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1. INTRODUCTION

The ImpleMentAll -IMA- Project has been funded by the European Commission in the
framework of the Horizon 2020 Programme.

This IMA Guide to Financial issues and Reporting is based on one hand, on the Annotated Model
Grant Agreement (General Model Grant Agreement- General MGA) which provides information
on financial issues, and on the other, on the tools that have been created by the IMA
Coordination team, in order to comply with the reporting contractual obligations set by the
Grant Agreement, as well as to monitor and assess the progress of the project.

The Guide details the conditions to be fulfilled for costs to be considered eligible, lists the most
common ineligible costs, provides a description of H2020 costs forms and main type of costs
and gives some tips to avoid common mistakes. It explains the reporting requirements from the
EC as well as the reporting tools that all Beneficiaries/Partners have to fill in order to collect the
necessary information to be provided to the European Commission.
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2.

H2020 PROGRAMME FINANCIAL GUIDELINES

2.1 ELIGIBLE COSTS

In order to be eligible, costs charged to the IMA action/project must fulfill the following conditions:

actually incurred by the beneficiary (real and not estimated, budgeted or imputed and definitively
borne by the beneficiary, not by any other entity)

incurred during the action duration (i.e. the generating event that triggers the costs must take
place during the action duration)

-The ‘action duration’ is the period running from the action starting date to the end date of the
action.

-If costs are invoiced or paid later than the end date, they are eligible only if the debt existed already
during the action duration (supported by documentary evidence) and the final cost was known at
the moment of the financial report.

entered as eligible costs in the estimated budget of the action, under the relevant budget
category (see Annex 2)

connected to the action as described in Annex 1 (i.e. necessary to achieve the action’s
objectives)

identifiable and verifiable (i.e. come directly from the beneficiary’s accounts (be directly
reconcilable with them) and supported by documentation)

Costs must be calculated according to the applicable accounting rules of the country in which the
beneficiary is established and according to the beneficiary’s usual cost accounting practices.

NNew in Horizon 2020: Accounting documentation is necessary only for direct costs. Indirect costs
do not need supporting evidences because they are declared using a flat-rate

reasonable, justified and must comply with the principles of sound financial management,
in particular regarding economy and efficiency (i.e. be in line with good housekeeping practice
when spending public money and not be excessive)

‘Economy’ means minimising the costs of resources used for an activity (input), while maximising
quality; ‘efficiency’ is the relationship between outputs and the resources used to produce them.
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2.2 INELIGIBLE COSTS

Certain costs are specifically excluded from the eligible costs. According to the grant agreement,
non-eligible costs are in particular the following:

costs related to return on capital;

debt and debt service charges;

provisions for future losses or debts;

interest owed;

doubtful debts;

currency exchange losses;

bank costs charged by the beneficiary’s bank for transfers from the Commission;
excessive or reckless expenditure;

deductible VAT;

costs incurred during suspension of the implementation of the action

costs declared under another EU or Euratom grant

NN N N N N N N NN

VAT can be claimed in H2020 but only if the organization can prove is unable to recover it

2.3 COSTS FORMS

There are three forms of costs in H2020: Actual costs, Unit Costs and Flat rate.

Forms of costs

« Costs actually Incurred, identifable and verifable,
Actual costs recorded In the accounts, etc

% NEW' non-decuctibie VAT paid is 4iso ailgie

o A fixed amount per unit determined by the
Commission. Examples: SME owners' unit cost /oiinica

Unit costs triads It in the propossl

R —— * For aversge personnel cost (based on the usual
accounting practices)

* A percentage to be caiculated on the eligible costs

NAirect casty 2 f direct casts)

Flat rate

The costs forms foreseen in the IMA project are:

= Actual costs (costs which are real and not estimated or budgeted)
= Flat-rate costs for indirect costs: 25% flat-rate

Only in case of beneficiaries using average personnel costs or internally invoicing, Unit costs will apply:

=  Unit costs (i.e. an amount per unit) for:
o Personnel costs of SME owners/natural persons not receiving a salary
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o Personnel costs calculated by the beneficiaries in accordance to their usual cost
accounting practices (average personnel costs)

o Costs of internally invoiced goods and services calculated by the beneficiaries in
accordance with their usual cost accounting practices

2.4 TYPES OF COSTS

Project costs can be classified as either ‘Direct costs’ or ‘Indirect costs’.

‘Direct costs’ are specific costs directly linked to the performance of the action and which can therefore
be directly booked to it. They are either costs that have been caused by the activities of the action or
costs that have been caused in full by the activities of several actions (projects), and attributed to a single
action and directly measured (i.e. not attributed indirectly via an allocation key, a cost driver or a proxy).

‘Indirect costs’ are costs that cannot be identified as specific costs directly linked to the performance of
the action.

In practice, they are costs whose link to the action can NOT be (or has not been) measured directly, but
only by means of cost drivers or a proxy (i.e. parameters that apportion the total indirect costs
(overheads) among the different activities of the beneficiary

2.4.1 DIRECT COSTS

The Grant Agreement foresees three categories of direct costs:
= personnel,
= subcontracting and

= other direct costs (travel, consumables and supplies, equipment, telecommunication
costs, fees and others)

2411 Personnel costs

Types of personnel costs under H2020
There are five types of personnel costs, of which the first three can be used in IMA

Direct personnel costs

Types of personnel costs:
/"= Al. Personnel working under an employment contract

= A2. Natural persons working under a direct contract with the
beneficiary other than an employment contract.

IMA

* A3. Personnel seconded by a third party against payment (RSD, NCL,
\_LSHTM) |
= A4, Cost of SME owners (who do not receive a salary)

- AS. Beneficiaries that are natural persons not receiving a salary
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Personnel costs related to personnel working for the beneficiary under an employment
contract (or equivalent appointing act). They must be limited to salaries (including during
parental leave), social security contributions, taxes and other costs included in the
remuneration, if they arise from national law or the employment contract.

Beneficiaries that are may also declare as personnel costs additional
remuneration for personnel assigned to the action (including payments on the basis of
supplementary contracts regardless of their nature), if:

(a) it is part of the beneficiary’s usual remuneration practices and is paid in a consistent
manner whenever the same kind of work or expertise is required;

(b) the criteria used to calculate the supplementary payments are objective and
generally applied by the beneficiary, regardless of the source of funding used.

‘Additional remuneration’ means any part of the remuneration which exceeds what the person
would be paid for time worked in projects funded by national scheme.

means a legal entity which by its legal form is non-profit-making or which has
a legal or statutory obligation not to distribute profits to its shareholders or individual members.

Costs for natural persons working under a direct contract with the beneficiary other than
an employment contract, if:

(a) the person works under conditions similar to those of an employee (in particular
regarding the way the work is organised, the tasks that are performed and the premises
where they are performed);

(b) the result of the work carried out belongs to the beneficiary (unless exceptionally
agreed otherwise), and

(c) the costs are not significantly different from those for personnel performing similar
tasks under an employment contract with the beneficiary.

Costs of personnel seconded by a third party against payment if the following conditions
are met:

v The beneficiaries may declare costs related to the payment of in-kind contributions as eligible (see
Article 6.1 and 6.2), up to the third parties’ costs for the seconded persons, contributed equipment,
infrastructure or other assets or other contributed goods and services.

v" There must be a secondment agreement (stating tasks, payment, duration of the secondment,
location, etc)

v The third parties and their contributions must be set out in Annex 1.
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The Commission may however approve in-kind contributions not set out in Annex 1 without
amendment, if:

- they are specifically justified in the periodic technical report and

- their use does not entail changes to the Agreement which would call into question the
decision awarding the grant or breach the principle of equal treatment of applicants.

v The beneficiaries must ensure that the Commission, the European Court of Auditors (ECA)
and the European Anti-Fraud Office (OLAF) can exercise their rights also towards the third
parties.

A.4 Costs of owners of beneficiaries that are small and medium-sized enterprises (‘SME
owners’), who are working on the action and who do not receive a salary if they correspond to
the amount per unit set out in Annex 2a multiplied by the number of actual hours worked on
the action.

A.5 Costs of ‘beneficiaries that are natural persons’ not receiving a salary, if they correspond

to the amount per unit set out in Annex 2a multiplied by the number of actual hours worked on
the action.

