ANNEX 6

SEE Control Checklist

(TA projects)

SEE Control Checklist
(TA projects)
	Organisation/Controller responsible for issuing the declaration on validation of expenditure:



	Project Code:


	Reporting period:

from dd/mm/yyyy to dd/mm/yyyy


	Acronym (type):


	

	Name of the TA Beneficiary:


	Type of the verification:
	 FORMCHECKBOX 
 Desk based check
	 FORMCHECKBOX 
 On the spot check

	

	Request for completion

(if any):


	Date of request for completion:

	Date of receipt of documents for completion:


	General remarks of the controller (if any):

	

	Date: 07 April 2009

	Name of the controller(s)
:

	Signature(s):


DESK BASED CHECKS

	I.1 FORMAL CHECKS

	

	Checks
	Yes/No

N.A.
	Comments

	TA Project Plan approved by the MC is available with the first TA Progress Report in electronic form
	
	

	Copy of the TA Agreement signed by both parties (MA/JTS and TA Beneficiary) is available with the first TA Progress Report 
	
	

	Copy of addendum / approval of any modification of the TA Agreement is available if relevant
	
	

	Revised TA Project Plan is available in case of changes
	
	

	TA Progress Report is available on the TA Beneficiary’s activities performed in the relevant reporting period, including financial report
	
	

	All invoices and other accounting documents of probative value are available covering the amount declared by the TA Beneficiary
	
	

	All supporting documents are available to prove the eligibility of the amount declared as requested by the control checklist
	
	

	Declaration on the VAT status of the TA Beneficiary is available in original, signed by the authorised person of the TA Beneficiary’s institution
	
	


	I.2 GENERAL ELIGIBILITY CRITERIA

	

	Checks
	Yes/No

N.A.
	Comments

	All expenditure have been actually incurred and paid by the TA Beneficiary, and they can be verified on the basis of original invoices or other accounting documents of equivalent nature
	
	

	All expenditure are directly related to the TA project, necessary for the development starting and/or implementation of the TA project, and they are planned according to the approved TA Project Plan 
	
	

	All expenditure have been incurred and paid within the  TA project duration (i.e. within the eligibility period of the Programme)
	
	

	The exchange rate for converting expenditure incurred in national currency into Euro has been properly applied (according to the TA Agreement Art. 5. point 9.)
	
	

	If relevant, any net revenue has been properly deducted from the amount of eligible expenditure declared.
	
	

	Any recoverable VAT has been deducted from the amount of eligible expenditure for all relevant items
	
	

	Any ineligible expenditure has been excluded from the eligible expenditure (SEE TA Manual 4.4.)
	
	


	I.3 ALLOCATION TO BUDGET LINES

	

	Checks
	Yes/No

N.A.
	Comments

	Expenditure have been correctly allocated to the relevant budget lines
	
	

	In case of exceeding the planned budget lines, the activities reported justifies the reallocations between budget lines.
	
	

	The total amount declared by the TA Beneficiary is below or equal to the TA Beneficiary’s budget according to the approved TA Project Plan (final TA Progress Report)
	
	


	I.4 ELIGIBILITY OF EXPENDITURE BY BUDGET LINES

	

	I.4.1 STAFF COSTS

	

	Checks
	Yes/No

N.A.
	Comments

	The list of staff working in the TA project is available with the TA Progress Report
	
	

	Work contracts for all TA project staff are available
	
	

	Work contract/ job description contains

· the assignment of the person for the TA project and its tasks within the project

· start date and end date of the assignment

· the person is working full time or part time on the TA project
	
	

	Payslips are available
	
	

	Monthly timesheets are available
	
	

	Timesheets are sufficiently detailed (name of the employee, date, time and description of the activity)
	
	

	Timesheets are signed both by the employee and the employer
	
	

	The method for calculating the hourly rates and the calculation of the staff costs are available
	
	

	The calculation of staff costs is based on real costs (real gross salary proved by payslips) and real worked hours (time spent on the TA project proved by timesheets)
	
	

	Other charges according to national legislation are properly documented and allocated to the TA project
	
	

	Costs of other personal allowances and costs of capacity building are eligible according to the TA manual 
	
	

	The calculation of staff costs is correct
	
	

	Proof of payment of the salary is available
	
	

	Proof of payment of the social charges is available
	
	


	I.4.2 OVERHEADS

	

	Checks
	Yes/No

N.A.
	Comments

	Overhead costs do not exceed 10 % of the staff costs of the TA project. Negative answers to this question are acceptable during project implementation, but the answer should be YES at the moment of project closure.
	
