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REVISING



Supporting document numbers

Write the number on every supporting 
document of this position

Formula for supporting document numbers 

Partner No. (P1, P2, P3 …)
+
Budget category (SC, TC, EC, SUB)
+
Number in a row (1, 2, 3 …)



Short description of tasks

Tasks performed should match the staff category, 
otherways you’ll get funded for the tasks performed



«Departure» and «Destination»

• «the beneficiary must identify the travel distance of a 
one-way travel (from their place of origin - home 
institution within the partnership - to the venue of 
the activity) using the distance calculator»



Exchange rate

• Use the correct exchange rate
– For all real costs till 10.08.2017. not in EUR. -> January,2016

– For all real costs from 11.08.2017. not in EUR -> August,2017

– Use InforEuro
(http://ec.europa.eu/budget/contracts_grants/info_contracts/in
foreuro/index_en.cfm)

– Invoice date will be taken into account

• VAT is not eligible unless you prove it is NOT 
deductible (Send proof)

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


• According to the European Union Financial 
Regulation grants shall always involve co-financing

• No proofs of expenditure or supporting documents 
will be required by the Agency

• Nevertheless, for statistical purposes only, we need
to provide an indication on the level and source of 
co-financing. 

Co-financing



• KEEP ALL ORIGINALS with you 

• Approved copies of everything you send to us! 

• Keep them well organized and collected in one 
place!

• Keep all other related documents and accounting 
records we don’t ask!

Documents



* Are only examples. You should keep everything that proves the fact of expenditure



AUDIT



How the audit goes (1)

• The project ends 14/10/18

• You send us reports and all certified copies of 
supporting documents not latter than 28/10/18
(please)

• We finish the report and look through supporting 
documents till 04/11/18

• The audit starts to check the documents from 
29/10/18



How the audit goes (2)

• While we are finishing the final financial report, 
auditor checks all the basic documents, how the 
project if managed, how supporting documents are 
kept and how the accounting is organized

• Audit makes a selection and starts the checks with 
RTU (to gain time, if I notice that something’s missing 
or needs to be changed)



How the audit goes (3)

• Auditor checks the selected positions of partners

• Auditor might ask for extra supporting documents

• You send us everything we ask ASAP

• Auditor finalises the audit till 30/11/18



To be ready:

• Prepare everything that is obligatory and check it 
before you send it!

• Read the GUIDANCE NOTES «Report of Factual 
Findings on the Final Financial Report(Type II)»



Amount

• The auditor checks at least 70% of the declared sum. 

• If the exceptions are more than 10% of sum-> The 
auditor is checks at least 85% of the declared sum.

• The auditor checks at least 10% of each expenditure 
heading.

(Largest sums + random rows)



Equipment and subcontracting
• Was actually incurred (invoices, contracts and proof 

of payment) + tangible product (e.g. inventory 
papers)

• Was incurred during the period of implementation 
(Invoices received during the eligibility period but 
not yet paid, should be reported by the auditor 
under the 'exceptions‘)

• The auditor examines procurement rules (tenders, 
price survey etc.)



Common errors

• General: invoices are not detailed enough to establish a clear
connection to project activities.

• Deductible VAT is included in the invoice and charged as 
project expenditure;

• Tendering procedure is not applied for the purchase of goods 
or services exceeding 25.000 EUR; 

• Purchase of equipment is split into smaller contracts with 
individual amounts lower than the 25.000 EUR threshold;

• Proof of expenditure is a pro-forma invoice, an offer or a 
quotation instead of an invoice.



Staff costs
• Prove that the activities have been actually and 

properly implemented and the output produced

• unit costs were applied according to the correct staff 
category and applicable country category (timesheet)

• the number of unit costs declared by the beneficiary 
corresponds to the total number of days worked for 
the implementation of the project (joint declaration)

• declared working days per individual may not exceed 
20 days per month or 240 days per year

• were hired  by the beneficiary in accordance with its 
national legislation (contract, a letter)



Exceptions should be highlighted

• if no reasonable activity or output could be verified for the 
working days declared.

• if there is no reasonable assurance that the number of unit 
costs declared corresponds to the number of working days 
dedicated to the project in terms of workload and tangible 
outputs. 

• if there are indications in the employment contract that the 
employee has been hired by a different legal entity.

• if the employment relation between the staff member and 
the employing organisation is questioned.



Travel costs & Costs of stay

• the auditor verifies that the journeys actually took 
place and they are connected to specific and clearly 
identifiable project-related activities (agendas, 
participants lists)

• the distance have been applied correctly (ITR)

• the number of unit costs declared corresponds to the 
actual number of days of the activities (invoices, 
boarding passes etc.)



Exceptions should be reported for:

• Travel costs and costs of stay which do not correspond to 
concrete outputs in terms of activities linked to the projects, 

• or travel costs which cannot be justified by supporting 
documents demonstrating that the travel took place for the 
duration of the journey;

• Travels of students or staff not enrolled in or employed by a 
beneficiary organisation

• Travels outside the partnership countries

• Travels shorter than the minimal or exceeding the maximum 
duration. 



Conclusion

• Revise the rules

• Finalise and send your reports till 28/10/18 
(scanned and by post)

• Check your documents before sending

• Be ready: Prepare every document related to 
this project in case we need an ASAP action



If any questions, please contact us:

Project manager: 

Anatolijs Zabasta 

anatolijs.zabasta@rtu.lv

Financial manager:

Linda Sterna

linda.sterna@rtu.lv

mailto:anatolijs.zabasta@rtu.lv
mailto:linda.sterna@rtu.lv