Calculation of Actual Personnel costs

Actual Personnel costs must be calculated as follows:

@ O @

hours hourly additional

worked rate remuneration
[only for non-profit

legal entities)

time records EUR/hour

I.- Hours worked for the project

v" The number of actual hours declared for a person must be identifiable and verifiable -
Timesheets

v The total number of hours declared in EU or Euratom grants, for a person for a year,

cannot be higher than the annual productive hours used for the calculations of the
hourly rate.
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Il.- Hourly rate:
= The hourly rate is calculated per full financial year as follows:

actual annual personnel costs (A) (excluding additional remuneration) for the person,
divided by number of annual productive hours (B)

A\ If a financial year is not closed at the end of the reporting period, the hourly rate of the
last closed financial year available must be used

Use of the last closed financial year

01/10/2014 31/03/2016
| |
Reporting period (example)
2014 2015 2016
[S—
Hourly rates of 2015 will also
be used for these months

ADVANTAGES FOR THE BENEFICIARIES
SNO ADJUSTMENTS TO BE DECLARED IN THE NEXT PERIOD

SLEGAL CERTAINTY: NO DOUBTS ABOUT WHAT PERIOD AND WHAT DATA MUST BE USED FOR
THE CALCULATION

SREMOVES ERRORS DUE TO INCORRECT CALCULATIONS FOR FRACTIONS OF A YEAR

= Hourly rates calculated on a monthly basis are allowed.

A- Annual personnel costs

y TOTAL REMUNERATION e,
Standard remuneration Addtional remuneration
7 r— )Y | (AT <)
( "Mandatory extras” \ ( Other bonuses \
Fixed by law or by contract to «Only eligible for non-
remunerate the main activity of profit legal entities
L e S
Basic i “Sulyject to specific
Salary -Payment ';::ébm to H eligibility critaria
*Maybe triggered by the
-Not linked to a specific project participation in a specific
Examples: 13* month, Prqpass
hazardous work allowance, etc. /
| N - N |
Hourly rate
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v Total remuneration is made up of standard remuneration and for non-profit legal entities,
additional remuneration (i.e. extra payments made for the participation in projects —
above the beneficiary's usual remuneration practice for national projects).

V' Standard remuneration includes the basic salary + mandatory extras (i.e. the payments
for the employee's normal work and participation in projects — up to what is the
beneficiary's usual remuneration practice for national projects)

v National projects are to be understood in the large sense, meaning all types of projects
funded under any type of national (public or private) funding scheme (including projects
co-financed by EU funds that are managed by the Member States, e.g. regional funds,
agricultural and fisheries funds). Projects from EU programmes directly managed by the
Commission/Agencies or their funding bodies (e.g. LIFE, ERASMUS, Health, etc.) do not,
however, qualify as national projects (but as EU/international projects).

v Both basic remuneration and additional remuneration do not only cover the payment
itself (salary or bonus), but also the social security contributions (mandatory employer
and employee contributions), taxes included in the remuneration (e.g. income tax) and
other costs and payments included in the remuneration (e.g. a fee paid by the
beneficiary for a complementary health insurance scheme for the employee).

B- Number of actual annual productive hours

For the number of actual annual productive hours there are the following three options

/’//\

\
b) 1720 hours
) Individual annual productive hours
* Formula: annual workable hours + overtime - absences

Standard annual productive hours

= According to the beneficiary's usual accounting practices;
Minimum threshold: annual productive hours > 90 % of the
standard workable hours

1) 1,720 fixed hours. Any beneficiary can use this option
= Absences: Maternity and parental leave may be deducted from the 1720
fixed hours. No other leave (sick leave, special leave, annual leave, etc) can
be deducted.
= Overtime: No overtime has to be added.
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2) Individual annual productive hours.

The number of hours is calculated on the basis of the annual workable hours of the
employee (total number of hours including the overtime worked and absences such
as sick leave or other types of special leave)

a) Annual workable hours per contract (or collective agreement or national law)
b) + overtime worked
c) - absences (sick leave and special leave)

‘Annual workable hours’ means the period during which the personnel must be working, at
the employer’s disposal and carrying out his/her activity or duties under the employment
contract, applicable collective labour agreement or national working time legislation.

If the contract (or applicable collective labour agreement or national working time
legislation) does not allow to determine the annual workable hours, this option
cannot be used;

= Absences: All leaves can be deducted.
= Qvertime: All overtime worked, paid or unpaid must be included
3) Standard annual productive hours

The standard number of annual hours generally applied by the beneficiary for its
personnel in accordance with its usual cost accounting practices. This number must
be at least 90% of the ‘standard annual workable hours’.

If there is no applicable reference for the standard annual workable hours, this
option cannot be used.

= Absences: Maternity and parental leave can be deducted from the standard
productive hours

= Overtime: the standard productive hours normally take into account the stardard
overtime hours in the organisation.

For all options, the actual time spent on parental leave by a person assigned to the action may
be deducted from the number of annual productive hours.

C- Monthly hourly rates
As an alternative, beneficiaries may calculate the hourly rate per month, as follows:

v actual monthly personnel cost (excluding additional remuneration) for the person,
divided by number of annual productive hours / 12
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Time spent on parental leave may not be deducted when calculating the hourly rate per
month. However, beneficiaries may declare personnel costs incurred in periods of
parental leave in proportion to the time the person worked on the action in that
financial year.

For calculating the anual productive hours, only option 1 (1720 hours) and 3 (standard
number of anual hours) are valid. Option 2 is not valid because the individual annual
productive hours are known only at the end of the financial year.

The same option (1 or 3) must be applied to all personnel working in H2020 actions,
unless different options are used for different type of personnel.

If parts of a basic remuneration are generated over a period longer than a month, the
beneficiaries may include only the share which is generated in the month (irrespective
of the amount actually paid for that month)

Recalculation & adjustments of financial statements should be exceptional: If a later
event (e.g. the unexpected leave of the employee) means the payments made are
actually lower, i.e, that the monthly hourly rates were overstated, hourly rates must be
recalculated and the difference must be declared in the next reporting period.

D- Hourly rates for In-house consultants

The costs of natural persons working under a direct contract must be calculated according to
the same rules (hourly rate multiplied by the number of actual hours worked on the action).
However if the contract:

v
v

v

specifies an hourly rate: this hourly rate must be used

states a fixed amount for the work and the number of hours to be worked: the global
amount for the work must be divided by the number of hours to be worked

states a fixed amount for the work but does not specify the number ofhours to be
worked: the global amount for the work must be divided by the pro-rata of 1 720 annual
productive hours which corresponds to the duration of the contract over the financial
year.

Il Additional remuneration (only for non-profit entities)

Additional remuneration, up to a ceiling of 8.000 EUR per year, as above mentioned, can apply
only to those employees of non-profit entities, whose remuneration is Project-based (i.e.
different remuneration levels, depending on whether they work in specific projectes or not), if:
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a) it is part of the beneficiary’s usual remuneration practices and is paid in a consistent
manner whenever the same kind of work or expertise is required;

(b) the criteria used to calculate the supplementary payments are objective and
generally applied by the beneficiary, regardless of the source of funding used.

A- Calculation of hourly rates (2 hourly rates)

For each employee, it must be find out if the remuneration is all basic remuneration
or contains also additional remuneration.

To do this, two reference hourly rates must be calculated:

a) reference rate for the work on the H2020 action ( ) and
b) reference rate for the usual remuneration practice for national projects
(‘national projects reference’).

If the is equal or below the national projects reference, the
remuneration is all basic remuneration. If it is higher, the exceeding part is additional
remuneration and must be taken out for the calculation of the hourly rate to be charged
to the action.

For the the beneficiary must calculate an hourly rate (either annual or
monthly) based on the remuneration paid to the employee for his/her work in the H2020
action.

For annual reference rates: annual personnel costs for the person for his/her work in
the action divided by number of hours worked for the action in the financial year.

If the reporting period ends before the end of the financial year, the beneficiary must
use the personnel costs and the hours from the beginning of the year until the end of
the reporting period.

For monthly reference rates: monthly personnel costs for the person for his/her work
on the action

divided by number of hours worked for the action in the month.

For the national projects reference: the beneficiary must calculate an hourly rate based
on either:

v regulatory requirements (e.g. national law or collective labour agreements)
setting up the level of remuneration to be paid for work in projects funded under
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national schemes — if those amounts were actually paid at least once before the
submission of the H2020 proposal for work in a national Project.

v internal rules setting up the level of remuneration to be paid for work in projects
funded under national schemes — if those amounts were actually paid at least once
before the submission of the H2020 proposal for work in a national project

or

v if none of these are available or if the beneficiary never had any national projects
before the submission of the H2020 proposal: the of the
employee in the previous financial year.