	

	Overheads are allocated proportionally to the TA project (flat rates based on average real costs)
	
	

	Proportionally distributed overhead costs are attributable to the implementation of the project and eligible according to the SEE TA Manual (4.5.2.)
	
	

	The method for allocating overhead costs to the project is available, properly documented and reviewed yearly
	
	


	I.4.3 TRAVEL AND ACCOMODATION COSTS

	

	Checks
	Yes/No

N.A.
	Comments

	Travel costs are directly related to the TA project
	
	

	Only travelling costs of the persons performing tasks directly related to activities within the approved TA project are declared
	
	

	Authorisation of the mission is available (if obligatory according to national/ institutional rules)
	
	

	Mission report signed by the travelling person is available
	
	

	All supporting documents are available (invitation, agenda, list of participants, minutes, etc.)
	
	

	All costs are justified by receipted invoices or accounting documents having an equivalent probative value
	
	

	Train/bus tickets, plane tickets, boarding cards, etc. are available
	
	

	The most economical way of transport is used
	
	

	Accommodation costs are in the middle price range
	
	

	In case of use of own car or company car, calculation sheet prepared according to national or institutional rules stating at least the distance, the unit rate and the total costs of the travel is available
	
	

	If costs are directly paid by the institution, proof of payment are available
	
	

	If costs are paid by the person going on mission / an advance is paid by the institution to the person going on mission, the documents on the reimbursement of costs are available
	
	

	Per diem rates are applied according to the national rules of the partner’s organisation
	
	

	Proof of payment of per diems including social charges are available
	
	


	I.4.4 EXTERNAL EXPERTISE AND SERVICES

	

	a) EXTERNAL EXPERTISE

	Checks
	Yes/No

N.A.
	Comments

	Services provided by the external experts are directly related to the TA project, the related activities are in line with the approved TA Project Plan
	
	

	Documents on the selection of the external expert are available (documents of the public procurement according to national rules)
	
	

	The contract laying down the services to be provided is available
	
	

	All costs are supported by invoices
	
	

	The evidence of the work carried out by the service provider is available (studies, researches, analysis, etc.)
	
	

	If applicable, the deliverables respect the information and publicity requirements of the SEE Programme (see 4.5.8.4 of SEE Control Guidelines and SEE Implementation Manual)
	
	

	Proof of payment is available
	
	

	

	b) MEETINGS AND EVENTS

	Checks
	Yes/No

N.A.
	Comments

	Meetings and events are directly related to the TA project, the related activities are in line with the approved TA Project Plan
	
	

	Documents on the selection of the service providers are available (documents of the public procurement according to national rules)
	
	

	The contract laying down the services to be provided is available
	
	

	All costs are supported by invoices
	
	

	The evidence of the work carried out by the service provider is available (invitation, agenda of the meeting, list of participants, photos of the event, etc.)
	
	

	The promotional materials produced in the framework of the event respect the information and publicity requirements of the SEE Programme (see 4.5.8.4 of SEE Control Guidelines and SEE Implementation Manual)
	
	

	Proof of payment is available
	
	

	

	c) PROMOTION COSTS

	Checks
	Yes/No

N.A.
	Comments

	Promotion costs are directly related to the TA project, the related activities are in line with the approved TA Project Plan
	
	

	Documents on the selection of the service providers are available (documents of the public procurement according to national rules)
	
	

	The contract laying down the services to be provided is available
	
	

	All costs are supported by invoices
	
	

	The evidence of the work carried out by the service provider is available (brochures, project website, etc.)
	
