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This is an offline template provided for information purposes only.	
1. Audit trail 
	Verifications
	Confirmed 

	
	Yes
	No 
	n.a.

	The statement of expenditure for the reporting period is available.
	|_|
	|_|
	|_|

	Deadline for submitting expenditure to the controller, as set by the Programme was respected. 
	|_|
	|_|
	|_|

	Expenditure has been incurred and paid between the operation start date and the end date of the relevant reporting period or in case of Final Progress Report paid 1 month after the operation implementation end date.
(Does not apply to preparatory and closure costs)
	|_|
	|_|
	|_|

	Content of the statement of expenditures is consistent with the Partner Progress report.
	|_|
	|_|
	|_|

	Costs are directly related to the approved operation and are necessary for its implementation.
(i.e. they are planned in the latest version of the approved Application relevant in the period when the cost incurred or in the notified modification of the operation)
	|_|
	|_|
	|_|

	Costs are correctly allocated to the relevant expenditure categories.
	|_|
	|_|
	|_|

	Ineligible costs as listed under chapter 4.4. of the Programme rules on eligibility of expenditures are not included. 
	|_|
	|_|
	|_|

	Recoverable VAT has been deducted.
	|_|
	|_|
	|_|

	Expenditure was incurred within the Programme area. 
(With the exception of cases mentioned under chapter 4.2. of the Programme rules on eligibility of expenditures) 
	|_|
	|_|
	|_|

	The exchange rate used for the conversion of expenditure incurred and paid in national currency/currency other than Euro into Euro is correctly applied by using the monthly exchange rate of the Commission in the month during which the expenditure was submitted for verification to the Controller. 
	|_|
	|_|
	|_|

	The co-financed products and services were delivered and they are coherent with activities performed and outputs/deliverables obtained.
	|_|
	|_|
	|_|

	Claimed expenditure respect the partner total budget and budget per expenditure category as in the latest version of the approved Application/addendum to the Subsidy Contract or as in the notified modifications of the operation (expenditures budgeted within Staff costs and Travel and accommodation expenditure categories shall be monitored cumulatively at the level of expenditure category).
(If modifications o the operation occurred, have these changes been taken into account when verifying reported expenditures)
	|_|
	|_|
	|_|

	Net revenue not foreseen and/or not deducted in the Application has been deducted from the total eligible expenditure.
	|_|
	|_|
	|_|



	[bookmark: _Toc288651643]Results, comments, recommendations, points to follow-up (if any). 
NOTE: deductions (if any) are allocated to the relevant expenditure categories.

	




2. On-the-spot verifications
	Verifications 
	Confirmed 

	
	Yes
	No
	n.a.

	Separate accounting system or an adequate accounting code is maintained for all transactions relating to the operation by the Lead Beneficiary/Project Partner and a comparison of accounting records provided via eMS with the hardcopies or electronic records at the LB/PP’s premises has been performed.
(Sample of accounting entries for 2 expenditures of the following expenditure categories: staff costs, travel and accommodation costs, external expertise and services costs, equipment expenditure and infrastructure and works expenditure, should be compared)
	|_|
	|_|
	|_|

	Audit trail relevant for the Lead Beneficiary/Project Partner is complete and correctly archived at the premises of the LB/PP. 
(All supporting documents, invoices, procurement documentation and other documentation ensuring audit trail are present and easily traced and accessed and match documents submitted via eMS. 
Sample of 2 expenditures submitted via eMS for the following expenditure categories: staff costs – e.g. salary slip; travel and accommodation costs – e.g. travel sheet, external expertise and services costs, equipment expenditure and infrastructure and works expenditure – e.g. invoices, should be compared)
	|_|
	|_|
	|_|

	Invoices or interim payment certificates (in case of works) or requests for reimbursements (in case of services) submitted via eMS without reference to the operation and Programme have been subject of control during on –site verification and are voided by the controller.
	|_|
	|_|
	|_|