The hourly rate of the national project reference must be calculated using 1720 fixed annual
productive hours (unless there is an hourly rate directly set in the law, collective labour
agreement or internal rules).

For the of the employee, the beneficiary must moreover exclude
remuneration that came from H2020 actions; i.e.:

total annual personnel costs* for the person for year n-1 excluding remuneration paid for
work in H2020 actions divided by 1720** minus hours worked in H2020 actions in year n-1

* The total annual personnel costs include all remuneration paid by the beneficiary
to the person for work, irrespectively of the tasks of the person and the projects for
which the person was working; but excludes all remuneration paid for work in H2020
actions. If the remuneration included ineligible items (e.g. profit distribution,
arbitrary bonuses) those must also be removed.

** 1720 is the fixed number of annual productive hours. The beneficiary must
remove from those annual productive hours the hours worked in H2020 actions. If in
year n-1 the person worked exclusively in H2020 actions, the beneficiary must use
the average salary of the last year in which the person did not work exclusively in
H2020 actions (e.g. year n-2 or year n-3).

If the national law or the internal rules set up different levels of remuneration for different
categories of staff, the reference will be the one of the category to which the person belongs.
If the national law or the internal rules set up different remuneration levels for different
types of national projects (or for different work within the projects), the reference will be
the one applicable to the type of project/work that is closest to the H2020 action.

Appropriate and sufficient evidence to support the action and national project references
used must be kept

B- Comparison of the action reference with the national project reference
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If the

v

v

If the

is higher than the national project reference, the exceeding part is
additional remuneration:

total additional remuneration = difference between the two reference rates *
number of hours worked on the action
total basic remuneration = national project reference rate * number of hours worked
on the action

is equal or lower than the national project reference, there is no
additional remuneration; the remuneration paid to the employee is all basic remuneration.

C- Calculation of the cost to be charged (additional remuneration included)

1.- Calculate the hourly rate using only the basic remuneration (action reference,
capped at the national project referent. The hourly rate will normally be equal to the
national project reference rate)

2- If there is NO additional remuneration (i.e. all is basic remuneration), the

hourly rate can be charged to the action/project.

3.- Multiplying the hourly rate by the hours worked on the action

4.- Add the additional remuneration up to 8000 EUR, as per the table below:

For more details and examples on additional remuneration, please refer to the Annotated

Contract
Occupation
hired full time during the NOT hired full time during the
entire year entire year
working
exclusively for
the EU action EUR 8 000 pro-rata amount of EUR 8 000

during the full
financial year

NOT working
exclusively for the
EU action during
the full

year

financial

{8 000 / annual productive hours FTE} * hours worked for the
action over the

year

Model Grant Agreement (pages 58-63 of the AMGA April 2017 version)
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241.2 Subcontracting

= If necessary to implement the action, the beneficiaries may award subcontracts covering
the implementation of certain tasks described in Annex 1.

= Subcontracting may cover only a limited part of the action.

= Subcontracts must be awarded ensuring the best value for money or, if appropriate the
lowest price. Any conflict of interests must be avoided.

= Every prior information notice, contract notice or contract award notice published in
relation to the subcontracting mut include the following disclaimer:

“This procurement receives funding under the European Union’s Horizon 2020 research and
innovation programme under the grant agreement No 733025. The EU is however not
participating as a contracting authority in this procurement”

= The tasks to be implemented and the estimated cost for each subcontract must be set out
in Annex 1 and the total estimated costs of subcontracting per beneficiary must be set out
in Annex 2.

The Commission may however approve subcontracts not set out in Annex 1 and 2 without
amendment, if:
- they are specifically justified in the periodic technical report and
- they do not entail changes to the Agreement which would call into question the
decision
awarding the grant or breach the principle of equal treatment of applicants.
= QOccasionally and only for contracts with a value higher tan EUR 60.000 the Commission may
set out additional conditions.

=  Framework contracts can be used for selecting a provider if this is the usual practice of the
beneficiry. To be eligible, the framework contract must be awarded on the basis of best-
value-for-money and absence of conflicto of interest. The framework contract does not
necessarily have to be concluded before the start of the action.

= The beneficiaries must ensure that the Commission, the European Court of Auditors (ECA)
and the European Anti-Fraud Office (OLAF) can exercise their rights also towards their
subcontractors.

= The beneficiaries must ensure that their obligations (avoiding conflict of interest,
maintaining confidentiality and promoting the action and give visibility to the EU funding)

also apply to the subcontractors.

= Special arrangements regarding results produced by the subcontractors must be foreseen.
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Beneficiaries that are ‘contracting authorities’ within the meaning of Directive
2004/18/EC or‘contracting entities’ within the meaning of Directive 2004/17/EC must
comply with the applicable national law on public procurement.

2.4.1.3 Other direct costs

= Travel and related subsistence costs

v

Travel costs and related subsistence allowances (including all related duties, taxes and
charges that the beneficiary has paid, if including them is part of the usual practices for
travel, e.g. non-deductible VAT) are eligible if linked to the action.

Travel and subsistence costs may relate to the personnel as well as to external experts
that participate in the action on an ad hoc basis (e.g. attending specific meetings), if the
experts’ participation is foreseen in Annex 1. In this case, the beneficiary may reimburse
the experts or handle the travel arrangements itself (and be invoiced directly).

be in line with the beneficiary’s usual practices on travel (actual, per diem...)
There is no distinction between travelling in- or outside of Europe.

Combination with personal travels is allowed but ONLY up to the cost that would have
been incurred if the travel would have been made exclusively for the action AND if it is
the usual practice of the beneficiary top ay for such travels (combining professional and
personal reasons).Tip: keep evidence also of the cost of the flight that the person would
have taken if it would have returned directly after the end of the work for the action.

In case of an audit prove of the attendance to the meeting (minutes, reports, signed attendance
lists) or to an event (programme of the event, presentation of the project at the event) will be
requested.

=  Durable Equipment

This budget category covers the depreciation costs of equipment, infrastructure or other assets
used for the action as recorded in the beneficiary’s accounts if written off in accordance with
international accounting standards and the beneficiary’s usual acconting practices.

v

The depreciation costs must be calculated for each reporting period:
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Monthly cost of depreciation x relevant to the Financial Statement x

if equipment is used for other projects.

v Total depreciation can never exceed the purchase price of the equipment.

V' costs of renting or leasing of equipment (if they do not exceed the deprecuation costs
of similar equipment)

v For low-value assets the full cost may be eligible in the year when it is purchased if:

(@)

(@)

(@)

the full cost is recorded in the accounts of the entity as expenditure of that year
(i.e. NOT recorded as an asset subject to depreciation), and

the cost of the asset is below the low-value ceiling as defined under national law
(e.g. national tax legislation), and

the item is used exclusively for the action in the year of purchase. If the item is not
used exclusively for the action in the year of purchase, only the portion used on the
action may be charged.

=  Consumables and supplies

This budget category covers the costs for goods and services that were purchased for the
action (or contributed in-kind against payment), including:

v
v

costs for consumables and supplies (e.g. raw materials etc.)

dissemination costs (including regarding open access to peer-reviewed scientific
publications, e.g. article processing or equivalent charges, costs related to open
access to research data and related costs, such as data maintenance or storage and
conference fees for presenting project-related research)

costs related to intellectual property rights (IPR) (including costs to protect the
results or royalties paid for access rights needed to implement the action)

costs for certificates on financial statements (CFS) and certificates on methodology
(unless unnecessary, for instance because the EU contribution is below the threshold
or the certificate was submitted not for the final report but before).

translation costs (if translation is necessary for the action’s implementation, is
justified, etc.).
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24.2

INDIRECT COSTS

Indirect costs, also called overheads, are all the structural and support costs of an
administrative, technical and logistical nature which are cross-cutting for the operation of the
beneficiary body's various activities.

Indirect costs are calculated on the basis of a flat rate of 25% on the direct costs (minus
subcontracting, costs incurred by third parties not used in the beneficiaries' premises and costs
of providing financial support to third parties)

There is no need for any supporting evidence because they are declared using a flat-rate. Only
the costs to which the flat-rate is applied must shown to be eligible.

2.5

2.6

Justification of costs

Beneficiaries need to justify the eligible costs in order to be reimbursed. The accounts
for the project and appropriate documentation related to the grant agreement and in
particular the costs and time reported in the financial statements should be maintained
on a regular basis and in accordance with the normal accounting conventions of the
country of establishement.