	

	According to this evidence, the information and publicity requirements of the SEE Programme (see 4.5.8.4 of SEE Control Guidelines and SEE Implementation Manual) are respected
	
	

	Proof of payment is available
	
	

	

	d) OTHER SERVICES

	Checks
	Yes/No

N.A.
	Comments

	Costs are directly related to the TA project, the related activities are in line with the approved TA Project Plan
	
	

	Documents on the selection of the service providers are available (documents of the public procurement according to national rules)
	
	

	The contract laying down the services to be provided is available
	
	

	The evidence of the work carried out by the service provider is available (e.g. translation of project documents)
	
	

	All costs are supported by invoices or accounting documents of equivalent probative value
	
	

	Proof of payment is available
	
	


	I.4.5 EQUIPMENT

	

	Checks
	Yes/No

N.A.
	Comments

	The equipment purchased is necessary for the TA project implementation 
	
	

	The equipment is eligible according to the SEE TA Manual (4.5.5.) 
	
	

	Documents on the selection of the service providers are available (documents of the public procurement according to national rules)
	
	

	The contract laying down the purchase of equipment in the framework of the project is available
	
	

	The evidence of the purchase of equipment is available (e.g. inventory of the equipment purchased)
	
	

	If the depreciation period is longer than the project period, only depreciation costs are declared
	
	

	If relevant, the calculation method for the depreciation costs is available and correct
	
	

	All costs are supported by invoices or accounting documents of equivalent probative value
	
	

	Proof of payment is available
	
	


	I.4.6 FINANCIAL CHARGES AND GUARANTEE COSTS

	

	Checks
	Yes/No

N.A.
	Comments

	All costs are real, directly related to the project and have not been declared under other budget lines
	
	

	Only eligible expenditure according to the SEE TA Manual are declared

· charges for transnational financial transactions;

· bank charges for opening and administering the account or accounts where the implementation of a project requires a separate account or accounts to be opened;

· the cost of guarantees provided by a bank or other financial institution to the extent to which the guarantees are required by national or Community legislation;

· legal consultancy fees, notarial fees if they are directly linked to the project and are necessary for its implementation
	
	

	Supporting documents justifying these costs are available
	
	

	Proof of payment is available
	
	


	I.5 VERIFICATION OF THE COMPLIANCE WITH EU POLICIES

	

	I.5.1 COST EFFICIENCY

	

	Checks
	Yes/No

N.A.
	Comments

	The principle of cost efficiency is respected by the TA Beneficiary during the selection of sub-contractors
	
	

	

	I.5.2 PUBLIC PROCUREMENT

	

	Checks
	Yes/No

N.A.
	Comments

	The procedure applied for the procurement of services, equipments or investments is adequate according to the national and community rules
	
	

	Public procurements are documented (requests for offers, offers, contracts are available)
	
	

	

	I.5.3 STATE AID

	

	Checks
	Yes/No

N.A.
	Comments

	Evidence is obtained that the TA Beneficiary is not subject of the State Aid. 
	
	

	

	I.5.4 INFORMATION AND PUBLICITY 

	

	Checks
	Yes/No

N.A.
	Comments

	In all TA project official communications and on all TA project deliverables:
it is specified by the TA Beneficiary that the project has received funding from the EU, within the framework of the South East Europe Transnational Cooperation Programme
	
	

	In all TA project official communications and on all TA project deliverables:
the EU logo, the SEE programme logo and slogan and the name of the funds concerned are properly displayed (according to the visual identity guidelines of the Programme)
	
	

	

	I.5.5 ENVIRONMENT

	

	Checks
	Yes/No

N.A.
	Comments

	According to the evidence obtained the TA Beneficiary is respecting community and national rules in terms of environmental impact
	
	

	

	I.5.6 EQUAL OPPORTUNITIES

	

	Checks
	Yes/No

N.A.
	Comments

	According to the evidence obtained the TA Beneficiary is respecting the principle of equal opportunities.
	
