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B afia®

Terms and abbreviation (1)

Grant contract:

Contract signed between Contracting Authority and Lead Partner;
providing the grant financing with terms and conditions;
Concerns also partners.

Annex A Budget Specification:
The budget by countries and partners;
Both Lead Partner and Partners must follow the budget.

Annex Il General conditions (PraG annex lIl):
Annex including the most important rules concerning eligibility of costs.

Prag (Practical Guide to contact Procedures for EC external actions):

Contains instructions for the implementation of ENPI programmes and
projects;

For the ongoing projects especially article 6.
Kolarctic )



TepMmuHonorusa n cokpaweHums (1)

PaHT-KOHTpPAKT:

KOHTPaKT nognucaHHbin mexay CosmecTHbiM OpraHom YnpasneHua u
Begywum [NapTHepom;

npeaocTaBnaArLLnmN PUHaHCUPOBAHME NPOEKTY;

BKITIO4aKOLLNM TpeboBaHMA NPaBOMEPHOCTN, OTYETHOCTU, NNaTexXemn u T.
A.;

pacnpocTpaHdaeTcd Takke Ha [apTHepoB npoekTa.

NMpunoxeHue A «[leTanUanpoBaHHbIN OLOOXKET»:
BKITIOYAKOLLNI AeTann3npoBaHHbIN BIOKET MO CTpaHaM U NapTHepam;
Beaoywun NapTtHep n MNapTHepbl OOMKHbI CrieaoBaTb OIOOKETY.

NMpunoxeHue Il «CtaHgapTHble ycrnosua» (Mpal , MpunoxeHue ll):

[MpunoxxeHune K [paHT-KOHTPaKTY, codepKallee OCHOBHbIE NnpaBuna
NpMeMIeMOCTN Ppacxoaos.

Mpal (MpakTnyeckoe pykoBOACTBO O KOHTPAKTHbIX Npoueaypax
BHelwHen gesitenbHocTu EC):

cogepallee MHCTpykuum no peanusauum MNporpamm NECLLu.. _
NPOEKTOB Kolarctic
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Terms and abbreviation (2)

Verification Report:
the form filled in by auditor after checking expenditure.

Financial Report:
report of expenditure in local currencies and Euros.

Interim Report (in EMOS):
narrative (written) report.

EMOS (Enpi Monitorin System):

the system is used when filling in interim reports, payment requests, updates and
final reports;

Lead Partner has user codes for EMOS.

JMA (Joint Managing Authority):
Administrative and Contracting Authority Lapin liitto;

LP (Lead Partner):
signs the Contract also on behalf of the partners. }N(o|arctic



TepMunHonorua n cokpawieHus (2)

AyOUTOPCKUI OTYET:
dopma 3anonHeHHas ayanTopoMm Nnocre NPoBEPKM PacXodoB B NPOEKTE.

®dPUHAHCOBbLIN OTYET:
OT4yeT No pacxogam B MECTHOW BantoTe U €BpPO.

NMpomMeXyTo4YHbIN oTyeT (B EMOS):
OnucaTernbHbIn (MNCbMEHHbIN) OTYET.

EMOS (MECI1 moOHMTOpUMHroBasa cucrtema):

cnonbayeTcs npm 3anosiIHEHUN NPOMEXYTOUHbIX OTYETOB; 3arpoCcoB Ha
nonydeHne nnarexen ot COY; 0OHOBMEHUI NO NPOEKTY; NOArOTOBKE NTOrOBbIX
OTYETOB.

Beaoywuin NapTHep nmeeT naporb 4ocTyna B cuctemy EMOS.

COY (CoBmMecTHbIM OpraH YnpaBrneHus):
AOMUHNCTPATUBHBIN N NoApsaHbIN opraH PernoHarnesHoro Cotosa Jlannanguw.

Bl (Beaywuim NMNapTtHep):
[MoonucelBaeT [paHT-KOHTPAKT OT Nnua Bcex [NapTHepoB.. ENPI CBC ]
Kolarctic
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Payments

Project financing is based on pre-payments to LP.

LP tranfers money to partners according to Partnership agreement.

First payment is max 80 % of 1st year’s EU financing and Russian state
financing, and 30 % of total Finnish state financing.

When 70 % of 1st pre-payment has been used on the project level (~55 % of
1st year’s budget) Lead Partner can prepare an interim report.

Report can be prepared earlier, then unused part of pre-payment will be
deducted from the next pre-payment.

LP can also use fixed reporting time-schedule if it’'s more practical. The 70%
rule should fullfil in these cases (see item 4). Fixed time-schedule must be
agreed by JMA. Anyway the interim report including the financial report has to
be done at least once in 12 months.

ENPI CBC

LP negotiates with JMA on different reporting time-schedule.
Kolarctic )



Nnarexmu

duHaHCMpOBaHME TPOEKTa OCHOBbLIBAETCA Ha npeaBapuUTerbHbIX
BbInnarax (npegonnarta) BI.

Bll pacnpenenser cpeactea mexay apyrumun NaptHepamun, cormnacHo
[loroBopy o0 cOTpyaHMYeCTBe.

[lepBas npeponnara cocTtaBnsger Makc. 80 % oT 1-ro roga
dmHaHcupoBaHus EC u rocyoapcteeHHoOro domHaHcmpoBaHust Poccuu, un
30 % oT obLero rocygapcTtBeHHOro dnHaHcmpoBaHus PUHNSHOUN.

Ecnn B xoge peanusaumm npoekta mapacxogoBaHO 70 % OT NepBOW
npegonnatel (~55 % 6Owmketa 1-ro roga), BIl cocrtaenser
NPOMEXYTOYHbIN OTYET.