Working time charged to the grant agreement must be recorded throughout the
project and the records must be dated and signed at least monthly by the person
working for the acton and his/her supervisor. If the time recording system is computer-
based, the signatures may be electronic (i.e. linking the electronic identity data to the
electronic validation data, with a documented and secure process for managing user
rights and an auditable log of all electronic transactions).

Receipts of the project

Receipts must be declared in the last Financial Statement. Types of receipts:

o Income generated by the action (tickets sold to attend a Project event; selling
equipment purchased for the project...).

o Financial contributions given by third parties to the partner to be used for the specific
action.

o In-kind contributions provided free of charge to be used for the specific action, if
they have been declared as eligible costs.
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As IMA is a 100% funded action, any receipt (as defined above), will be deducted from the EU

grant.

The following type of incomes are not receipts:

2.7

o income generated by exploiting the action/project’s results

o financial contributions by third parties, if they may be used to cover costs other
than the eligible costs

o financial contributions by third parties with no obligation to repay any amount
unused at the end of theaction/project.

Check, reviews and audits

The Commission may carry out reviews on the proper implementation of the action, and
compliance with the obligations under the Grant Agreement.

Audits may also extend to third parties.

The Reviews may be started up to two years after the payment of the balance. They
will be formally notified to the coordinator or beneficiary concerned and will be
considered to have started on the date of the formal notification.

Records and other supporting documentation that prove the costs declared are eligible,
must be kept for a period of five years after the payment of the balance (final
payment).

Original documents, or digital and digitalised documents if they are authoprised by the
national law, have to kept. The Commission may accept non-original documents if it
considers that they offer a comparable level of assurance.

Type of documents needed:

Timesheets

Contracts

Payroll extracts

Subcontracts

Invoices

Accounting records

Internal accounting practices (procurement, depreciation...)
Proofs of payments (salaries, taxes, invoices)

if applicable, certificate that VAT can not be eligible

NN N N N N NS
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v Any other document supporting the costs that have been claimed in the framework
of the project

v Bank statements showing the payments received from the Coordinator

v Proves of attendance to meetings and events: minutes of the meetings; signed
meetings attendance lists; boarding passes, programme in case of attendance to a
conference where the project has been presented...

= Findings in checks, review, audits or investigationsmay lead to the rejection of ineligible
costs, reduction of the grant and recovery of undue amounts.

= |n case of systemic or recurrent errors, irregularities, fraud or of breach of obligations,
the fundings of the Audit may be extended to other grants.

2.8 Payments schedule

Payments

Time-to-Pay From

Counted from:

- . - entry into force, or
One Pre-financing 30days | ., days before start date,

whichever is the latest.

-> Retention 5 % of maximum grant for the Guarantee Fund

From reception of periodic

Interim Payments 90days | ooy

-» Based on financial statements (EU contribution = eligible costs approved * reimbursement rate)
-> Limit = 90 % of the maximum grant (Retention 10%)

From reception of final

Payment of the Balance 90days | oorts

Payments schedule for the IMA project:

= Pre-financing : 53,33% - 5% (Guarantee Fund)= 48,33% . Already paid

= |nterim payments: 2 payments till reach 90% of the maximum grant
Payments: December 2018 & June 2020 (estimates)
Payment of the balance: 15% (Retention 10% + 5% from Guarantee Fund). October
2021 (estimate)

Link to the Annotated Model Grant Agreement latest version:
https://www.dropbox.com/s/am4wvmohfu8m1itj/h2020amga_en%20%28April%202017%29.pdf?dI=0
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3 IMA REPORTING REQUIREMENTS

The ImpleMentAll project is divided into 3 reporting periods:

O RP1:from 01/01/17 to 30/06/18
O RP2: from 01/07/18 to 31/12/19
O RP3: from 01/01/20 to 31/03/21

At the end of each reporting period a project Periodic Report has to be submitted to the EC as
well as a Final Report at the end of the project.

The Periodic Report provides a concise overview of objectives and progress of the work carried
out during the period and justifies the implementation carried out and the expenses being
reported during the period.

The Periodic Report is made up of a Periodic Report and a Periodic Report.

The Final Report consists of a final technical report with a summary for publication containing:
an overview of the results and their exploitation and dissemination, the conclusions on the
action and the socio-economic impact of the action.

3.1 Periodic Technical Report

The Periodic Report will include:

= Part A structured tables from the grant management system:

o cover page
publishable summary

o web-based tables covering issues related to the project implementation (e.g.
work packages, deliverables, milestones, etc.)

o answers to the questionnaire about the economic and social impact, especially as
measured against the Horizon 2020 key performance indicators and monitoring
requirements.

= PartB: free text core part of the report that must be upload to the grant management
tool with:
o explanations of the work carried out by all beneficiaries and linked third parties
during the reporting period
o an overview of the progress towards the project objectives, justifying the
differences between work expected under Annex | and work actually performed,
if any.
For each work package, the Work Package Leader will provide input to the Technical Report
and Task leaders will support the Work Package Leader with the description and analysis of
the progress of the task.
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3.2 Periodic Financial Report

The Periodic Report consists of structured forms from the grant management system,
including:

individual financial statements for each beneficiary containing all costs incurred
during the reporting period that fulfill the eligibility conditions

explanation of the use of resources and the information on subcontracting and in-
kind contributions provided by third parties, from each beneficiary for the reporting
period concerned

periodic summary financial statement including the request for interim payment

Points to be highlighted:

v

v

The financial statement must detail the eligible costs for each budget category.

All eligible costs must be declared, even if they exceed the amounts indicated in the
estimated Budget (Annex 2).

The costs need to be substantiated by adequate records and supporting documentation.

If for some reason, an individual financial statement is not submitted for a reporting
period, it may be included in the periodic financial report for the next reporting period.

The financial statements of the last reporting period must also detail the receipts of the
action. Taking into account that IMA is a 100% funded action, receipts would mean a
reduction on the grant to be received, due to the no-profit rule application.

Adjustments of financial statements become exceptional. Only if a mistake is noticed
(incorrect accounting information, error in the calculation, etc), adjustments (positive or
negative) can be done in the following reporting period. Otherwise, costs can normally
NOT be adjusted.

Financial Statement data will be uploaded through the Grant Management System,

Periodic Reporting. Once you have logged in the Partipant Portal, you should click on
“My project(s)”’ area and then click on the MP button next to ImpleMentAlll project.
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RESEARCH & INNOVATION -

Participant Portal - Grant Management Services & Test Account

Launch new interaction with the Service n
Periodic Reporting
REP-654321-1 - period 07/2014
> 12/2014 o O O Ol

Draft Submtted Reviewed Pad

Call: H2020-Adhoc-2014-20
Type of Action: CSA A| Pernodic Report 1 pro;
Acronym: TEST-INNO-PROIECT

jectNo 654321  composition ﬂ

Current Phase: Geant
Management

Number: 654321
Duration: & months
Start Date: 2014-07-01

Process specific documents

. Process specific communications

Continuous Reporting

Estimated Project Cost: 654321-TEST-INNO-PROJECT 4
€111,111,00 o4
Stanted Completed
@,
Contact: JANE DOW ntinuous reporting data
“Ss.  Latest Legal Data Process specific documents
'i Process List o Process specific communications
e Documant Libr;
- L Proposal Management & Grant 10042014
®a Communication Center Prapasaiioty p-4 ~ ~ - -~
654321° TEST-INNO-PROJECT [ o O O O O O
Submitted Informed Invited Prepared Signed Pad

Process specific documents

H2020 ONLINE MANUAL »
I Process specific communications

All beneficiaries will receive an email from the Commission informing that a Periodic Report
needs to be prepared. You should prepare your individual financial report (and for EAAD those
of your linked third party) based on the data collected and processed in your individual reporting
tool.

At the Participant Portal — Grant Management System, the screen will show your Financial
Statement (name of your organisation + PIC number). You should click on the Financial
Statement and start entering data.

The financial statement and the explanation on the use of resources are linked: for each cost
declared in the financial statement, a box will pop up asking you to give an explanation of the
cost, link it to the relevant work package(s) and justify the expense, if necessary.

You should please complete the Direct personnel costs based on the information collected in
the reporting tool

) et persoe o decaed 1 g s

To complete the PMs information for each WP, please click on button under Actions (highlighted in red)

Tre My

i vt e ot et a0 s e

Page 24 of 42

11D




ImpleMentAll

Uou need to report the total PMs for each WP

Direct personnel costs declared as actual costs

Persons/month per WP

Add Detail

No. Person Months Associated Work Package Actions
I 2 WP X
2 (none) x
3 (none) x
4 (none) x
-
[ (nnnal s
»

Use of in kind contribution from third party

Add Detail
3

o Ok & Cancel

Please complete the “other direct costs’ based on the information collected in the reporting tool

] G et s

Don’t forget to click on and button before leaving the page.