	

	In the case of specific project activities, the principles of equal opportunities are ensured e.g. project events do not represent any barrier to participation
	
	

	

	I.5.7 DOUBLE FINANCING

	

	Checks
	Yes/No

N.A.
	Comments

	Mechanisms are applied by the TA Beneficiary to avoid double financing 
	
	

	On the basis of the verifications performed, it can be excluded that expenditure has already been supported by any other funding (double-financing of expenditure with other Community or national schemes and with other programming periods is avoided)
	
	


	I.5.8 REVENUES

	

	Checks
	Yes/No

N.A.
	Comments

	The TA Beneficiary reports revenues (foreseen in the approved TA Project Plan and/or possible to estimate the amount of revenues)
	
	

	The expenditure reported as revenues are only cash in flows directly paid by paid by users for the goods and/or services provided by the project
	
	

	Calculation method is provided by the TA Beneficiary to report the net revenues (the amount to be deducted from the total eligible expenditure reported)
	
	

	The TA Beneficiary does not report revenues (not foreseen in the approved TA Project Plan, and the project does not generate revenues)
	
	

	Statement of the TA Beneficiary is available containing that the project does not generate revenues
	
	


ON THE SPOT CHECKS

	II.1 AUDIT TRAIL AND ACCOUNTING SYSTEM

	

	Checks
	Yes/No

N.A.
	Comments

	Specific accounting codes or other transparent methods  are used for the TA project in the accounting system which allow the identification of costs allocated to the TA project
	
	

	Computerised list of project expenditure can be obtained from the accounting system
	
	

	The expenditure declared corresponds to the accounting records and supporting documents held by the TA Beneficiary.
	
	

	Original invoices related to the expenditure already declared are available at the premises of the TA Beneficiary, and invoices are not annulled.
	
	

	If VAT was declared as non recoverable, it was not reclaimed later by the TA Beneficiary by any means.
	
	

	Audit trail relevant for the TA Beneficiary exists and complete at the premises of the TA Beneficiary 
	
	

	If the TA Beneficiary reported revenues, evidence exists in the accountings documents of the TA Beneficiary on the revenues generated by the project.
	
	

	The TA Beneficiary is provided accurate information regarding the physical and financial implementation of the part of operation
	
	


	II.2 VERIFICATION OF EXPENDITURE

	

	II.2.1 OVERHEADS

	Checks
	Yes/No

N.A.
	Comments

	Overheads are allocated proportionally to a project (flat rates based on average real costs)
	
	

	Relevant accounting documents supporting the calculation method and proofs of payment are made available for the controllers at the partners’ premises
	
	

	

	II.2.2 EXTERNAL EXPERTISE AND SERVICES

	Checks
	Yes/No

N.A.
	Comments

	Services already declared within the project have been delivered in reality, and are available at the premises of the TA Beneficiary
	
	

	Services are used in line with the project purposes.
	
	

	

	II.2.3 EQUIPMENTS

	Checks
	Yes/No

N.A.
	Comments

	Equipments already declared within the TA project have been purchased in reality, and exist at the place of the TA Beneficiary;
	
	

	Equipments are used only for the project purposes
	
	

	Purchases of equipment are properly accounted and documented in the TA Beneficiary’s accounting system and related files.
	
	


	II.2.4 VERIFICATION OF THE COMPLIANCE WITH EU POLICIES AND OTHER RULES

	

	Checks
	Yes/No

N.A.
	Comments

	Evidence is available that the selected public procurement procedure is in line with the national public procurement rules considering the procurements of the institution as well.
	
	

	According to the evidence obtained, the Community rules on publicity and the publicity requirements of the SEE Programme are respected.
	
	

	Mechanisms are applied by the TA Beneficiary to avoid double financing 
	
	

	On the basis of the verifications performed, it can be excluded that expenditure has already been supported by any other funding (double-financing of expenditure with other Community or national schemes and with other programming periods is avoided)
	
	

	The requirements concerning durability of operations, including those related to ownership, provided in Article 57 (EC) No 1083/2006 (General Provisions) are respected.
	
	


� Name of the person(s) who performed the verification
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