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8. ELIGIBILITY OF EXPENDITURE

For projects selected under the first call for proposals


Legal framework
· Council Regulation (EC) No 1083/2006 of 11 July 2006 laying down general provisions on the European Regional Development Fund, the European Social Fund and the Cohesion Fund and repealing Regulation (EC) No 1260/1999 (ERDF Regulation) – article 56;

· Regulation (EC) No 1080/2006 of the European Parliament and of the Council of 5 July 2006 on the European Regional Development Fund and repealing Regulation (EC) No 1783/1999 (General Regulation) – article 7;

· Commission Regulation (EC) No 1828/2006 of 8 December 2006 setting out rules for the implementation of Council Regulation (EC) No 1083/2006 laying down general provisions on the European Regional Development Fund, the European Social Fund and the Cohesion Fund and of Regulation (EC) No 1080/2006 of the European Parliament and of the Council on the European Regional Development Fund (Implementation Regulation) – articles 48-53;

For Romanian partners see also:
· Common order of the Minister of Regional Development and Housing (no. 32/26.01.2009) and Minister of Public Finance (no. 137/23.01.2009) approving the categories of eligible expenditure for the first call for proposals in the framework of Romania-Bulgaria Cross-Border Cooperation Programme 2007-2013

For Bulgarian partners see also:
· Decree 62/21.03.2007 of the Council of Ministers for adopting national rules for eligibility of expenditure  for the operational programmes, co-financed by the European Union's Structural Funds and Cohesion Fund for the financial framework 2007-2013

Provisions from the:

Subsidy contracts concluded between the MA and the Lead Partner

                                                                            MA and the Romanian Partners

Co-financing contracts concluded between 

                                                                            NA and the Bulgarian Partners

Partnership Agreement concluded between the partners 

Romania-Bulgaria Cross-Border Cooperation programming document
Lead Partner - The applicant designated by the partners involved in a project responsible for coordinating the process of development, submission and implementation of that specific project.

Partner – Any applicant involved in the project.







Eligibility rules

The rules on the eligibility of expenditure broken down by key area of intervention are detailed in the Applicant Guide and the common orders (see Legal Framework section above) regarding the eligibility of expenditure for the respective calls for proposals and have to be observed during the project preparation and implementation period by each project partner participating in the project. 

To be eligible for financial support, expenditure must generally respect the following:

1) have been stipulated in the approved project budget;

2) be necessary for carrying out the action and must comply with the principles of sound financial management, in particular value for money and cost-effectiveness. 

3) the costs are definitively borne by the partner body and would not have arisen without the project.

4) the expenditure has actually been paid out. Expenditure is considered to be paid when the amount is debited from the partner institution bank account. The date when the invoice was issued, recorded or booked in the accounting system does not count as a payment date.

5) be recorded in the partners’ accounts and tax documents, be identifiable and verifiable, and be backed up by supporting documents;

6) be verified and certified as eligible by the controllers designated by the Managing Authority and the National Authority, respectively (see also “First Level Control” fiche uploaded on the official website of the programme www.cbcromaniabulgaria.eu); 

7) be in line with the provisions of the subsidy contract, co-financing contracts, national and European legislation;

8) not have been subject to financing from other public funds;

9) be effectuated until the end of project. The starting date for the eligibility of expenditure for project preparation is the date of the official approval of the Programme by the European Commission (December 18, 2007), but not earlier than 2 years before the date of signature of the subsidy contract. The starting date for the eligibility of other expenditure is the day after the day in which the contract was signed; 

10) all expenditure must be made according to the national laws on public procurement of the country on whose territory the partner is located. The beneficiaries which are not stipulated as such in the respective laws or in special laws regarding procurement should follow the public procurement procedures applicable to public bodies (e.g. all Romanian NGOs should follow the public procurement procedures applicable to Romanian public bodies)

Budget and budget lines

The project budget is composed of 4 sheets, out of which: 1 – General Project Budget, 3 – Financing sources, 4 – Budget per activity and 5 – Expenditure calendar must be filled in for the entire project, and sheet 2 – Detailed project budget must be filled in for each partner.