Financial Statement model

MEOBEL AN § FOR AN GENERAL MiGA — 2017

FINASCIAL STATIUENT FOR SUAEIICIARY jef LOOEED LATED ALLTY s

e ——— e - :"‘:
1 it raay |
|
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= Financial Statements — Digital signature

v Financial Statements has to be signed through the Participant Portal making use of
the EC electronic exchange system

o The Financial Signatory (FSIGN) is the person who has the right to sign
financial statements for grants on behalf of the organisation managed

through the electronic exchange system implemented by the EC.

v To allow the FSIGN to sign the ImpleMental Financial Statement the LEAR has to
have appointed that/those people as Financial Signatory/ies:

a) The LEAR gests access to the Organization’s data (by cliking on ‘My Area’ /’"My
Organization’ on the top left of the Participant Portal main page screen once

logged in with ECAS account)

b) Select ‘OR’ (Organization Roles) under ACTION (bottom right side of the screen)

View ool Contact
Project Organisation

Search

) ACTION

N

Do (@D

c) Click on ‘EDIT ROLES’

Participant Contact
Participant Contact
Participant Contact

Showing 1 to 10 of 13 entries;

E0IT- ROLES

d) The screen requests to enter the contact name and details. Under ‘Role’ the LEAR
selects ‘Financial Signatory’ and adds the name and email of the person entitled
to sign the Financial Statement.
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The LEAR enters the people who have the rights to sign the Financial
Statements at the Organization level, but does not assign the Financial
Signatory to a particular grant, this is done by the Project Participant Contact
(Project Contact Person).

v Once the FSIGN for IMA (PFSIGN) has been assigned, he/she can digitally sign and
submit the Financial Statement to the Coordinator.

v After submission by the Coordinator of the Financial Statements package to the
Commission, a digitally signed eReceipt is issued for each Financial Statement and
another one is issued for the whole package

For the last Financial Statement a Certificate on the financial statements is compulsory
only when the cumulative amount of requests for payment by a beneficiary is equal to
or superior to €325 000 as reimbursement of actual costs, that is, indirect costs are not
counted for the EUR 325.000 threshold.

Certificates on financial statements (CFS) shall certify that the costs claimed in the
financial statements and the receipts declared meet the conditions of the grant
agreement. They shall be prepared and certified by an external auditor.

Where a beneficiary is a public body, it may opt for a competent public officer provided
that the relevant national authorities have established this officer’s legal capacity to
audit that entity and that the independence of the officer can be ensured.

According to the budget, these partners will be requested to submit a certificate on
financial statements:
v RSD
VUA
NCL
GiG
BSA

AN NN

The electronic only submission applies also to CFS. A scanned copy of the certificates is
transmitted through the electronic exchange system. The original must be kept by the
partner.
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» |t is worth noting that the Grant Agreement fixes the maximum amount to be granted
to the project as a whole and to any individual partner, but the funding each partner
receives, will depend on the expenses and receipts, if any, being claimed by the
partner and the amount of the expenses that are approved by the EC. Those partners
claiming less expenses than planned, or having some of the expenses rejected by the EU
will receive less funding than the maximum amount settled in the Grant Agreement.

Page 28 of 42



ImpleMentAll

Z IMA REPORTING

There are two basic documents prepared for IMA reporting:

1.- Timesheets
2.- Individual Reporting tool

4.1 Timesheets

As already stated, employees have to record their time on a daily, weekly or monthly basis using
a paper or a computer-based system.

Exception: employees working exclusively on the action do not need to recod their time
working. A declaration may replace the monthly time-sheets.

= A template called IMA_personal timesheet aimed to collect the number of working
hours dedicated to the action/project by WP and task by each person involved in the

project, is uploaded in the Dropbox IMA repository.

e than employment)
)
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IMA individual Timesheet

= Hours worked by each person need to be completed in the monthly sheets

= The use of this IMA timesheet template is optional. Partners can use their own internal

(January
2017, February 2017...) and assigned to the task to which the effort has been devoted.

models, but any recording system should comply with these minimum requirements:
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v" Acronym of the action: ImpleMentAll
v" Grant Agreement No.: 733025
v/ Name of the organization:
v/ Name of the person working on the action:
v Type of personnel:
o Al (employment contract),
o A2 (natural person with a contract other than employment)
o A3 (seconded by a third party)
v" Date and signature of the person working for the action as well as those of his/her

superior

Time recording model for a Horizon 2020 action (minimum requirements)

ITIME RECORDING FOR A HORIZOMN 2020 ACTION — Minimum requirements I

Title of the action {acronymj: |ht Agresment Mo

Beneficiary's [ linked third party's name:

Name of the person working on the action: Type of personnel
(3w Art B.1A Graet Agresmact |
Month [Monith f Year] [Month f Year] [Menth J Year] [Meonth / Year] | [Month / Year] [Month / Year] -
Number of hours
Work packages

[of Annex 1)

to which the person
hins contributed by
the reparted hours

Date and signature
of the person
working for the
oction

Mame, date and
signature of the
superior

= |t is the responsibility of each Beneficiary to keep and file the hours worked on IMA by
collecting personal timesheets that MUST be signed by the worker and his/her
supervisor. They are not requested to submit them to the Coordination team.

Failure to produce signed timesheets for an audit will result in the hours being disallowed.
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For employees working exclusively on the action, timesheets may be replaced by a declaration,

using the model below:

Declaration for persons working Vomm L1 Do 014

exClUSively on the action_ Declaration on a perzoa working exclusively on a H2020 action

Model available in the Annotated GA )wm...._ I re [Em =]
(arreeym) mmmber
Benaficinry ' linked

el

Boportmg pariod covsead by thit duclaratisn’

Seecse [ o (i) | o (aatn)

Thn dncmwat cmnfies that ! ban werked fox
Tremeficinr Enbed fird purty sxclumivaly on e dhrve msooed HMN) whioe dxing (chooe
balaw)

O  the whole reporting period
O e whisle repatine pesiond

£ 3 2 O bom !
O fomubonafimss Mt pl
(This period must cover at least one full natural month)

the
.

SIGNATURES

E the bommo sy lnked fhird pesty For de parscns wodkisg enchrrely o
(separyiee) e xction.

Nimw

[ TS Dot

Shapoaue. St

_ Only one declaration can be <€ | o e
—= made per reporting period for i
each person

IMA PLANNED EFFORT BREAKDOWN PER PARTNER AND WP

The table below shows the planned effort per partner and the WPs the partner is expected to be involved

Beneficiary WP1 WP2 ‘ WP3 ‘ WP4 WP6 WP7 WP8 WP9 Total
1-RSD 4,50 7,00 2,00 3,00 22,00 | 20,00 | 12,00 | 74,00 144,50
2-VUA 35,75 | 21,50 | 14,00 2,50 1,00 3,00 5,50 19,00 102,25
3-ANU 17,00 | 12,00 1,50 0,00 30,00 1,00 3,50 3,00 68,00
4 - NCL 29,00 | 67,00 1,00 2,00 1,00 1,00 5,00 5,60 111,60
5-GiG 2,00 6,00 47,00 0,00 9,00 1,00 1,00 4,00 70,00
6- BSA 2,00 6,00 1,50 25,80 9,00 1,00 1,00 2,50 48,80
7 - FONDAMENTAL 1,50 6,00 1,50 0,00 13,00 1,00 1,00 3,50 27,50
8 — SCHON (term.)
9-ASLTO3 1,50 6,00 3,00 0,00 17,00 1,00 1,00 3,00 32,50
10 - UMCG 1,50 6,00 1,50 0,00 7,30 1,00 1,00 2,50 20,80
11 - LSHTM 1,50 2,00 4,80 0,00 6,00 1,00 1,00 2,50 18,80
12 - EAAD 1,50 1,00 1,00 1,00 1,00 6,00 19,30 5,00 35,80

DF * 0,00 5,00 0,50 0,00 3,00 0,00 0,00 0,00 8,50
13 - MHCPriz 1,50 6,00 1,50 0,00 21,10 1,00 1,00 2,50 34,60
14 - CMHTir 1,50 6,00 1,50 0,00 21,10 1,00 1,00 2,50 34,60
15 - GAMIAN 1,50 1,00 0,00 0,00 0,50 3,00 2,00 1,50 9,50
16 - SDU 7,50 0,50 0,00 0,00 0,00 3,50 1,00 0,50 13,00
17 - REDMAX 0,50 2,00 0,00 6,00 0,00 1,00 2,50 2,30 14,30
18 - BDI 1,50 6,00 1,50 5,00 43,00 1,00 4,00 2,50 64,50
19 - GET.ON 1,50 6,00 1,50 0,00 36,00 3,00 1,00 3,00 52,00
Total 113,25 (173,00 | 85,30 | 45,30 | 241,00 | 50,50 | 63,80 | 139,40 911,55

*DF (German Depression Federation): EAAD’s linked third party
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All WPs are scheduled to be running from month 1 till month 51, except WP4 that starts at
month 6, so effort can be claimed to all WPs during the project lifetime if the organization has
effort budgeted in the WP.