	Deliverables of services already declared within the operation have been delivered in reality, and are available at the premises of the LB/PP, are in line with relevant TOR/Contract/invoice and are used in line with the operation purposes. 
	|_|
	|_|
	|_|

	Equipment already declared within the operation have been purchased in reality, are in line with the description given in the approved application form/correspond to relevant Technical Specifications/Contract/invoice and is in use.  
	|_|
	|_|
	|_|

	Infrastructure and works already declared within the operation have been implemented in reality, are in line with the description given in the approved Application /correspond to relevant Technical Specifications/Contract/ interim certificates/invoice and are in progress or in use (applicable when investment is finished). 
	|_|
	|_|
	|_|

	According to the evidence obtained, visibility and publicity requirements of the Programme are respected (deliverables of services and/or equipment and/or infrastructure and works).
	|_|
	|_|
	|_|

	Inspected deliverables of services and/or equipment and/or infrastructure and works are in connection with activities reported and provide sufficient proof of the reality of the operation.
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 
NOTE: deductions (if any) are allocated to the relevant expenditure categories.

	



3. Expenditure categories-specific verifications
3.1. Staff Costs
3.1.1 Real costs
	Verifications 
	Confirmed 

	
	Yes
	No
	n.a.

	Declared staff costs refer to the staff employed by the beneficiary, formally engaged to work on the operation.
(List of personnel working on the operation, as well as employment document has been provided.)  
	|_|
	|_|
	|_|

	Job description or other relevant document providing information on tasks and responsibilities related to the operation has been provided.
	|_|
	|_|
	|_|

	Expenditure incurred is limited to salary payments and any other costs directly linked to salary payments.
(Any other costs directly linked to salary payments incurred and paid by the employer are eligible provided that they are: (i) foreseen in the signed contract/addenda/minor modification, national or international regulations; (ii) in accordance with the employment policy of the beneficiary.)
	|_|
	|_|
	|_|

	Staff cost are calculated correctly, according to the chosen option. 
	|_|
	|_|
	|_|

	The periodic staff report has been provided and is signed by both the employee and the supervisor. 
(Only in case of full time employment and fixed percentage of time worked per month on the operation.)
	|_|
	|_|
	|_|

	The detailed monthly working time registration has been provided.
(Only in case of flexible number of hours worked per month on the operation or staff contracted for operation purposes on an hourly basis.) 
	|_|
	|_|
	|_|

	Payslips or other documents of equivalent probative value which allow proof of payment of gross employment costs have been provided.
(Only in case of staff working: full-time on the operation; part time with a fixed percentage of time/month; for operation purposes on an hourly basis.) 
	|_|
	|_|
	|_|

	Document clearly stating the fixed percentage of time worked by the employee on the operation and the duration of the working time.
(Only in case of staff working: part-time with a fixed percentage of time/month.) 
	|_|
	|_|
	|_|

	If the employee is involved in other EU and/or national co-funded operation, name and funding reference of the concerned operation and statement on the expected percentage of the employee’s working time on each co-funded operation and activities done in a certain operation have been provided.
(Only in case of staff working: part-time with a fixed percentage of time/month, part time with a flexible number of hours worked per month on the operation and staff contracted for operation purposes on an hourly basis.) 
	|_|
	|_|
	|_|

	The hourly rate applied has been determined through the following formulas: a) monthly gross employment costs/monthly working time expressed in hours or b) latest documented annual gross employment costs/1.720 hours (referring to the latest available data relating to last 12 consecutive months prior to start date of the implementation period). 
(Only in case of flexible no. of hours worked per month on the operation.) 
	|_|
	|_|
	|_|

	Proof of the latest monthly/annual gross employment costs was provided when costs of the concerned employee(s) were claimed for the first time and the hourly rate for each employee was calculated. 
(Only in case of flexible no. of hours worked per month on the operation) 
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 

	

	Ineligible amount (if any):




3.1.2 Flat rate up to 20%
	Verifications
	Confirmed 

	
	Yes
	No 
	n.a.