The budget table is divided into the following budget lines:

I. Project preparation

II. Staff

III. Consultancy, external expertise and other external services

IV. Equipments and goods

V. Administration costs

VI. Information and publicity

     VII. Taxes and charges

VIII. Contingency

The detailed description of types of eligible expenditure under each budgetary line is included in the Applicant Guide and the common orders (see Legal Framework section above) regarding the eligibility of expenditure for the respective calls for proposals and are mandatory for all projects.

I. Project preparation
Project preparation expenditure is only eligible for successful projects approved by the Joint Steering Committee and if they were incurred between 18.12.2007 (but not earlier than 2 years before the date of signature of the subsidy contract) and the date of signing the subsidy contract. The project preparation costs must have been actually paid before being requested for reimbursement and can’t be declared as implementation expenditure afterwards. 

Attention !!

All preparation costs shall be requested for reimbursement in the first reimbursement claim!

Preparation costs cannot exceed 10% of the total eligible expenditure of the project and must be done according to the national laws on public procurement of the country on whose territory the partner is located. The beneficiaries, which are not stipulated as such in the respective laws or in special laws regarding procurement should follow the public procurement procedures applicable to public bodies. 

Types of expenditure that can be included under budgetary line I.1- Meetings between project partners and justification documents necessary for the certification by the first level controllers:

I.1.1 Travel – within the ceilings allowed by national legislation for public bodies (see Annex 1) for Romanian partners

Justification documents: tickets, invoices, receipts, cash book, payment orders, statements of account

I.1.2 Accommodation - within the ceilings allowed by national legislation for public bodies (see Annex 1)

Justification documents: mission order - according to the national legislation in force, accommodation invoice, receipt, cash book, payment order, statement of account
I.1.3 Daily allowance - within the ceilings allowed by national legislation for public bodies (only applicable if no catering is provided to participants; see Annex 1).

Justification documents:

· Table containing: identification and contact details of persons that traveled; the respective amounts spent and the endorsement of the project manager 

· Proof/document attesting that the person cashed the money;
· Mission order – according to the national legislation in force and accommodation invoice attached
· Cash book attesting the payments;

· Statement of account – for transferring the money into the card account;
I.1.4 Interpretation during the meetings
Justification documents: employment contract/service contract, invoice, receipt, cash book, payment order, statement of account, pay roll

I.1.6 Catering - within the limits set by national legislation for public bodies (see Annex 1)

Justification documents: service contract, invoice, receipt, cash book, payment order, statement of account, menu list.
Additionally, signed lists of participants - including contact details, as well as the minute of the meeting should be provided as justification documents to all types of expenditure mentioned above.

Types of expenditure that can be included under budgetary line I.2- Consultancy, studies, technical assistance and translation of documents and justification documents necessary for the certification by the first level controllers:

I.2.1 Consultancy for project preparation – as long as the amount is no more than maximum 1% of the project total eligible expenditure, but no more than 10,000 EUR

Justification documents: service contract, invoice, receipt, cash book, payment orders, statements of accounts
I.2.2 Translation of documents
Justification documents: service contract, invoice, receipt, cash book, payment order, statement of account, proof of delivery 
Types of expenditure that can be included under budgetary line I.3 - Taxes and other charges and justification documents necessary for the certification by the first level controllers:

I.3.1 VAT corresponding to project preparation costs - provided that it is not recoverable

Justification documents: 

· Fiscal registration certificate of the beneficiary

· VAT deduction sheet (registered at the Financial Administration)

· Purchasing Journal

· Declaration of the beneficiary that the VAT for the expenditure declared is not recoverable

I.3.2 Other taxes and charges (notary fees, transport taxes, taxes for issuing certain documents …), if they were mentioned in the application form.

Justification documents: invoice, cash book, statement of account, payment order, receipt

Project implementation – the expenditure under budget lines 2-10 are eligible provided they are different from the expenditure included in budget line 1 and are made after the signing of the subsidy contract. The starting date for the eligibility of project implementation expenditure is the day after the day in which the contract was signed.