[JaHHbIn  OoT4eT  MOXeT ObITb  COCTaBNEH  padHblue, Toraa
HeunspacxogoBaHHas YacTb npegonnaTebl OyaeT BbldTEHA U3 CriedyoLLEN
npeaBapuTenbHON BbIMNaThl.

[To npegBapuTtensHon goroeopeHHocTn ¢ COY, Bl MoXeT ucnosnb3oBaTb
domkcnpoBaHHbIN rpadmnk oT4yeTHOCTU. B aTtom cnyyae pencreyer
npasusio 70% (cM. NyHKT 4). Ho B ntobom crnyvae npomMexyTouHbIN OTYET,
BKI1. (PMHAHCOBLIN OTYET, AOMKEH ObITb COCcTaBreH He MeHee 1 pa3sa B
rog.

[paduk oTyeTHOCTU 0OCYyXaaetcs mexay BTN COY.

ENPI CBC

Kolarctic
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Interim report (1)

When? Costs are approximately 55% of 1% year’s budget

The Interim report includes the following parts:
Narrative Interim report (in EMOQS)
Financial report (excel-file)

Expenditure verification report (PraG Annex VII) issued by the auditor must be
attached to each interim report in case a new pre-payment request is
submitted

Examples of the produced material related to the visibility actions (broshures,
booklets, etc.)

Any other supporting documents required:

General Legder (huvudbok, paakirja, rmaBHaga KHUra);

General ledger specification (on the request from JMA);

Salary specification if salaries are recorded in book-keeping as one total
amount (excel-file template);

Employment contracts or needed information provided in “Employee list”

Equipment list
Kolarctic )

Procurement/tender documents of purchases.



[MpomMeXyTo4YHbIN OTYEeT (1)

0 Korga? Pacxoabl gocturnm ~ 55 % ot 1-ro roga 6roaxera.

0 [MpomexyTouyHbIN OTYET BKIOYAET B cebs cneaytoulee:
e OnmncarenbHbI MPOMEXYTOYHLIN OTYET (B EMOS);
e  duHaHcoBbIN OTYET (Excel-dpann)

e Ayautopckun otyet (lNpal’, MNpunoxeHune Vi), BbigaHHbIM ayoUTOPOM,
OOIMKEeH npunaratbCa K KaXXgoMy npoMeXXyToyHOMY OTHETY, B cny4yae
nogayun sanpoca Ha nony4vyeHue nnarexa;

e Ob6pa3subl NOAroToBMEHHbLIX MaTeEpPNanoB, KacaloLmXcs
pacrnpocTpaHeHna uHopmMmaLumn 0 NPOEKTHON AEeATESNIbHOCTHU
(OpoLwutopbl, OYKNeTbl, N T.4.);

o [lpyrve nogreepxgatolime JOKYMEHTDI :

- [maBHas byxrantepckas KHura;

- Detanunsauus rmasHon rHurn (no 3anpocy ot COY);

- [Hetanunsauus 3apnnar, ecnu 3aprniartbl 3anmcaHbl 0bLen CymMOoWn
(bnaHk B Excel-hanne)

- TpynoBble OOroBopbI UK 3anofHeHbIW brnaHk « Cnrucok
COTPYOHUNKOBY; o

- Cnncok 3akynneHHoro obopyanoBaHnA B MPOEKTE; Kolarctic

nf\lI\II\IIQLITOI 11ACY I\ OM™IZAIMTIVW/'SA\ A




e afya®

Interim report (2)

Costs must be declared in the Financial report according to budget
categories (approved budget), do not add sub budget categories.

Partners will report incurred costs in local currencies and Euros.
Fill in the approved budget in the template ”“Financial Report”.

Each partner will use the same template when reporting to LP. It helps LP
to prepare the overall report.

Norwegian reporting will be done according to instructions of Norwegian
Branch Office.

NOTE: Norwegian Partners do not need an audit report when sending the
Interim report. The audit report has to be sent to Norwegian Branch Office

(Vads@) only when sending the Final Report.
Kolarctic )

JMA follows all costs in project level



[MpomexXyTo4YHbIN OTYeT (2)

e Pacxoabl A0MKHbI yKa3blBaTbCs B PUUHAHCOBOM OTHETE B COOTBETCTBUM CO
cTaTbsIMM PpacxodoB YTBepXOeHHOro 6omxkerta. HoBble cTaTbm pacxogoB
nob6aBnATb HEMb3A.

e [lapTHepbl OTYMTHLIBAIOTCS MO pacxodamM B MECTHOW BantoTe 1 eBpoO.

e YTBepXOEeHHbIN OaKeT NpoekTa 3anonHsaeTcs B bnaHk « PUHAHCOBbIN
OTYET»

o Kaxgbin [MapTHep O0MKEH NCNOMNb30BaTb OAUHAKOBbLIWM BaHK OTYETHOCTW.
970 0bnerunt paboty Bl npn nogrotoBke obLiero PMHaHCOBOro oTyeTa
MO NPOEKTY.

e OTYETHOCTb HOPBEXCKMX [1apTHEPOB OCYLLECTBNAETCA B COOTBETCTBUM C
NMHCTPYKUnamn dunmana B Hopeserun.

NMPUMEYAHMUE: Hopeexckue NapTHepbl He OOMKHbLI Npuiaratb ayguTopCKUin
OTYET MpPU OTNPaBKe NPOMEXYTOYHOro oTyeTa. AyauTOpPCKUN OTYHET
HanpasnaeTca B Hopeexckun dunman (Vadsg), TONbKO Npu oTnpaske
MTOroOBOro OTYeTA.

e COY cneauTt 3a BceMu pacxoaaMu, CBsI3aHHbIMU C peanu3aunen npoekTa.

