co-operation.
NB! There can not be 0,5 (half) per diems!
3. Travel expenses 

Tickets (including boarding pass for the air ticket) should be kept and presented to the Responsible Partner.
The basic rules for travel are: economy class air fare and the first or lower class train ticket. 

Travel by car is reimbursed at a rate of 0,25 EUR/km. Where several experts jointly make use of a car, the reimbursement will be made only once. 
No business class costs can be accepted for the flights!
4. Seminars and workshops 

The form of Attendance sheets for participants of seminars, conferences, workshops (non-staff members of the project) is enclosed in the annex.

List of participants of seminars, conferences and workshops should be signed and dated with a precise indication of title and location.
Instructions how to fill in an attendance sheet:

1. Start with filling in the following information :

· Contract No.: - mentioned in the contract;

· Title of training Session – title, please indicate the title as was foreseen in the work plan;
· Training Session held from-to (dates) –dates of training  dd/mm/yy- dd/mm/yy;
· Training Session held at (place) – place: city, country;
· Number of Participants (trainees) – as shown in line TOTAL;
· Column Name of Trainee – name, surname;
· Attended from – to – dates: dd/mm/yy – dd/mm/yy;
· Number of days – according to the information provided in column Attended from – to;

· TOTAL – total number of days

· Signature – signature of the Trainee !!!!!

· Date, Signature of Trainer – date, signature of the leading person of the seminar (who is responsible for);
Please make sure that all the participants have signed an attendance sheet!

The attendance sheet should be done in 2 copies with original signatures and both copies sent to the Responsible Partner, afterwards the 1 copy will be given back to the project partner.

5. Equipment
Supporting documents concerning the purchase of the equipment have to be submitted together with financial reports. These supporting documents include the following:

· tender documentation;
· copy of invoice;
· copy of payment documents.

Please apply the rule of origin for equipment purchased. Rule of origin is valid for all supplies regardless their costs.

Suppliers should certify that equipment supplied under the contract originate in one or more of the following countries and territories (please see Manual, page 8-9):

· EU Member States;

· Beneficiary countries of the Tacis programme;

·  Member countries of the European Economic Area;

· Candidate countries;

· International Organizations.

6. Tenders

Service contracts worth less than EUR 200 000 must be awarded by means of a negotiated  procedure without publication, in which the Beneficiary consults at least three service providers of its choice (i.e. in 30 days receives 3 valid offers) and negotiates the terms of the contract with one or more of them. The necessary financial evidence is composed of specification of the service to be subject to tender (together with other tender conditions), bids received from three contacted providers and evaluation reports. Documents can be in local language with summary translation into English. Scanned copies should be delivered to the Responsible Partner. 

For services of a value of EUR 5 000 or less, the Beneficiary may place orders on the basis of a single tender.  
In both cases the scanned copies of contracts concluded and evidences of payments (invoices) should be delivered to the Responsible Partner 
Supply contracts worth less than EUR 30 000 must be awarded by means of a negotiated procedure without publication, in which the Beneficiary consults at least three suppliers of its choice (i.e. in 30 days receives 3 valid offers) and negotiates the terms of the contract with one or more of them. The necessary financial evidence is composed of: specification of the goods to be supplied (together with other tender conditions) , bids received from three contacted providers and evaluation reports. Documents can be in local language with summary translation into English. Scanned copies should be delivered to the Responsible Partner. 

For supplies of a value of EUR 5 000 or less, the Beneficiary may place orders on the basis of a single tender.

In both cases the scanned evidences of payments (invoices) should be delivered to the Responsible Partner 

7. Final report

7.1. At the end of the project, the equipment that was purchased must be transferred to the organization stipulated by your contract. This organization has to be Russian legal entity.
7.2. Interest accrued on received pre-financing payments.

Only for the 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 will be deducted from the final balance payment.

7.3. Translation (interpretation) services, books: an agreement with suppliers should be considered, please take into account the unit price and quantities foreseen in the budget breakdown, when agreements and invoices are considered.
8. Miscellaneous
For your information, please, note that the TACIS rules are different than the INTEREG ones. The main differences and peculiarities are listed below:

a) the main document for evidencing remuneration paid  (including perdiems) for staff and experts covered by budget heading 1 “Human Resources” are time sheets and not like in INTERREG the bank evidences of transferring the money to their account,

b) perdiems cover also accommodation and eating so project can not pay hotels nor offer lunches, coffee-breaks and dinners for free for those receiving perdiems under the project,

c) there is only one audit done by the Responsible Partner at the end of the project, therefore copies and originals of all financial evidences collected by the partners should be available in Riga that time, there is no need for Partners to make separate audit,
d) for purchasing of services and supplies both the TACIS tender rules and national procurement rules should be applied,
e) all spending done by project partners are treated by the EU Delegation in Moscow as done by the Responsible Partner,

f) there is no need to show national cofinancing since the TACIS rule is that EU Delegation will cover at the end of the day 75% of all eligible costs incurred by the project,
g) in TACIS, Lead Partner (Latvian Ministry of Regional Development and Local Government) is called Responsible Partner. 

Please also note that while INTERREG is based on the reimbursement principle the TACIS principle is advanced payment. The Responsible Partner will receive grant in three instalments:

· the first one is due in 45 days after starting the project i.e. till 30 July and will amount 80% of that part of the estimated EU grant for the first 12 months of the project execution,

·  the second one (interim payment) will be possible if the EWW will spend 70%  of the first instalment and it will amount difference between the first instalment and  to 90% of the overall project budget (on condition that Responsible Partner has submitted Interim Narrative and Financial Report to receive), 

· the final payment will be transferred after the project closure and acceptance all documents by the EU Delegation in Moscow and it will cover the balance between the total EU contribution (75% of project eligible i.e. accepted spending) and the advanced payments already received (on condition that Responsible Partner has submitted Final Narrative and Financial Reports). 
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