	The beneficiary chose the flat rate option in the application form.
	|_|
	|_|
	|_|

	Staff costs are calculated correctly as up to 20 % of the beneficiary’s eligible direct costs other than staff costs.
(Direct costs are limited to: Travel and accommodation costs; External expertise and services costs; Equipment expenditure and Infrastructure and works expenditure.)
	|_|
	|_|
	|_|

	The controlled beneficiary has at least one employee involved in the operation.
(In case of beneficiaries with no staff, the required self-declaration has been provided).
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 

	

	Ineligible amount (if any):



[bookmark: _Toc319407449]
3.2 Office and administrative expenditure
	Verifications 
	Confirmed 

	
	Yes
	No 
	n.a.

	The flat rate is calculated correctly as up to 15 % of the eligible staff costs.
	|_|
	|_|
	|_|

	Cost items belonging to this budget category (as defined in chapter 4.5.2. of the Programme rules on eligibility of expenditures) are not charged under any other budget category. 
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 

	

	Ineligible amount (if any):




[bookmark: _Toc319407451][bookmark: _Toc289268926][bookmark: _Toc319407450]3.3. Travel and accommodation costs
	Verifications 
	Confirmed 

	
	Yes
	No 
	n.a.

	Travel and accommodation costs only relate to the staff of the beneficiary for missions necessary for the implementation of the operation. 
	|_|
	|_|
	|_|

	Expenditure is limited to cost items as defined in chapter 4.5.3. of the Programme rules on eligibility of expenditures. 
	|_|
	|_|
	|_|

	Travel and accommodation costs are clearly linked to the operation.
	|_|
	|_|
	|_|

	Travel and accommodation costs have been borne by the beneficiary.
	|_|
	|_|
	|_|

	If paid directly by a staff member of the beneficiary, proof of reimbursement from the employer is available.
	|_|
	|_|
	|_|

	The principal of sound financial management has been applied to the choice of transport and accommodation.
(Relevant proof and justification provided, if applicable.)
	|_|
	|_|
	|_|

	The duration of the mission is in line with its purpose.
(i.e. the duration was not longer than from the day before to the day after the meeting. In the case of a longer duration it is proved that the additional costs do not exceed the savings eventually made in the costs for transportation.)
	|_|
	|_|
	|_|

	Daily allowances are in line with national and internal rules/per diems are in line with those defined at the relevant Commission internet page. 
(Chosen option has been applied during whole implementation period of the operation.)
	|_|
	|_|
	|_|

	There is no double funding (expenditures covered by the daily allowance/per diem has not been claimed in addition to daily allowance/per diem).
	|_|
	|_|
	|_|

	Calculations made for traveling by private or institution’s car are available and are correct.
	|_|
	|_|
	|_|

	Internal travel sheet of the institution/organization, containing necessary information, is available.
	|_|
	|_|
	|_|

	Supporting documents concerning travel and accommodation costs are available.
	|_|
	|_|
	|_|

	Travel and accommodation costs that occurred outside the programme area were planned in the latest approved version of the Application or in the notified modifications of the operation. 
	|_|
	|_|
	|_|

	Expenditure is supported by invoices or documents of equivalent probative value which are correct.
	|_|
	|_|
	|_|

	Expenditure is supported by proof of payment (bank account statements, bank transfer confirmations, cash receipts, etc.)
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 

	

	Ineligible amount (if any):




3.4. External expertise and services costs
	External expertise and services were acquired in this reporting period  
	|_| Yes
	|_| No

	(if yes) Refer to Section 5 for verifying public procurement 
	



	Verifications 
	Confirmed 

	
	Yes
	No
	n.a.