II. Staff

The salaries of public servants are not considered eligible.

The staff budget line involves personnel costs for the time that the partner organisations’ staff spends on carrying out the project activities in accordance with the application form (full-time or a certain percentage of total working time).

The persons whose staff costs are budgeted and later on reported must be directly employed by the partner organisations officially listed in the application form (e.g. internal project coordinator, financial manager…).

It is not possible to report any staff costs of personnel external to the official partner organisations in this budget line. If the project uses an external project coordinator, financial manager…, the costs have to be specified, budgeted and reported under the budget line III - “Consultancy, external expertise and other external services”, as a service contract will be signed with such an expert selected under public procurement legislation provisions in force.

When reporting staff participation to meetings, the expenditure must refer to the person directly employed by the partner organization performing activities related to the approved project. Fees for participating at events are eligible if the activity was foreseen in the application form and serves the interest of the project implementation. Travel/accommodation/daily allowance in other EU countries are not eligible.

When reporting staff salaries and associated costs:

· the calculation has to be based on the actual salary rate (employee’s gross salary + employer’s charges in accordance with national legislation) of the individual employee who is actually involved in the project activities. The calculation excludes any administration overheads.

· if the member of staff works less than 100% of their actual working time for the project, the calculation must be based on the hourly rate resulting from the actual salary rate divided by the total number of hours worked by the staff member for the partner organisation (as registered in the organisation’s time recording system). This hourly rate is then multiplied by the number of hours actually worked on project activities.
The justification documents are those mentioned in budgetary line I.1 for accommodation, travel and daily allowance. For the justification of the salaries the following documents must also be provided:

· employment contract - endorsed by the responsible official bodies (where the case) and/or addenda to the work contracts – stating the exact fraction of time for which the amounts are requested

· pay roll - signed by the project manager, the beneficiary’s accountant and endorsed by the responsible official bodies (where the case)
· time sheet – specifying the effective time worked for the project, the activities implemented in the reference period, according to the application form - endorsed by the project manager 
· job attendance sheet from the organisation’s time recording system
· job description with the specification of the time spent for project activities
· cash book, payment orders, statements of account, list with identification of card accounts – where the salaries are transferred on cards
· for meetings between project partners: signed lists of participants - including contact details, as well as the minute of the meeting should be provided as justification documents to all types of expenditure mentioned above.
III. Consultancy, external expertise and other external services
This budgetary line can include expenses paid by the partners to the personnel external to the partner organization, provided that the services are contracted according to the national laws on public procurement of the country on whose territory the partner is located. The beneficiaries which are not stipulated as such in the respective laws or in special laws regarding procurement should follow the public procurement procedures applicable to public bodies.

The following types of expenditure are eligible under this budgetary line:

· Preparation of public procurement documents and management of public procurement procedure;

· Project management;

· Elaboration of studies;

· Translation of documents;

· Expenditure related to the internal audit of the project cannot exceed 10% from eligible expenditure of projects that apply for a non-reimbursable support over 500,000 Euro (ERDF and state budget contributions).

· Other type of consultancy / external services (e.g. organization of seminars, workshops etc) fully sub-contracted by the beneficiary and specified in the application form
Justification documents: service contracts, invoice, receipt, payment order, statement of account, cash register.

IV. Equipments 

Eligible expenditure are considered only the equipments and goods mentioned in the approved application form that would not have arisen without the project and that are effectuated by the body partner in the project according to the national laws on public procurement of the country on whose territory the partner is located. The beneficiaries which are not stipulated as such in the respective laws or in special laws regarding procurement should follow the public procurement procedures applicable to public bodies. 

The following types of expenditure are considered eligible:

· Furniture, heaters and other endowments for buildings; 
· ITC equipments;

· Software;
Justification documents will be considered: contracts, invoices (mentioning also the serial number of the equipment), RIN, proof of delivery of the good (minutes of receiving/delivering), bon of consumption, fix asset’s sheet, payment order, receipt, statement of account and other documents specified within the contracts. 