ENPI CBC

Kolarctic




Interim report (3)

e Lead Partner:

- informs partners of reporting periods
- receives reports from partners and prepares the overall report
- declares all costs in Euros

- submits to JMA a consolidated report where costs are
indicated by currencies

- bears the responsibility for the accuracy of the report.

Kolarctic )



[MpomMeXyTO4YHbIN OTYET (3)

e Beaoywuu [NapTHep:

- NHdopmmpyeT MNapTHEPOB 06 OTYETHOM MEPMOLE;

- Mony4aet oT4eTHOCTL OT [MapTHEPOB U rOTOBUT OBLLMI
OTYeET;

YKasblBa€eT BCe pacxobl B €BpPO;

- lNpepoctaBnsiet B8 COY ognH obWwmn OTYET, rae 3aTtparsl
NapTHEPOB yKa3aHbl NO CTpaHaM;

- HeceT OoTBETCTBEHHOCTL 3a NpPaBMIIbHOCTb OTHETA.

B afia?®

Kolarctic )
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Interim report (4)

Payment request of the next pre-payment will be prepared in EMOS

Payment request can be done also after the interim report has
been approved and amount of the next pre-payment can be
estimated. Specially in the cases, when used pre-payment is less
than 70%.

In EMOS you can load annexes to interim narrative report and
payment request

Signed interim narrative report, payment request and needed
annexes must be submitted to IMA

JMA asks further clarifications when needed from Lead Partner
See “Project implentation manual” for more detailed instructions

All templates are available in programmes web pages
www.kolarcticenpi.info "Material for ongoing projects’

Kolarctic )



NMpoMeXXyTOUYHbIN OTYET (4)

3anpoc Ha nony4vyeHne nnarexa cregyrowen npegonnarsl
rotoButCcA B EMOS

3anpoc Ha nony4veHne Nnarexa, Takke MOXHO OTNPaBUTb
nocre ogodpeHnst NPOMEXYTOYHOro OTYETA, Koraa cymma
crneaywoLen npegonnatbl MOXET ObITb oueHeHa. OcobeHHO B
cny4asix, korga pacxoq npeasiayLien npegonnarthbl
cocTaBndeT meHee 70 %.

B EMOS MoryT 6bITb 3arpy>keHbl MPUNOXeHUs K
MPOMEXYTOMHOMY OTYETY M 3anpocy Ha Nony4YeHust nnarexa

[ToaonucaHHble opuUrnHanbl NPOMEXYTOYHOro oT4YeTa 1 3anpoca
Ha NMosly4YeHue nnaTexa, BMecte C opurmHanamm npunoXxeHun,
OOMKHbI ObITb oTNpaeneHbl B COY.

CQOY MOXeT 3anpocuTb YTOYHEHUS NMPU HEODXOAMMOCTM.

bonee nogpobHble MHCTPYKUMK CM. B « PykoBoacTBE Mo
TEKYLLUM NpoeKTam»

bBriaHkn onga Bcex oTY4EeTOB AOCTYMHLI HA BED-CTpaHuue
[Mporpammbl www.kolarcticenpi.info , B cekuum «MaTe??asﬂbl f
CliC ;

0N TeKVLWMX MDOEKTOBY. olar
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Verification of expenditure (1)

Expenditure of each partner has to be verified (Finnish, Swedish and
Russian, Norwegian final report).

Each partner can have an own auditor or partners from same country
can have a joint auditor.

Auditor has to be chosen according to procurement/tender rules.

If the organization has already auditor who fulfils the requirements,
he/she is qualified for task.

Requirements are stated in Annex VIl Expenditure verification
— With signature auditor confirms that he/she is qualified.
— JMA will approve auditors, list of auditors will be asked from LP

Kolarctic )



Ayauntopckasa npoBepka (1)

Pacxoabl kaxaoro [NapTHepa oomnXkHbl noaBepraTbecs
ayanTopCKoun nposepke (pUHCKUe, LBeaCcKMe U POCCUNCKME
napTHepPbIl, a TakXXe HOPBEXCKUE NAaPTHEPbI TOMbKO Mpu oTnpaBKe
MTOroBOro ot4yeral).

Y Kaxgoro naptHepa MOXeT ObITb CBOM ayauTop, Ui NapTHEPHDI
N3 OOQHOW CTpaHbl MOTYT NONbL30BaTbLCA yCIlyraMmu O4HOro
ayguTtopa.

AyauTOpbl AOMKHBI ObITh HA3HaYeHbl NyTEM NPOBeaeHUS
TeHgepa.

Bl1/MNapTHepbl MOryT NpnbErHyThb K ycrnyram ayamtopa
(oTBEYatoulero TpeboBaHUAM) yKe UMELIOLLErocs Y opraHm3aunm.

TpeboBaHuA ykasaHbl B [TpunoxeHun VII Ayautopckasi npoBepkKa:

— [loonucelBas gaHHbIN JOKYMEHT, ayauTop NoaTBepXXaaeT
CBO KBanundukauumto.

— COY ponxeH onobpuTb ayamTtopos, Bl Ha”paB”’iég?ﬁ'f'ﬁéi(C 3

PLIANAUULIY AvVAATONRAR B (O



B afia’

Verification of expenditure (2)

Auditor must verify original documents and financial report
template.

At least 65% of the expenditures must be verified, in case of lot of
errors > 80%. Also at least 10% of each budget headline has to be
verified.

Auditor verifies incurrence (costs are really incurred), accuracy
(amounts are correct) and eligibility.