4.2 Reporting Tool

The IMA Reporting Tool is compulsory and it has a double purpose:

= On a six-months and ongoing basis: to assess the progress of the project and spot
potential errors and deviations.

= At the end of each reporting period: to facilitate the official compulsory reports to be
sent to the Commission

Each partner* has its own tool that has been uploaded to dropbox.
https://www.dropbox.com/sh/2iwfami558qg6jxa/AACuwb_R3cQxDZMRUCAvSdmva?dI=0

*: EAAD has two separate reporting tools, to report on their own and that of its linked third
party costs.

The Reporting Tool contains two types of tabs (see figure below):

A.- Pink label tabs: sheets where data need to be provided by partners
B.- Blue label tabs: automatically calculated based on the data provided
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A.- Sheets to be filled in by Partners:

4+ On a six-months basis:

- PERSON 1, PERSON 2...

For each person involved in the action/project you should fill in:

v" Name of the person involved in the Action.

v Type of personnel: Al for personnel with employment contract; A2 in case of
natural persons with a direct contract other than employment contract, or A3 for
seconded personnel

v Standard hours/month in the institution: Total workable hours per year/12
months.

v Annual Hourly rate (column J):

o For Period 1, please enter your estimate for the 2017 hourly rate. This
estimate will have to be updated once the 2017 fiscal year is closed.
According to H2020 rules the 2017 hourly rate has to be used to calculate the
personnel costs for the whole period 1, that is, until 30t June 2018.

o For Period 2, you will have to enter your estimate of the 2018 hourly rate,
that will be updated once the fiscal year is closed. The same for 2019 hourly
rate

o For Period 3, first the estimate for 2020 hourly rate will be entered and
updated when the year is finished. The 2020 hourly rate will be used during
the 3 months of 2021.

v" For those partners using monthly hourly rates, the ‘Personnel costs’ cells at the
bottom of the sheet have been left unprotected so that formulas can be updated.
You can either update the formulas yourself or request us to udjust your
reporting tool for monthly rates reporting.

v" Number of hours worked in the action per month, based on the individual
timesheets signed by each person, as explained in section 4.
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For those beneficiaries with third parties in-kind contribution against payment, that is, RSD,
NCL and LSHTM, the tool is prepared to collect and duly process the third party cost. Please
bear in mind that the indirect cost does not apply on the third party personnel cost, as the
invoice from the third party should already include this 25% indirect costs rate.
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The tool is built on the available information of the current third party personnel. You should
please inform us on any other personnel working as third party, so that we adjust the tool to
these new personnel (due to third party personnel having a different indirect costs system).
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- TRAVEL.

Insert the info regarding the meetings you participated in. You are asked to indicate
the reporting period, a short description (meeting title, data, city), name of travelers,
associated WP, if the travel was foreseen in Annex | and if not, justification of the
travel and the cost.

Travel costs should comply with your organization’s usual practices and should be
related to project meetings, either local, national or international or to attend events
where the organization is making a presentation on the project. Otherwise, the EC as
well as a potential auditor may question the necessity of the travel.

In case the organization reimburses the costs on the basis of a lump sum o per diem, it
the lump sum/per diem that have to be claimed, that is, the actual real cost for the
organization.

TRAVEL AND SUBSISTENCE EXPENSES

StordescHption (pesubaititeldatey Name of wp Foreseen in Annex | Explanations if not foreseen in Annex | COST-€
city) Yes/No
RP1 |Ex.Kick-off meeting, 18/01/2017, Amsterdam
RP 1
RP1
RP 1
RP 1
RP 1
RP 1
RP1
RP 1
RP 1
RP1
RP 2
RP3

Reportmg Total Costs
Period
RP1 0,00€
RP2 0,00€
RP3 0,00€

TOTAL 0,00€

= |MA has implemented a system to share the costs of project meetings, so that the
hosting organization usually pays for catering and meals to simplify life to restaurant and
canteen staff and these costs (meeting rooms hiring, coffee breaks and meeting lunch
and dinners) are therefore shared among the partners.

Shared costs can be claimed under Travel costs.

v" The Coordination Team calculates the amount of Shared costs for each particular
meeting according to the number of people from each partner organization
attending the meeting.

v The supporting documentation is uploaded to the MMind repository in Dropbox

v Hosting organizations are reimbursed when the money is received from the
Commission
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| - OTHER DIRECT COSTS

Insert info regarding the consumables, equipment or other costs related to the
implementation of the action/project tasks. Again please indicate the reporting period
the cost is referred to, short description of the item, the associated WP, if foreseen in
Annex | and a brief justification in case it is not, and the price.

In case you are reporting some equipment, the cost charged to the action/project has to
be calculated taking into account the number of months during which the equipment is
expected to be used in the project, its monthly depreciation rate, and its partial of full

use in the project.

Foreseen in
Associated WP Annex | Explanations if not foreseen in Annex | COSTS - €
Yes/No

Category (equipment, other
goods and services)

Reporting

Period Short description

RP 1
RP1
RP 2
RP1
RP1
RP3
RP1
RP1
RP1
RP1
RP 1
RP1
RP1

Reporting
Period
RP 1 0,00€
RP2 0,00€
RP3 0,00€

Total Costs

TOTAL 0,00€

- SUBCONTRACTING
Insert the information regarding subcontracting costs afforded by your institutions
indicating the reporting period the expense is referred to, brief description of the service
subcontracted in line with the Description of Action, the name of the provider, the WP,
and if not foreseen in Annex |, a short justification.

Remember the need for a subcontract must be detailed and justified in Annex |
/Description of Action document.

In H2020 subcontracting not detailed in Annex | can be claimed and declared in the
periodic technical report. If the Commission approves the report, the cost of the
additional subcontract is eligible. However, beneficiaries that rely on the simplified
approval procedure bear the full risk of non-approval and rejection by the Commission.
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SUBCONTRACTING

SUMMARY PER REPORTING PERIOD

Reporting Period

RP1

SUBCONTRACTING

Total Costs

0,00€

RP2

0,00€

RP 3

0,00 €

ERERERE ]
EAEE IR
WIN R R R A

- ACTIVITY REPORT

insert here adescription of the activities performed by your

institution

in each semester referring as much as possible to the DoA and the corresponding WPs
and tasks:

RP 1

(01/01/2017 -
30/06/2018)

ACTIVITY REPORT - REPORTING PERIOD 1

Interim Report 1
(01/01/2017 -
30/06/2017)

Interim Report 2
(01/07/2017 -
31/12/2017)

Interim Report 3
(01/01/2018 -
30/06/2018)
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B.- Sheets with data generated automatically:

COST AND BUDGET FOLLOW TABLE:

Provides very useful data on costs and effort reported versus the budgeted ones.