V. Administration costs
The administration costs cannot exceed the maximum threshold of 5% of the total eligible expenditure of the project and can be: office rent, mail, fax, phone, internet access, electricity, heating, water, gas, cleaning, security, garbage, stationery, office supplies and other reasonable costs associated with the direct delivery of the project and specified in the application form.

A fixed percentage – according to the general calculation method described below – will be reimbursed for utilities invoices during the entire project implementation period.

The general calculation method for overheads is: “allocated resource / total resources = the percentage that must be applied to the respective expenditure”. 

Examples:

The calculation method regarding the costs breakdown proportionally to the surface used in the project 

If the space is used partly for the implementation of the activities related to the Project all the year round, then the formula used will be:

The space used for the implementation of the activities related to the Project / total space * 100 =  % of space usage within the project

Out of the total space, the surface related to halls, eateries, administrative spaces, etc. will be excluded. The cost related to these spaces will be automatically distributed by project applying the percentage resulted by the use of this method. This percentage will be also applied for the overheads breakdown.

Example. If 100 sq m are used out of 400 sq m of a building, then:

100/400 * 100 = 25% 

The projects that use a space only for few hours a week and in the remaining time the respective space is used for other activities:

Time of space usage / total time * 100 = % of the space usage time

Example. The partner uses a room for the implementation of the activities related to the Project for 25 hours a week out of 40 possible, in the remaining time it is used for other activities. The implementation of the financing agreement takes place for 40 weeks out of 50 weeks as the building is open during a year.

no. of hours when the room is available: 40 * 50 = 2000 hours 

no. of hours when the room is used for the project: 25 * 40 = 1000 hours 

percentage of the space usage time 1000/2000 * 100 = 50 %

The formula of overheads breakdown:

Percentage of the space used * percentage of the time used = percentage of expenditures breakdown 

Example. The partner uses 25% of the space and 50% of time for the implementation of the activities related to the Programme, hence the breakdown percentage is:
25% * 50% = 12.5 %

Therefore, for the Programme implementation, the partner will pay 12.5% rent, heat etc. 

Justification documents will be considered: 

· Lead Partner/Partner decision for detailing the methods of calculation and the percentages;

· Monthly invoices for each administration costs;

· Service contracts

· Bank account statements 

· Proof of payment for each invoice.

VI. Information and publicity
The following expenditure necessary to fulfil the EU and programme requirements regarding information and publicity will be reimbursed, provided that beneficiaries comply with the Visual Identity Manual of the programme:

· publications;

· promotional materials;

· information events;

· media campaign;

· other costs specified in the application form
Justification documents: service contracts, invoices, payment order, receipt, statement of account, cash book, proof of delivery of the good (minutes of receiving/delivering).

VII. Taxes and charges
The taxes and charges included in this budget line cannot exceed the maximum threshold of 1 % of the total eligible expenditure of the project.

The taxes and charges included in this section must be related to the project activities and must have been mentioned also in the approved application form in order to be considered eligible.

The following types of expenditure are eligible under this budgetary line:

· Bank charges for transnational financial transactions (for lead partners)

· Bank charges for opening and administering the separate bank account(s) required by the programme;

· Other taxes and charges specified in the application for as for example: notary fees necessary for project implementation, transport taxes

VIII. Contingency 

The reserve for exceptional cases cannot exceed the maximum threshold of 5% of the total eligible expenditure of the project. The reserve can be used only with prior approval of the Managing Authority by redistribution to the other budgetary lines.

Non eligible expenditure

VAT

VAT does not constitute eligible expenditure unless it is genuinely and definitively borne by the partner. VAT which is recoverable by whatever means cannot be considered as eligible even it is not actually recovered by the partner. See also “VAT Eligibility for Bulgarian Partners” annexed to the Financial Management fiche of the present manual.
Financial charges

Interest on debt, fines, financial penalties, foreign exchange losses are not eligible.

In-kind contributions

In the context of Romania-Bulgaria Cross-Border Cooperation Programme 2007-2013, contributions in-kind (e.g. through voluntary unpaid work) will not be considered as eligible expenditure.