If auditor finds errors, the financial report should not be adjusted.
Errors have to be indicated in the Expenditure verification report
(Annex VII). JMA can still approve the costs which auditor has

rejected.
Kolarctic )

Report is prepared in English



AyauntopckKasa npoBepkKa (2)

AyounTopbl OOMKHbI NPOBEPATL OPUrMHarnbl JOKYMEHTOB U
donHaHCOBbIE OTYETLI.

AyOuTOpPCKOU NMPOBEPKE OO0SMKHbI NoABEPraTbCs MUHUMYM
65% pacxoaos, B criydae 60sbLIoro Konnyecrtsa ownook >
80%. MnH. 10% pacxogoB N3 Kaxxaomn 61oaKeTHOM cTaTbu
OOIMKHO ObITb NOABEPrHYTO MPOBEPKE.

AyouTop npoBepseT akTUYeckn NoHeCceHHble pacxoapbl
(pacxogbl UMenn MecTo ObITb!), TOMHOCTb (CYMMbI BEPHbI) U
NPaBOMOYHOCTb.

Ecnn B xoge ayantopckon npoBepKn Bbirnn BbiSIBMNEHDI
OLLINOKM B PUHAHCOBOM OTYETE, OHWM YKa3bIBAIOTCS B
AyaunTtopckom otyeTe ([NpunoxeHne VIl). B xoge nnu nocne
ayanTOPCKOU NpOBEPKMN PUHAHCOBLIN OTYET UCMPABNATb
Henb3si! COY MmoxeT ogobpuTb pacxoabl, KOTOPbIE ayauTop
OTKITOHU.

ENPI CBC

AyOUTOPCKUU OTHET rOTOBUTCS Ha aHIMUNCKOM A3bIKe.
Kolarctic



Verification of expenditure (3)

e \Verification is not a full auditing, the meaning is to check:

- the financial report meets the terms and conditions of Grant
Contract and accounting records;

- accounting rules are followed (PraG, Annex “General
condition”, Art. 16);

correct exchange rate is used in financial report;
- budget is followed and no amendment has been done.

R TR T

Kolarctic )



Ayauntopckasa npoBepka (3)
e AyamTopckas nposepka noapasymMeBaEeT crieqyoLlee:

- ®UHAHCOBLIN OTYET COOTBETCTBYET YCNOBUAM [ paHT-
KOHTpaKTa n byxrantepCckon OTYETHOCTU;

- CobnrogatoTtca npasuna byxrantepckoro y4yeta ([pal,
[MpunoxeHune «CTaHOgapTHbIE YCrioBuUA», naparpad 16);

B doMHaHCOBbLIX OTYETAX MCMNOSIb30BaH HaaeXxawnm
BantOTHbLIN KYPC;

- [ToHeceHHbIe pacxodbl COOTBETCTBYHOT YTBEPKAEHHOMY
brogxety, 6€3 BHECEHNS UBMEHEHWUI B HETO.

B afia’
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Verification of expenditure (4)

Partners send the financial report material to LP, including the
Verification report.

LP makes the summary of all Partners’ expenditures in Financial
report template.

LP’s auditor checks LP’s costs and makes “technical checking” of
Partners’ Verification reports, results of which are indicated in LP’s
Verification Report.

LP submits to JMA the original consolidated Financial report with
copies of Partners’ Financial reports and Verification reports.

Kolarctic )



AyaunTtopckas npoBepka (4)

[TapTHepbl HanpasnsaoT Bl dnHaHCOBLIE OTYETLI, BMECTE C
oT4YeTOM AyaUTOPCKOU NPOBEPKM.

Bl cymmupyet pacxogbl [NapTHepoB B 06w PrHaHCOBbLIN
OTYET.

AyounTop nposepseT pacxoab! Bl'l u npoBoanT « TeXHNUYECKYHO
npoBepKy» AyAUTOPCKNX OTHETOB NOMYYEHHbIN OT
[TapTHepoB. Pe3dynbTaTthl yka3biBalOTCs B 00OLLEM
AyOuUTOPCKOM OTYeTeE.

Bl Hanpaenset B COY obwnin PnHaHcoBbIM U AyOUTOPCKNN
OTYETHI, @ TAKKE KoMK (N0 BO3MOXHOCTU OpUrnHansbl)
dunHaHCcoBbIX U AyOUTOPCKMX OTYETOB OT BCeX [1apTHepoB.

Kolarctic )



Exchange rate

e Annex “General conditions”, Article15.9:

- Any conversion into euro from other currencies shall be
changed at the rate formed by the average of the exchange
rates published in InforEuro for the months covered by the
relevant report;

- All payments made by JMA will be in Euros.
- http://ec.europa.eu/budget/inforeuro;

- Currency exchange losses are not eligible.

Kolarctic )



B afia?®

BanoTHbIN KypC

e [lpunoxeHue «CtaHgapTHble ycnoBus», naparpad 15.9:

- lNepeBog ntobon BantoThbl B €BPO AOMKEH NPOU3BOAUTLCSH
B BU€E cpeaHero Kypca obmMeHa BasoT onyornmMkoBaHHOIo
Ha InforEuro 3a MecAubl, N0 KOTOPbIM FOTOBUTCA OTYET.

- CQOY npowusBoauT BCe BbiNaThl B €BPO.
- http://ec.europa.eu/budget/inforeuro;

- YObITKW, CBSA3aHHbIE C pa3HULIEN NPy OOMeHe BantoT,
CYMTAIOTCH HENPUEMITEMBIMMU.

Kolarctic )



Salaries

Part-time employees shall fill in the time sheets (timekeeping) to
be attached to the payment request.

All tasks (several projects) should be followed up in one
time-sheet, just own column to each task.

Salary information can be stated in template “Employee list” or
project can submit separate certificates.

Employment contracts will be attached to the first payment
request.