COST AND EFFORT BUDGET FOLLOW TABLE

01/0 0 01/0 018 01/0 020 OTA
TOTAL EC
REPORTED DIFFERENCE 0/06/2018 019 0 0
BUDGET ACCEPTED
ACCEPTED EC ACCEPTED EC TOTAL ACCEPTED EC
EXPENSES EXPENSES EXPENSES
@ £S = Contribution Contribution EXPENSES Contribution
Euros Euros Euros Euros Euros Euros Euros Euros Euros Euros Euros
Personnel 1.000,00 € 0,00 €| 1.000,00 €| 0,00) 0,00) 0,00 0,00
Subcontracting 0,00 € 0,00€ 0,00€ 0,00 0,00 0,00 0,00
Travel 1.000,00 € 0,00€ 1.000,00 €| 0,00 0,00 0,00 0,00
Other Direct Costs 1.000,00 € 0,00€ 1.000,00 €] 0,00 0,00 0,00 0,00
Subtotal direct cost: 3.000,00 € 0,00 €] 3.000,00 € 0,00} 0,00 0,00 0,00) 0,00 0,00 0,00
Indirect costs 750,00 € 0,00 € 750,00 €] 0,00 0,00) 0,00 0,00 0,00 0,00) 0,00
Total 3.750,00 € 0,00 €] 3.750,00 €] 0,00 0,00 0,00 0,00 0,00 0,00 0, 0,
RP1 RP2 RP3
TOTAL (01/01/2017 - (01/03/2015 - (01/03/2016 - OTA
EFFORT REHORIERHDIEEERENCE 30/06/2018) 29/02/2016) 28/02/2017)
EFFORT REPORTED EFFORT REPORTED EFFORT REPORTED EFFORT REPORTED
% MM MM MM % from total MM % from total MM % from total MM % from total
WpP1 1,00 13% 0,00 1,00} 0,00 0,0% 0,00 0,0% 0,00 0,0% 0,00 0,0%
WP2 1,00 13% 0,00 1,00 0,00 0,0% 0,00 0,0% 0,00 0,0% 0,00 0,0%
WP3 1,00 13% 0,00 1,00 0,00/ 00% 0,00 0,0% 0,00 0,0% 0,00 0,0%
WP4 1,00 13% 0,00 1,00| 0,00 0,00 0,00 0,00
WP5 1,00 13% 0,00 1,00 0,00 0,0% 0,00 0,0% 0,00 0,0% 0,00 0,0%
WP6 1,00 13% 0,00 1,00| 0,00/ 00% 0,00 0,0% 0,00 0,0% 0,00 0,0%
WP7 1,00 13% 0,00 1,00} 0,00 0,0% 0,00 0,0% 0,00 0,0% 0,00 0,0%
WP8 1,00 13% 0,00 1,00 000/ 00% 0,00 0,0% 0,00 0,0% 0,00 0,0%
TOTAL 8,00 100% 0,00) 8,00 TOTAY 0,00) 0,0%) 0,00) 0,0% 0,00) 0,0% 0,00 0,0%|
Low | [ow [ a0 ] [ o0 ] 000 | [ 000 | | 000 |

PERSONNEL COSTS and TOTAL EFFORT:

Consolidates personnel costs and total effort from all personnel on a monthly, six

months and official reporting period basis.

PERSONNEL COS
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January 2017 - June 20
May June. uly October November December May June RP1
a4 s 6 7| 0 1 12 )
Name CosT CcosT COST ITOTAL COST
AAA 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
) 000 000 000 000 00 0w 000 000 000 000 00 0w 0w 000 000 000 000 000 000 000 000 000
ccc 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
) 000 000 000 00 00 0w 000 000 000 00 00 00 00 000 000 000 000 000 00 00 000 000
o 000 000 000 000 00 0w 000 000 00 00 00 0w 0w 000 000 000 000 000 000 000 000 000
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
0 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 000 000 000 000 00 0 000 000 00 00 00 00 0w 000 000 000 000 000 000 000 00 000
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
TOTAL o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
PERSONNEL |0 000 000 00 00 000 000 000 00 00 00 00 00 00 000 000 000 000 00 0 0w 000 000
COST PER o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
PERSON o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
’ o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
MONTH AND [0 0,00 0,00 000 0,00 0,00 0,00 0,00 0,00 000 0,00 0,00 0,00 0,00 0,00 000 0,00 0,00 0,00 0,00 0,00 0,00 0,00
0 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
PERIOD o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 000 000 000 000 00 00 000 000 00 00 00 00 0w 000 000 000 000 000 000 000 000 000
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 000 000 000 000 00 00 000 000 00 00 00 00 0w 000 000 000 000 000 000 000 000 000
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
0 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
o 000 000 000 000 00 00 000 000 00 00 0w 0w 00 000 000 000 000 000 000 000 000 000
0 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00 0,00
TOTAL COST
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TOTAL EFFORT

Provides info on the consolidated effort claimed by all personnel involved in the Action, at
month, six-months and reporting period level.

Towards evidence-based tailored implementation straegies
foreHeaith
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January  February  March  April May June  interim report 1 July  August September October November December | January  February  March April May June. TOTAL
terim report2 L meimreponts
1 2 s s s s 7 s B 0 n r B 1 5 ® v w | RP1

HOURS| MM {HOURS| MM {HOURS| MM _[HOURS| MM
WP ntegrated Implementaton FrameworkitFs 00 0w  om 0w ow 0w 0w  o® 0w  ow oo  om 00 0w o oo 0w o® | om  ow om o 00
Tas 1.1-Repositry 00 | o® | om | ow | om | ow | 0o | 00 | 00 | o® | ow | 0o | om | 0o i 0w oo | om | oo | om | oo | om | oo i ow 0w 0% 0%
FTEiE = e frawesiers 0 | om | om | ow | om | oo | om | am | om | om | oo | om | om | om | o 00 | o | om | 0w | am | om | oo | ow 0w 0w 0
Task L3~ Workflow 00 | o® | om | ow | om | o | 00 | 00 | 00 | 0® | o | 00 | om | 00 | ox 0 | o | om | oo | ow | oo | 0w | 0w oo o 0
Task 1.4-Fialsaionof te Inegrated mplementaton Framevork 0w | om | om | om | om | oo | oo | oo | oo | om | om | oo | om | ow | @ | om | oo | oo | aw | om | om | ow om o 0
TaskL5. Theorstical underpiing. 00 | 0w | om | om | om | om | ow | om | om | om | om | ow  ow | om | om 0w | om | ow | ow | om | ow | oo | ow om o 0
[We2- implementatin ntrventions(allring) 00 om om oo 0w o  o® o  om 0o o0 om 00 o 0w o0 | om om o0 om ow o0 0w om oo 00
Task2 0w | om | om | om | om | oo | 0w | 0w | oo | om | ow | oo | om | oo i o oo | ow | ow | om | oo | om | oo i om 0% 0 0
Task 2.2-Develop methadology and tools for ailoring 000 000 000 000 000 000 000 000 000 000 000 000 000 0w | 0w 00 000 000 000 0% 000 0w | o0 000 000 000
Task 2 cetermnants o dsciai 0w | 0w | om | om | om | om | oo | 0w | 0o | om | 0w | oo | om | oo | o o0 | om | 0w | om | oo | om | oo | om 0o 00 0
00 | 0w | om | om | om | om | 0o | 0o | oo | 0w | om | oo | om | oo | ox 00 | 0w | oo | om | oo | ow | oo | oo 0w 0 0%
[We3. Evaluaion of mplementation. Interventions 00 o® om 0w 0w o  o®  o®  om 00 0w  0® 00 o om oo | om ow o0 o oo 0w 0w o [ o0
Task’3.1-Data management and infrastructure 0w | om | om | ow | om | oo | oo | 0w | oo | om | om | oo | om | oo | o oo | om | ow | om | o oo | om | ow 0% 0 00
Tase 3.2 il considerations and prvacy reulstions 0w | 0w | om | om | om | oo | 0w | 0o | 00 | 0w | 0o | oo | om | oo | o0 00 | om | ow | oo | om | oo | 0w | 0w oo 0o 0
0w | 0w | om | ow | om | oo | 0o | 0o | 00 | 0w | oo | oo | om | 0o i 0 o0 | om | oo | om | oo | owm | oo | om 0% 0 0
Task 3.4- Perform data analyses and issue trial reports 000 000 000 0,00 0,00 0,00 000 000 0,00 000 0,00 000 000 00 | 00 000 000 000 0,00 000 000 000 | 000 000 000 000
[Wea.- tiisation platform 00 0w ow 0w 0w 0w  o® o  om 00  o®  o® 00 o om oo | om 0w 0w ow  ow 0w 0w om oo 00
‘Task 4.1 -Specifications and requirements 000 000 00 000 000 000 000 000 000 000 000 000 000 00 | 00 000 000 000 000 000 000 00 | 00 000 000 000
00 | om | om | 0w | om | om | om | am | ow | 0w | om | om | 0w | om | om 0 | om | om | 0w | am | om | oo | ow 0w o o
Task . 3-Ifitstoolbox uiisaion latform provision 00 | 0® | om | om | om | oo | 00 | 00 | 00 | 0® | o | 00 | om | 00 ! o0x 00 | o | 0w | om | 00 | om | oo | oo 1] 00 0
Task .4 -latform aboratory testng an traiing materiss 00 | 0m | om | ow | om | oo | 00 | 00 | 00 | 0m | o® | 00 | om | 00 | 0 00 | 0w | 0o | om | 0o | ow | 00 | ox 0w o 0%
000 000 000 000 000 00 000 000 00 000 000 000 000 00 | 0w 000 000 000 00 000 000 0 | 0w 000 000 000
[WPS - implementation management and knowledge transter o0 om om oo 0w o  o® o  om 00 o0  o® 00 o 0w o0 | om om o0 om ow o0 0w oo oo o0
Tasks. 0w | om | om | om | om | ow | om | om | oo | om | om | oo | om | oo i o oo | om | ow | om | oo | om | oo | om 0% 0 0
Task 5.2-Monitoring o recritment 000 000 00 0m 0w 00 000 000 00 00 00 000 0w 0w | 0w 0w 000 000 00 000 0m 0w | oo 0w 0w 000
Tas53- Knowledge exchange oo | 0w | om | om | om | om | oo | oo | oo | om | om | oo | om | oo | 0w oo | om | 0w | om | oo | owm | 0w | om om o o
Tase5.- Gudlines for further deployment o0 | ow | om | 0w | om | om | ow | om | om | ow | om | ow | ow | om | om o0 | 0w | 0w | om | 0w | om | ow | om o 0 0
[Wes- takehald partication 00 om om oo 0w o om  om  om oo 0w om 00 o  om o0 | om om o0 om ow o0  ow om oo o0
Task 6.1-Stakeholdermapping and creationof the Advsory Board 0w | om | om | om | om | oo | oo | oo | oo | om | om | oo | om | oo | 0w oo | om | ow | om | oo | om | oo | om 0% 0% 00
Task 6.2 Management of the Advisory Board 0w | 0w | om | om | om | om | om | om | oo | om | om | oo | om | oo | ox 00 | 0w | o | oo | om | oo | oo | 0w 0o 0o 0
\WP7- novation sn dissemination mansgement 00 0w ow 0w 0w ow o o  om 00  o®  0m 00 o om oo | om om 0w ow  ow 0w 0w 0% 0% 0
Task?.1-Development o issemination plan 0w | 0w | om | om | om | om | oo | 0w | oo | ow | om | oo | om | oo | ox oo | om | oo | om | oo | om | oo | om o0 0% 0
Tas 7.2- Scentiic exchange and disseminaton oo | 0w | om | om | om | om | oo | oo | oo | om | om | oo | om | oo | 0w o0 | om | 0w | om | oo | owm | oo | om om 0 0
Tas 73- sion with elevant EU snd non-£U ntatives 0w | om | om | om | om | om | om | om | ow | om | om | om | om | ow i ox oo | om | om | om | om | om | om i om o0 0% 0
Task .- Inovation management 000 00 000 0w 0w 00 000 000 [ 00 00 000 00 0w | 0w 000 000 00 00 000 om o0 | o 0m 000 00
Task 75 Finalconference 00 | 0w | om | 0w | ow | om | om | om | om | oo | om | owm | ox | om | om 00 | om | owm | oo | om | oo | oo | ow 0% 00 0
jt management and commanication 00 om om oo 0w o  o® o  om oo o0 om 00 o  om o0 | om om o0 om 0w o0  ow om o0 o0
Tas 8.1 -Financial and Adminsrtiv Co-ordination 0w | om | om | om | om | ow | oo | oo | oo | om | om | oo | om | oo | o oo | ow | 0w | om | oo | om | ow | om 0% 0% 0
Tas 8.2 Operaiona Co-orcition 0w | 0w | om | om | om | oo | 0w | 0w | oo | 0w | o | ow | om | oo | o0x 00 | o | ow | oo | om | oo | oo | 0w o o o
Tase8.3-Communication Management 00 | 0® | om | ow | om | oo | 00 | 00 | 00 | 0® | o® | 00 | om | 00 | 0w 00 | 0w | 0o | om | 00 | ow | o0 | ox 0% 0% 0%
Task.4-Quaity Assurance 00 | 0w | om | om | om | oo | 0o | 0o | 00 | om | oo | oo | om | oo i 0w oo | om | oo | om | oo | owm | oo i om 0% 0 0
Task s 00 | ow | 0w | ow w © oo | ow | ow | oo | om | ow | on | ow | om 00 [ 0w " o " oo ” om " oo 0w | 0w 0w 0o 0