Salaries related costs for personnel working in one of the partner organisation on the basis of an employment contract and receiving a regular salary do not count as in-kind contribution, but as a cash contribution, since they are actually paid by the partner institution.

Revenue 

A revenue generating project is a project with a total cost exceeding 1,000,000 euro and involving an investment in infrastructure the use of which is subject to charges borne directly by users or involving the sale or rent of land or buildings or any other provision of services against payment.

If a project generates revenue for example through services, conference participation fees, sales of brochures or books, it must be deducted from eligible costs in full or pro-rata depending on whether it was generated entirely or only partly by the co-financed project. The ERDF funding is calculated on the basis of the total cost after deduction of any revenue.

Depreciation costs and leasing are not eligible expenditure.

Avoiding State Aid

Activities for which the beneficiaries do not act as economic operators and for which there are no considerations to assume that the competition will be distorted, are not subject to state aid rules. 

To this end, the following provisions shall be fulfilled by each project:

· All expenditure must be made according to the national laws on public procurement of the country on whose territory the partner is located. The beneficiaries which are not stipulated as such in the respective laws or in special laws regarding procurement should follow the public procurement procedures applicable to public bodies (e.g. all Romanian NGOs should follow the public procurement procedures applicable to Romanian public bodies).

· The project must not create an economic advantage to an economic operator. 

· All studies or other results of the non-investment research and development projects shall be made available for free to all interested individual or legal persons, in a non-discriminatory way. 

Making the project results available only for certain individual or legal persons is strictly forbidden! Also, the project results should not create an economic advantage to a certain undertaking/activity/the production of certain goods.

Special provisions regarding state aid are included in the sections of the Applicant Guide dedicated to the eligibility of actions under a priority axis.

Annexes

8.1 Ceilings for public bodies
8.2  VAT eligibility for Bulgarian partners
8.3  Time sheet template – to be filled by the partner
Annex PIM 8.1

	Ceilings for public bodies - April 2009

	
	Romanian in Romania
	Romanian in Bulgaria

	Accommodation
	2* accommodation or 3* accommodation with justification 
	100 Euro

	Daily allowance
	13 RON = aprox. 3.5 euro
	32 Euro

	Catering 
	40 RON / person = aprox. 10.25 euro
	Not Applicable

	Travel
	By (own) car: 7.5% fuel consumption

By train: 2nd class (for less than 300 km); class I (for more than 300 km); sleeping wagon (more than 300 km travel by night)

By plane: economic class (the most cost-effective offer)

By boat: class I
	By (own) car: 7.5% fuel consumption

By train: 2nd class (for less than 300 km); class I (for more than 300 km); sleeping wagon (more than 300 km travel by night)

By plane: economic class (the most cost-effective offer)

By boat: class I

	
	Bulgarian in Romania
	Bulgarian in Bulgaria

	Accommodation
	130 Euro
	No ceiling 

	Daily allowance
	9.5 Euro for 1 day

35 Euro for 2 days and more
	10 leva for 1 day = aprox. 5.11 Euro

20 leva for 2 days and more = aprox. 10.22 Euro

	Catering 
	Not Applicable
	No ceiling


Back to Annexes
Annex PIM 8.2
VAT ELIGIBILITY FOR BULGARIAN PARTNERS 
According to Article 6 of the Transitional and Concluding Provisions of Ordinance 62 of the Council of Ministers of 21.03.2007, the Minister of Finance has prepared a letter with instructions № 91-00-502/27.08.2007 about the cases when VAT can be treated as eligible cost in the implementation of projects under the Operational Programmes co-funded by the EU Structural and Cohesion Funds. 