Kolarctic )



NepcoHan/3apaboTHada nnaTa
nepcoHana

PabOTHMKN C YaCTUYHOW 3aHATOCTbLIO JOMKHbI BECTU Tabenb
yyeTa paboyero BpeMeHu, KOTOPbIN NpunaraeTcsi K 3anpocy
Ha nony4veHne nnatexa.

Bca paboyasa gearenbHOCTb (B criydae 3aHATOCTU B
HECKOSbKNX NPOeKTax) 3aHOCUTLCS B OAMH Tabenb yyeTa
paboyero BpeMeHu, nogpasnensisicb N0 COOTBETCTBY LM
cTonéuam.

NHdbopmauns o 3apaboTHOU nnarte ykasbliBaeTcsa nmbo B
bnaHke «Cnncok coTpyaHnkoB», NnMbO B Apyrmnx
noaTeBepXxaarowmx JOKYMEHTAaX.

TpyooBble A0OroBOpbI NpunaratTcs K NepBoOMY 3anpocy Ha

rlonyqume rnrartexa.
Kolarctic )



B afia?®

Travel cost

Partner’s organization’s travelling regulations has to be followed.
Only tourist/economy tickets (fligh, train ) are eligible

Public transport whenever it is possible, taxi only with good
reason.

Travel reports of exihibitions, conferences and etc. should be
prepared in according with host organization rules of Partner/LP.

Daily allowances and other contribution will be paid according to
national laws and organization rules

Per diems (covering accommodation, local transport) are not

allowed
Kolarctic )



KomaHau POBO4YHbLIE pPpaCXoAbl

Pacxofgbl Ha KOMaHOVWPOBKM MPUHUMAKOTCS B COOTBETCTBUM C
npasunamm opraHusaunu lNaptHepos

Tonbko buneTbl 3KOHOM/TYPUCTUYECKOIO Kracca (caMorneT, noesa)
cyYMTaloTCsa NpUuemMnemMbIMm.

10 BO3MOXKHOCTU OBLLIECTBEHHbIN TPAHCMNOPT, UITN TaKCU TOMNbKO B
KpanHen HeobXoaANUMOCTN.

OT4eTbl N0 KOMaHOMPOBKAM, CBA3aHHbLIX C BbICTaBKaMu,
KOH(pepeHUMAaMU U T.M., NOAroTaBfIMBaOTCA B COOTBETCTBUN C
npasunamu opraHusauunu lNaptHepa/BI1.

ExeqHeBHble BbiNNaThl (CyTOYHbIE) U APYyrMe KOMaHOMPOBOYHbIE
pacxobl BbiNfa4ynBatoTCA B COOTBETCTBUN C MECTHbLIM
3aKkoHo4aTeNnbLCTBOM U nNpaBuiamMn opraHn3aLni.

OpHoKpaTHble BbiNnaThbl, NOKPbIBAOLLME pacxobl Ha pasMeLLieHne,
nuTaHne n nepeaBmxeHne, He paspeLleHbl

ENPI CBC

Kolarctic



Equipment and purchases

O Supporting documents for purchased equipment include:

e Tender documentation (according to PraG Annex IV and Guidelines for
Grant Applicants):

list from whom the offers has been asked;

copy of the letter of invitation to tender;
list of submitted offers;

summary of comparison;

basis for the decision.

e Copy of invoices;
e Copy of payment documents (cash receipt or payment order);

e Certificate of Origin from the supplier is requested if the value of purchase
is more than 5000 euro (for those organizations who has to follow the ‘Rule
of origin’)

[0 ‘Rule of origin’; equipment must be made/put together in EU;

the rule does not concern leasing.
Kolarctic )
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OGopynoBaHue U 3aKynKu

MoaTBepxaatoLLas AoKYMeHTaUMs No 3akyrnke obopyaoBaHUS BKINIOYAET :

JoKkymMmeHTauuma no npoBeaeHuto TeHaepa (B coorsetctaum ¢ Npal
[MpunoxeHune IV n PykoBoaCTBO A4 3asiBUTENEN HA IPaHT):

- Cnuncok opraHu3auuin, Kyaa oblno HanpaBneHo npurnalleHne NPUHATb
yyacTue B TeHOepe;

- Konus nucbma-npurnaweHns o NpUHATUN y4acTus B TEHAOEPE;

- Cnncok nony4veHHbIX NpeanoxXeHun;

- Kpatkoe onuncaHue/cpaBHeHUE NonyvYeHHbIX NpearioXXeHun;

- OcHoBa MpUHATUSA peLleHNs 0 BbIDOpe opraHn3auumn-nocTaBLLMKa.

Konwuu cueToB;

Konuu nnateXHbIX AOKYMEHTOB ((pUCKanbHbIN CYET UMK NiaTexHoe
nopyveHue);

CepTtucukaTt o npoucxoxageHUn ToBapa oT NocTaBLUMKaA NPU 3aKynKkax Bbllle
5000 eBpoO (ansi Tex opraHn3auyumn, KoTopble AoMmKHbI cobntoaath «Ipasuno
onpeneneHus CTpaHbl MPOUCXOXOEHNAY)

«[NpaBunno onpeaeneHnst CTpaHbl MPOUCXOXKAEHUSI»:

OGopynoBaHue OomkHO bbITb Npon3BeaeHo 1 cobpaHo B EC (npaBuno He
pacnpocTpaHsieTcsl Ha obopyaoBaHMe B3STOE B apeHay). e one
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Rule of Origin

e  Suppliers should certify that equipment and vehicles supplied under the Grant contract originate (is
made or has got its final assembly) in one or more of the following countries and territories:

— EU Member States;

— beneficiary countries of the ENPI CBC programmes (Armenia, Azerbaijan, Belarus, Egypt,
Georgia, Israel, Jordan, Lebanon, Libya, Moldova, Morocco, Palestinian Authority of the West
Bank and Gaza Strip, Russian Federation, Syria, TyHUC 1 YKpaunHa);

— beneficiary countries of IPA (Croatia, The former Yugoslavia Republic of Macedonia, Turkey,
— Albania, Bosnia, Montenegro, Serbia, including Kosovo);
— member countries of the European Economic Area (Norway, Iceland, Liechtenstein)
° Finnish and Swedish partners:
— PraG rules are followed in purchase procedures
— National rules has to be followed also
—  Rule of origin has not to be followed
° Russian partners:
— Russian public entities follow Russian national legislation.
— Russian private entities has to follow also PraG regulations, including the Rule of origin.