	Contracted external expertise and services were foreseen in the application. 
	|_|
	|_|
	|_|

	Services or expertise have not been sub-contracted to another project partner. 
	|_|
	|_|
	|_|

	External expertise and services are clearly linked to the operation and are essential for its effective implementation.
	|_|
	|_|
	|_|

	Applied tendering procedure is in line with procurement thresholds.
(e.g. for contracts with a value of equal to EUR 300 000 or more international open tender procedure or international restricted tender procedure applied)
	|_|
	|_|
	|_|

	Beneficiary possesses the relevant documentation required for the respective tendering procedures.
(e.g. for single tender procedure: invitation to tender/s, terms of reference/technical specifications, offer/s, single tender report, contract or invoice)
	|_|
	|_|
	|_|

	Costs are paid on the basis of contracts/orders forms and against invoices/request for reimbursement. 
	|_|
	|_|
	|_|

	Contracts/order forms contain reference to the Operation and the Programme, in line with Programme rules on eligibility of expenditures.
	|_|
	|_|
	|_|

	Invoices or documents of equivalent probative value are sufficiently detailed (contain all relevant information in accordance with the applicable accountancy and programme rules) and in line with the contract(s).
(In accordance with programme rules invoices/requests for reimbursement shall contain reference to the operation and the programme and a detailed description of the services provided; and for the experts paid on the basis of a daily fee, quantification of the days charged, price per unit and total price.)
	|_|
	|_|
	|_|

	Outputs of the work of external experts or service deliverables are available.
	|_|
	|_|
	|_|

	Where applicable, publicity/visibility rules have been respected.
	|_|
	|_|
	|_|

	Expenditure is supported by proof of payment (bank account statements, bank transfer confirmations, cash receipts etc.) and accounting record.
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 

	

	Ineligible amount (if any):





3.5. Equipment expenditure
	New equipment items are reported in this reporting period
	|_| Yes
	|_| No

	(if yes) Refer to Section 5 for verifying public procurement 
	



	Verifications 
	Confirmed 

	
	Yes
	No 
	n.a.

	Purchased equipment items are in line with the latest approved version of the Application. 
	|_|
	|_|
	|_|

	Equipment is clearly linked to the operation and is essential for its effective implementation.
	|_|
	|_|
	|_|

	Applied tendering procedure is in line with procurement thresholds.
(e.g. for contracts with a value of less than EUR 100 000 but more than EUR 20 000 Simplified procedure or Framework contract applied)
	|_|
	|_|
	|_|

	Beneficiary possesses the relevant documentation required for the respective tendering procedures.
(e.g. for single tender procedure: invitation to tender/s, terms of reference/technical specifications, offer/s, single tender report, contract or invoice)
	|_|
	|_|
	|_|

	Equipment is new and has not been financed by other EU or national funds.
	|_|
	|_|
	|_|

	Equipment for general (office) use has been purchased at the initial stage of the implementation period.
(If not, approval by relevant Programme body has been provided.)
	|_|
	|_|
	|_|

	Contracts/order forms laying down the equipment to be purchased with a clear reference to the operation and Programme are available.
	|_|
	|_|
	|_|

	Invoices contain all relevant information in line with the applicable accountancy rules and reference to the operation and the Programme. 
	|_|
	|_|
	|_|

	Equipment is available/physically exists (and it is in line with the description given in the approved application form/correspond to relevant Technical Specifications/Contract/invoice) and is in use. (Inspected on–the-spot. In case the equipment is not checked on-the-spot, existence was verified by other means (e.g. photo documentation).) 
	|_|
	|_|
	|_|

	Programme publicity and visibility rules have been respected.
	|_|
	|_|
	|_|

	Expenditure is supported by proof of payment (bank account statements, bank transfer confirmations, cash receipts etc.) and accounting records.
	|_|
	|_|
	|_|

	The transfer of ownership is properly documented, if applicable.
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 

	

	Ineligible amount (if any):





[bookmark: _Toc289268929][bookmark: _Toc319407453]3.6 Infrastructure and works expenditure
	New infrastructure and works items are reported in this reporting period
	|_| Yes
	|_| No

	(if yes) Refer to Section 5 for verifying public procurement 
	



	Verifications 
	Confirmed 

	
	Yes
	No
	n.a.