In the process of projects implementation and of related relations with the Managing Authority the contractors of the projects have to observe the following steps: 

· Is the Beneficiary registered under VAT Law and under which Article of the Law 

· What are the following deliveries, which the Beneficiary plans to carry out with the goods/services funded for the project under the Operational Programme

· The type of the following deliveries – taxable/exempt

· To determine whether VAT is recoverable or non-recoverable

· To clearly define the beneficiaries under the project

In order to determine whether a delivery is taxable, we have to find out whether this delivery is within the scope of VAT (+the regulations concerning the territorial scope/place of execution)

VAT Scope 

Deliveries within the scope of VAT are determined as taxable. 
Nevertheless some of them are treated as exempt from VAT

For this reason we have to define: 
· Taxable deliveries due to their nature – Yes, if they match the following definition: 
Value added tax shall be due for any supply of goods or services against payment with place of implementation on the territory of the country and implemented by a tax obliged person, i.e. any person carrying out independent economic activities.

“Independent economic activities”:  the activities of manufacturers, traders and persons, providing services, including in the sphere of mining and agriculture, as well as performing profession as freelance, including as private bailiff and notary.

Independent economic activity shall also be any activity, carried out regularly or by profession including the exploitation of material or intellectual property with the purpose of receiving regular income from it.

· Deliveries taxable under specific provisions,

· Non-taxable deliveries (exempt/0%),

· Optional taxable deliveries.

· Non-taxable deliveries

· Deliveries related to health care services

· Deliveries related to social care services and social insurance 

· Deliveries related to education, sports or physical education

· Deliveries related to culture activities

· Deliveries related to religion

· Deliveries of non-profit nature

· Deliveries related to land and buildings

· Delivery of financial services and gambling

· Delivery of insurance services

The state, state bodies and  bodies of the local government shall not be tax liable persons with regards to all activities and deliveries, carried out by them in their capacity as bodies of state or local authorities, including cases, when fees, instalments or remunerations are collected for these activities or deliveries. 

The state, state bodies and bodies of the local government are tax liable for:

1. electronic communication services; water, gas, electricity or steam supplies; transport of goods; harbour and airport services; transportation of passengers; sale of new goods manufactured for sale; deliveries, carried out with the purpose of regulating the agricultural production market; organization and holding of trade fairs, exhibitions; storage activities; activities of organizations for trade notification, advertising services, including letting advertising space; tourist activities; managing stores, canteens and other trade sites, letting buildings, parts of them and trade areas; commercial radio and television activities.

2. Deliveries which will lead to significant violation of the competition rules.

Tax non-liable legal person shall be a legal person, who is not tax liable under Art. 3 of VAT Law and who carries out intra-community acquisition of goods.

Ordinance 62 of the Council of Ministers of 21.03.2007 introduces the term “recoverable VAT” and qualifies it as “ineligible cost” for co-funding. This means that in the reporting of the costs for the implementation of the projects the recipients of grants/Beneficiaries have to report the calculated VAT under the categories “recoverable” or “non-recoverable”

The contractors of projects may determine the eligibility of VAT as:

	INELIGIBLE COST


	RECOVERABLE VAT

	ELIGIBLE COST


	NON-RECOVERABLE VAT


І. RECOVERABLE VAT

ONLY IF ALL OF THE FOLLOWING CONDITIONS EXIST TOGETHER:

· Variant 1

	Beneficiary
	Registered under VAT Law  (except Art. 99 and Art. 100 (2) –registration at intra-community acquisition) 

	Supplier  
	Registered under VAT Law

	Good and services
	Used by the Beneficiary for the execution of taxable deliveries (for such – in compliance with Art. 69 of VAT Law the Beneficiary has the right to deduct tax credit)


· Variant 2

	Beneficiary

 
	Registered under VAT Law  (except Art. 99 and Art. 100 (2) – registration at intra-community acquisition)

	Supplier 
	Registered under VAT Law

	Good and services
	Used by the Beneficiary for the execution of taxable/non-taxable deliveries

Partial tax credit  


· Variant 3

· Partial tax credit

The tax on goods and services that are funded under the Operational programme for which the registered person has the right to partial tax credit under Art. 73 of VAT Law, is regarded as VAT recoverable to the amount of the Partial tax credit