— JMA can grant a derogation to the rule of origin, more information in “Project implementation
manual”

. Norwegian partners:
— They follow national legislation, no EU-funding is used to Norwegian costs.

ENPI CBC

Kolarctic



I'Ipanmo onpeaeneHnsAa CTpaHbl
Noctaewmkmn aomkHb ceHAGHLGEQNG M opynosanne nocrasnsemoe

B paMKax 'paHT-KOHTpPaKTa N3roToBJieHO U cobpaHo B 04HOMU U3
HUXXenepevuncrieHHbIX CTPaH:
— CrtpaHbl-uneHbl EC;

— CrtpaHbl-6eHedurumapsbl NMporpammel UECTI-TNC (ApmeHnsa, AsepbangxaH, benopyccus,
Ervner, I'py3na, U3pauns, NopaaHus, JlneaH, Jlnena, Mongosa, Mapokko, NanecTtuHckoe
PykoBoacteo CekTtopa [a3a, Poccuinckaa @enepauns, Cupus, Tunisia and Ukraine);

— CrtpaHbl-6eHedurumnapsl IPA (XopeaTtus, MakegoHusi, Typuns, AnbaHmsa, bocHus,
YepHoropus, Cepbus, Kocoso);

— CrpaHbl-uneHbl EBponenckon dkoHommyeckom 3oHbl (Hopeerus, icnaHaus,
JINXTEHLWTENH).

PuHckne n wBeackue MNMaptHepbl:
— npasuna lNpal” gormkHbl cobniogaTtbCcs Npu 3akynke obopyaoBaHNUS;
—  Takke AOMKHbl cobntogaTtbea TpeboBaHUA HaLMOHANbHOMo 3aKOHOA4ATENbCTBA;
— [lpaBwuno onpegeneHns cTpaHbl NPONUCXOXAEHNS cObNOAaTbLCA He AOMKHO.

Poccumnckue NaptHepbl:
- nybnuyHble opraHM3auumn JosmkHbl cobnogaTe Poccumnckoe HaumoHarnbHoe
3aKoHOAaTernbCTBO.
— YacCTHble opraHM3aunmn aomkHbl cobnogate npasuna Mpal” (Bkntovas MNMpasuno
onpenereHns cTpaHbl NPOUCXOXAEeHNA) N Poccunckoe HaumMoHarnsHoe 3akoHoA4aTernbCTBO.

— COY moxeT npegoctaBUTb UCKIoYeHNs B [paBnno onpeaeneHuns cTpaHbi
NPOUCXOXAeHWs], noapodHas nHdopmauus B «PykoBoacTee No TeKyLLMM NpoeKkTam»

HopBexckue MapTHepbl: .
— cobnioaatoT TpeboBaHMA HaLMOHANBHOIO 3aKOHOAAaTeNbCTBA, T.K (bMHa%Im-Fﬁjle
NMOKDbIBAET pacxodbl HOPBEXCKUX MapTHepos.



B afia?®

Local office

Office costs (telephone etc.) of part-time employees are part of
administrative costs (administrative overhead) and won’t be declared
separately in any budget category.

Rents, electric, water, gas, cleaning, will be declared as the actual costs;

but if other persons besides project employees are working in the same
premises (rooms), costs above should devide according to the square
meters in project use.

Copy of the rent contract has to be attached to financial report.

Copies taken by common copy machine, should be calculated e.g. using
code.

Other costs, which can’t be adjusted are included in administrative

overhead.
Kolarctic )



MecTHbIN ochuc

OdmcHble pacxoabl (TennedoH U T.4.) pabOTHMKOB C YaCTUYHOM
3aHATOCTbIO ABNSATCA aAMUHUCTPATUBHBIMU pacxogamMn 1 He
YKa3blBalOTCA B OTAENbHbIX OHOOKETHbLIX CTaTbsIX PacXoaoB.

Pacxoabl Ha apeHay, aNekTpUYecTBO, Boay, ras, ybopKy nomMeLeHni
yKa3bIBalOTCA Kak pakTUYecKmne pacxoabi;

HO ECJIN nomelweHne ncnonb3oBaHHOE B MPOEKTE, TaKkKe
ncnonb3yeTtcsa paboTHMKaMu He BOBNEYEHHBbIMU B MPOEKT, TO
apeHaHagqa nnaTta noMeLleHU UCMosib3yeMbIX B NPOEKTE,
NOACYNTbIBAETCS Ha KB. METP.

Konus gporoBopa Ha apeHAay NoMeLLEHUS OOSKHA npuniaraTbCs K
dnHaHCOBOMY OTYETY.

B cnyyae ucnonb3oBaHus obLlien KonmposasrbHOW MaLlUHBI,
pacxofbl NOACYUTbLIBAKOTCA, HANpUMep, NyTemM NCNonb30BaHUA Koaa.