	Infrastructure and works have been approved by the Programme (indicated in the approved operation budget or approved during implementation of the operation).
	|_|
	|_|
	|_|

	Infrastructure and works have not been sub-contracted to another project partner.
	|_|
	|_|
	|_|

	Infrastructure and works have been implemented in the programme area.
	|_|
	|_|
	|_|

	Infrastructure and works are clearly linked to the operation and are essential for its effective implementation.
	|_|
	|_|
	|_|

	Applied tendering procedure is in line with procurement thresholds.
(e.g. for contracts with a value of less than EUR 300 000 but more than EUR 20 000 Simplified procedure applied)
	|_|
	|_|
	|_|

	Beneficiary possesses the relevant documentation required for the respective tendering procedures.
(e.g. for simplified procedure: Invitation letters/Contract Notice, tender dossier including terms of reference/technical specifications, offers, Declaration of Impartiality and Confidentiality for all Evaluation Committee members, negotiation report accompanied with administrative and technical evaluation grids, contract, invoice etc.)
	|_|
	|_|
	|_|

	Infrastructure and works expenditure have not already been financed by other Union or national funds. 
	|_|
	|_|
	|_|

	If applicable, use of contingency has been approved by relevant programme body.
	|_|
	|_|
	|_|

	Contract/written agreement laying down the infrastructure/works to be provided with a reference to the operation and the programme, is available.
(For contracts including daily/hourly fee, such fee together with the No of days/hours contracted and the total amount of the contract shall be provided.)
	|_|
	|_|
	|_|

	Invoices or documents of equivalent probative value are sufficiently detailed (contain all relevant information in accordance with the applicable accountancy and programme rules) and in line with the contract(s).
(In accordance with programme rules invoices/requests for reimbursement shall contain reference to the operation and the programme and a detailed description of the infrastructure/works carried out; and for the contracts including daily/hourly fee, quantification of the days charged, price per unit and total price.)
	|_|
	|_|
	|_|

	Infrastructure and works exists or evidence of work in progress is available (documented with relevant photos and additional key documents, if applicable: building diary, final reports from the supervising engineers, guarantee for removal of a defect in the guarantee period, operating permit).
(Inspected on–the-spot. In case it is not checked on-the-spot, existence was verified by other means e.g. desk-based verification)
	|_|
	|_|
	|_|

	Infrastructure and works respect the relevant publicity/visibility requirements and, where applicable, relevant EU and national legislation in terms of environmental impact.
	|_|
	|_|
	|_|

	Expenditure is supported by proof of payment (bank account statements, bank transfer confirmations, cash receipts etc.) and accounting records.
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 

	

	Ineligible amount (if any):



4. Compliance with procurement rules
	Verifications 
	Confirmed 

	
	Yes
	No 
	n.a.

	Beneficiary followed:
	
	
	

	a)	Programme rules on public procurement.
	|_|
	|_|
	|_|

	b)	National rules (applicable only for beneficiaries in Croatia which are public bodies or bodies governed by public law and are obliged to follow respective national legislation on public procurement, depending on the amount concerned).
	|_|
	|_|
	|_|

	There has been no artificial splitting of the contract objective/value in order to avoid public procurement requirements. 
	|_|
	|_|
	|_|

	The principles of transparency, non-discrimination, equal treatment and effective competition have been complied with.
	|_|
	|_|
	|_|

	Terms of Reference/Technical Specifications and budget ensure equal access and competitive tendering.
	|_|
	|_|
	|_|

	Clear and non-discriminatory selection criteria, for the purpose of assessing that the candidate/tenderer has sufficient financial, economic, technical and professional capacity to implement the tasks of the contract, have been drawn up.
	|_|
	|_|
	|_|

	Contracts have been awarded based on the criteria in line with the applicable rules on public procurement.
	|_|
	|_|
	|_|

	Contract(s) is/are in line with the selected offer(s).
	|_|
	|_|
	|_|

	In case a contract amendment/extension has been issued (including the change has been only minor without changing the overall objective, content and economy of the tender), the change has been in line with relevant Regulations without any relevant impact on the validity of the initial tender procedure.
	|_|
	|_|
	|_|



	Results, comments, recommendations, points to follow-up (if any). 

	

	Ineligible amount (if any):
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