ІІ. NON-RECOVERABLE VAT
· Variant 1

	Beneficiary
	 Not registered under VAT Law

	Supplier 
	 

	Good and services
	 


· Variant 2

	Beneficiary


	Registered under VAT Law 

under Art.  99 and Art. (2) – registration at intra-community acquisition

	Supplier
	 

	Good and services
	 


· Variant 3

	Beneficiary
	Registered under VAT Law

Under articles other than Art.  99 and Art. (2) –       registration at intra-community acquisition 

	Supplier
	 

	Good and services
	Used by the Beneficiary for exempt deliveries under Chapter 4 of VAT Law


· Variant 4

	Beneficiary

 
	Registered under VAT Law 

Under articles other than Art.  99 and Art. (2) – registration at intra-community acquisition 

	Activities other than the economic activities of the Beneficiary
	The municipality carries out the activities in its capacity of body of the local authority 

VAT – non-recoverable – eligible project expenditure



	Activities within the economic activities of the Beneficiary 
	VAT 

Recoverable – ineligible project expenditure 

 


· Variant 5

	Beneficiary
	Registered under VAT Law

	Supplier
	 

	Good and services
	The right to deduction of tax credit for the received goods and services funded under OP is not present on the grounds of Art. 70 (1,4 and 5) of the VAT Law


· Variant 6

	
Beneficiary 
	NGO 

	Activities within the economic activities of the Beneficiary
	 Pubic benefit NGO

	
	VAT 

Non-recoverable – eligible project expenditure 


· Variant 7

	Beneficiary 
	NGO – registered under CAT Law

	Activities within the economic activities of the Beneficiary
	 VAT

Recoverable – ineligible project expenditure 




Back to Annexes
Annex PIM 8.3

TIME SHEET TEMPLATE
	Lead Partner / Partner:
	
	
	

	Project title
	
	
	

	MIS-ETC code:
	
	

	Attendance list

	Month: 

	Employee
	
	
	
	

	Department / Unit :
	
	
	
	

	
	

	Day
	Activity/
Subactivity
	Activity description/
subactivity completed
	No hours worked/day for implementation activities /
subactivity
	No days worked/
activity/
subactivity (0/1)
	subsistence
 - (if is necesary  (0/1)
	Location of activity/
subactivity

	1
	 
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 
	 

	6
	 
	 
	 
	 
	 
	 

	7
	 
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 
	 

	9
	 
	 
	 
	 
	 
	 

	10
	 
	 
	 
	 
	 
	 

	11
	 
	 
	 
	 
	 
	 

	12
	 
	 
	 
	 
	 
	 

	13
	 
	 
	 
	 
	 
	 

	14
	 
	 
	 
	 
	 
	 

	15
	 
	 
	 
	 
	 
	 

	16
	 
	 
	 
	 
	 
	 

	17
	 
	 
	 
	 
	 
	 

	18
	 
	 
	 
	 
	 
	 

	19
	 
	 
	 
	 
	 
	 

	20
	 
	 
	 
	 
	 
	 

	21
	 
	 
	 
	 
	 
	 

	22
	 
	 
	 
	 
	 
	 

	23
	 
	 
	 
	 
	 
	 

	24
	 
	 
	 
	 
	 
	 

	25
	 
	 
	 
	 
	 
	 

	26
	 
	 
	 
	 
	 
	 

	27
	 
	 
	 
	 
	 
	 

	28
	 
	 
	 
	 
	 
	 

	29
	 
	 
	 
	 
	 
	 

	30
	 
	 
	 
	 
	 
	 

	31
	 
	 
	 
	 
	 
	 

	Total days
	 
	 
	 
	 

	Total subsistence days
	 
	 
	 
	 

	Total worked hours
	 
	 
	 
	 

	Total vacation hours
	 
	 
	 
	 

	Total sick leave hours
	 
	 
	 
	 

	 
	 
	 
	
	 
	 
	 

	Employee
	
	
	
	

	 
	 
	 
	
	
	
	

	Head of organization
	
	
	
	

	 
	
	
	
	

	Date
	
	
	
	


PAGE  
12
www.cbcromaniabulgaria.eu