,El,pyrme pacxodbl, KOTOPblE HE MOTYT ObITb Ha NpPAMYIO BKIMHO4EHbI B

MPOEKT, ABNATCA aAMNHNCTPATUBHbIMI paCxXxodaMi. iN<Pl(C)B(iarCt|C



External services

e Costs of seminars, meetings, consulting, audit, translation,
interpretation, information, project’s evaluation.

e Also the travel costs linked with above mentioned costs; declare in
budget category 'External services’, not in category 'Travel'.

e Other external services.
e All these should have tender procedure.

e Amount of external services can be max 50 % of total project
budget.
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CtopoHHuMe ycnyru (cyonoapsa)

Pacxoabl Ha opraHn3aunto n npoBegeHmne ceMmMHapoB, BCTPEY,
KOHCAaJITUHIoBblE YCIT1YyTN, ayaAUTOPCKUE YCITYyTN, YCIYTU
nepesoaa, I/IHCbOpMaLI,I/IOHHbIe MEPONPUNATNA, OLEHKA NMPOEKTA.

Takke KOMaHOMPOBOYHbIE pacxobl, CBSA3aHHbLIE C
BblLLENEPEYNCTIEHHBbIMN pacxogamMm, OTHOCATCA K OIOXKETHOM
ctatbe « CTOPOHHME ycryru, cybnoapsa», a He K ctaTbe
«KomaHOgmMpoBoYHble pacxogbl»

Opyrne CToOpoHHUE yCryru.

Bce cTopoHHMe ycnyr AomKHbI TPOXoauTb Yepes npoueaypy
TeHaepa.

CTOpPOHHME YCIyrn AOMKHbI COCTaBNATb Makcumy 50 % OT

obOLLero OoakeTa npoekTa.
Kolarctic
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Administrative overhead (max 7%)

Amount has been fixed in Grant Contract.
No costs will be included to this budget category afterwards.

Fixed percentage stated in the Grant Contract is just added to direct
eligible costs of the reporting period.

Auditor may ask to prove that administrative costs really exist in the
organization.

JMA will not ask any prove of costs in interim and final reports. If
project is audited by Commission or JIMA’s auditor, they may ask the

justification.
Kolarctic )



AOMUHUCTpPATUBHLbIE pacxoabl — max 7%
(HaKnagHble pacxonbl)

e ®duKkcupoBaHHas cymma ykasbiBaeTcs B [paHT-KOHTpaKTe.
e [laHHas cTaTbsi pacxXxogoB U3MEHEHUIO HE NOOMEXUT.

e PuUKCUPOBaHHbIV NPOLEHT aAMUHUCTPATUBHBIX PAcXoJ0B
(ykasaHHbIV B [paHT-KOHTpaKTe) AobaBnseTcs K NpsMbIM
npuemMnemMbiM pacxogam OTYETHOro nepuoaa.

e AyauTop MOXET 3anpoCcuTb NOATBEPXKAEHME, YTO
aJMUHUCTPAaTMBHbIE PacXodbl MMENN MECTO ObITb.

e COY He 3anpalwumBaet noareepXxgeHne agMMHNCTPaTUBHbIX
pacxonos B ['lpomexyTtoyHom unun Itoroeom otveTax.

NMPUMEYAHUE! B cny4yae ayautopckon npoBepKnN CO CTOPOHDI
Esponeinckon Kommnccum nnn COY, agMmMHUCTPaTMBHBIE pacxoabl

MOryT BbITb NOATBEPXKAEHDLI MPOBEPKE.
Kolarctic )
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Contingency reserve (max 5%)

e (Can be used if some unexpected cost appears (new charge for
tickets, damage of equipment, sick leave and substitute needed

etc.).

e If type of cost is not at all included in budget or appropriate budget
category exceeds, LP can ask JMA a permission to use the reserve.

e JMA gives prior written permission to use the reserve.

Kolarctic )



Pe3epB Ha HenpeaBUOeHHbIE
pacxonbl (max 5%)

cnonb3yeTcs B crnyvyae BHE3aNHOro rnoBbILLEHUSA pacxooB
npoekTa (Hanpumep: NoBbILLEHNE LieH Ha BUNeThbl; NOrIoMKa
obopyaoBaHuUsi; HAeM BPEMEHHOIO COTPYAHUKA Ha BpeEMS
HaxoXOEeHNA OCHOBHOIO COTPYAHMKA Ha 4OTOCPOYHOM
OonbHUYHOM; U T.A.).

Ecnun He Bce KaTteropmun pacxogoB BKIHOYEHbI B BIOMXET Unm
HET noaxoasLwlen ctatbn pacxogos, Bl 3anpawumBaet
paspelleHune y COY Ha ncnonb3oBaHue pe3epsa.

CQY paet npeaBapuTenbHoe NMCbMEHHOE pa3peLleHne Ha

NCMNosib30BaHNeE pesepsa.
Kolarctic )




Funding from other resources

e JMA pays EU-funding, Finnish state co-financing and Russian state
co-financing.

e Lead Partner informs JMA of co-financings paid from other
financing resources

— Swedish co-financing, all financing resources
— Private financing

— Other national public co-financing

— Own contribution (own work)

Kolarctic )



JononHutenbHoe oHaHCUpPOBaHUe
NnpoekKTa

e COY Bbinnaynsaet puHaHcuposaHue EC, rocynapcTBeHHoOe
coduHaHcmpoBaHue PHNaHaMm n Poccuu.

e Bl nHdpopmupyetr COY o codomHaHCMpOBaHNM MPOEKTa 13
OpYrnx NCTOMHUKOB:

— UWBenckoe codomHaHcMpoBaHme, BCe UCTOYHUKN
doMHaHCMpPOBaHUS;

— YacTHoe puHaHcupoBaHME (OT YaCTHbLIX KOMMNAaHUN);

— Hpyroe nybnuyHoe puHaHcupoBaHue (OT NybrnyHbIX
opraHusauuin);

— Co6CTBEHHbIE BMOXEHNS (pacxoabl Ha 3apaboTHYO NnaTy

He N3 PUHAHCMPOBAHUA NPOEKTA).
Kolarctic )
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Own work

Salaries paid by the Partners’ host organizations (not from the
financing granted to the project) are eligible and treated as the
co-financing in the project.