[ForAL HouRs 00 | 0w | om | 0w | om | om | 0w : 000 | 0w | 0o | 00 | om | 0 | 0o = 000 | 00 | 0o | 00 | ow | 00 | oo o -
o | om  om  om  om  om  om | owm oo om  om  om om  ow i ow oo | 0w  ow  om  om  om  ow i ow 0w " ow o

The sheet provides also information on the personnel costs broken down per person and period

January  February  March Al May June  Interim report 1 July  August  September October e TOTAL
1 2 3 a s 6 7 8 9 10 RP1
Name MM {HOURS| MM
oy o® | om 0w 000
Bn 0w | om 0w o0
cec 0w | om 0w oo
000 o® | ow 0w 000
o o® | om 0w 000
o o® | om 0w 000
o 0w | om 0w oo
o 0w | ow 0w 000
o o® | ow 0w 000
o o® | om 0w 000
o 0w | om 0w 000
o 0w | om 0w oo
o oo | om 0w 000
o o® | om 0w 000
TOTALEFFORTPER o 000 000 000 000
o 0w | om 0w oo
o o000 000 000 000
i 0w | ow 0w 000
o o® | om 0w 000
% 0w | om 0w 0%
% 0w | om 0w oo
o 00 000 000 00
o o® | ow 0w 000
o o® | om 0w 000
% 0w | om 0w o000
o o000 000 000 000
i 0w | ow 0w 000
o o® | om 0w 000
% 0w | om 0w 000
% 0w | om 0w 000
TOTAL EFFORT : o e + : : :

Conversion rate

The Financial Statements should be claimed in EUR, but the Reporting tool is updated for those
partners with accounts in currencies other than EUR, so that costs can be entered in local
currency and be automatically converted into euros.

Beneficiaries (and linked third parties) with accounting established in a currency other than the
euro must convert the costs recorded in their accounts into euros, at the average of the daily
exchange rates published in the C series of the Official Journal of the European Union,
calculated over the corresponding reporting period.
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If no daily euro exchange rate is published in the Official Journal of the European Union for the
currency in question, they must be converted at the average of the monthly accounting rates
published on the Commission’s website, calculated over the corresponding reporting period.

Beneficiaries with accounting established in euro must convert costs incurred in another
currency into euro according to their usual accounting practices.

How to calculate the conversion rate in H2020

To calculate the exchange rate the editable charts on the ECB website should be used.
Procedure:

v" Step 1 — Go to the ECB website.

http://www.ecb.europa.eu/stats/policy_and_exchange_rates/euro_reference_exchange_rates/htm
I/index.en.html

v Step 2 — Click on the chart icon B for the currency.

v' Step 3 — Choose the ‘HTMLS5 version’ which appears under the name of the currency
in the top-left corner.

v Step 4 — Insert the starting date of the reporting period in the field ‘from’ and the
end date of the reporting period in the field ‘to’. The average for the period will
appear above the chart.

For those currencies with no daily euro exchange rate published in the Official Journal,
(Albania), the average of the monthly accounting rates over the reporting period should be
calculated using the currency converter on the Commission website:

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

For instance the exchange rate in Period 1, will be the average of the 18 monthly rates, from
Jauary 2017 till June 2018.

For those beneficiaries with currencies other than euro an estimate of the exchange rate has
been added to the reporting tool. The estimate will be updated once the reporting period is
closed and the official exchange is known.
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B asisensgdm =

Short description (meeting title, date, Name of wp Foreseen in Annex | Explanations if not for ol COST (DKK) COSTS - €

Yes/No

EIEy)
Ex. Kick-off meeting, 18/01/2017,
Amsterdam

RP1
RP1
RP1
RP2
RP3

4.3 Reporting tool calendar

Partners should submit their labour reports and costs charged to the project on a six months basis.
For those partners whose financial departments are not able to provide this information on a six
month basis, the reporting tool should contain the best estimates on effort.

The table below shows the calendar of reporting activities.

Activity
g 7 July Send the reporting tool by 21st July 2017
: 13 January  Send the reporting tool by 21st January 2018
§ 19 July Send the reporting tool by 21st July 2018
o 25 January  Send the reporting tool by 21st January 2019
§ 31 July Send the report tool within the 21st July 2019
° 37 January  Send the reporting tool by 21st January 2020
§ 43 July Send the reporting tool by 21st July 2020
§ 51 April Send the reporting tool by 21st April 2021
~
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For any further information, please contact us at:

central@ecomit.net
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