Own work can be followed up with same time sheet as other work.

In the time sheet tick off the place under the lines showing that
work is calculated as own financing.

Should be budgeted in the budget line “Personnel costs”.

Partners has to follow up that all committed own work is done and

Kolarctic )
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CoOcTBeHHbIe BNOXEeHUsA
(pacxoabl Ha 3apaboTHYHO NNaTty)

3apaboTHas nnaTa Bbinnadnsaemas opraHnsaumen lNaptHepa/Bll
(HEe 13 rpaHTa, NoNYy4YEHHOro NPOEKTOM) ABMISIETCSA NPUEMIIEMON U
OTHOCUTCS K COOMHAHCUPOBAHUIO MPOEKTA.

[MoaTtBepxpgaetca Tabenem ydeta pabodero BpeMEHU, TakKe Kak n
3apaboTHas nnara, BbinnadmMBaemasa n3 MHaHCUPOBaHUS MPOEKTa.

B 6naHke «Tabenb y4yeTta pabo4ero BpemMeHn» Heobxoanmo
OTMETUTb, YTO pacxodbl Ha 3apabOoTHYIO NNaTy OTHECEHbI K
COOCTBEHHbLIM BITOXXEHUAM.

[omkHbl ObITb BKITHOYEHbI B CTaTbIO pacxoaoB «[lepcoHan».

[ OImKHbI OTpaxaTbCA B OTHETHOCTU U NoABeEpPraTtbCA NnpoBepKe, AA
noarsepXxXaeHnd Halimndna JoCTaTtoyHOro CO(bMHaHCMpOBaHVIFl.
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Taxes in Russia

If Russian applicants are private sector, they might to be asked to pay the
income tax, when they have received funding from JMA to their bank
accounts.

NOTE! All applicants are responsible on getting information about taxation in
they own country (what kind of taxes should be paid; and how to get the tax
refund)

The tax refund decision in Russian Federation has not yet been done and
therefore the private organizations have to pay the income tax. Instructions of
tax refund in Russia should be available soon.

In reporting projects calculate the tax to direct costs, appropriate share to each
budget category. The tax is in this case eligible cost. In exceptional cases JMA
can give a permission to use contingency reserve to cover the tax costs.

If the tax free decision comes later during the implementation period of the
project and the project has right to get paid tax back, also the paid grant will

be recovered (in practice it will just diminish future payment).
Kolarctic )



HanorooonoxeHue B Poccumn

3aasutenu na Poccum, SBnaoWmMecs YacTHbIMU KOMOAHUAMN, MOTYT ObITb
BbIHY>XAEHbI BbINSia4yMBaTb HANor Ha NpuodbInb, NOCIEe NonyyYeHus
domHaHcmpoBaHua ot COY.

NMPUMEYAHUE! Bce 3asBUTENN HECYT OTBETCTBEHHOCTbL 3a Nony4yeHne
nHdopMaLMmM 0 HaNorooo6510XkeHMN B COBEU CTPaHe (Kakue Hanoru
Heo6XxoAMMO NNaTUTb; Kak Bo3MelaTb Hanoru).

PelwueHne 06 ocBobOXaeHM YacTHbIX KoMmnaHui B P® ot BbinnaTtbl Hanora Ha
NpuodbINb ewe He NPUHATO. HCTPYKLIMSA N0 BO3MELLEHWNIO Hanora Ha Npubbinb
OOImKHa ObITb CKOPO AOCTYNHA.

B oT4eTHOCTM NO NPOEKTY, Hanor gobaenaeTcs K NpAMbIM NPUEMIEMbIM pacxodam,
B Heobxoaumon BrogkeTHOM cTaTbe. B aToM cny4vae Hanor Ha npubbinb OyaeT
cumtatbes npuemMnembiM. B otaeneHbix cnyvaax, COY MoXeT gatb paspeLlueHne Ha
Mcnonb30oBaHWE pe3epBa Ha HenpeasuaeHHbIe pacxobl, C LieSbio NOKPbITUS
Hanora Ha NpuobbIb.

Ecnu pelwueHne 06 ocBoboxageHnn OT BbiNfaThl Hanora Ha npubbinb 6yaeT NPUHATO
B X0[€e peanusaunmn NnpoekTa, 1 NpoekTy byaeT BO3MELLEH BblMSla4€HHbIN Hanor,
cyMMa (puHaHcMpoBaHnA ByoeT YMeHbLLUEeHa Ha CyMMY BbINfia4eHHOro Hasrora
(COY yMeHbLWNT cymMMy crneayroLlen npeaBapuTernbHOM BbIMmaTbl). ene cec
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Materials

* http://www.kolarcticenpi.info/en

e Material for ongoing projects:
- For reporting: templates, forms and other material;
- Project implementation manual;
- Training materials.
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MaTtepuansbl

% * http://www.kolarcticenpi.info/en

‘ ® MaTepMa.ﬂbl ANnA TeKYyLWnxX npoeKToB:

\, - OTyeTHOCTb: BnaHkn, popmbl 1 gpyrme matepuarbi;

- [1pakTn4yeckoe pyKkoBOACTBO AS1A TEKYLLNX MPOEKTOB;
- Matepuanbl Mo TPEHUHTY.
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