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1 INTRODUCTION
1.1 Basis
This Implementing Manual is targeting Grant Beneficiaries which are implementing grant contracts under the any of the Call for Proposals for the Cross-border Cooperation Programme Serbia – Montenegro 2014-2020 (hereinafter ‘the Programme’). The Programme is implemented under the framework of the Instrument of Pre-accession Assistance (IPA II) and is the result of joint planning efforts made by the governments and other stakeholders of the two countries. IPA II supports cross-border cooperation with a view to promoting good neighbourly relations, fostering European Union integration and promoting socio-economic development. The legal provisions for its implementation are stipulated in the following pieces of legislation:

· Regulation (EU) No 231/2014 of the European Parliament and of the Council of 11 March 2014 establishing an Instrument for Pre-accession Assistance (IPA II) 

· Regulation (EU) No 236/2014 of the European Parliament and of the Council of 11 March 2014 laying down common rules and procedures for the implementation of the Union's instruments for financing external action

· Commission Implementing Regulation EU no 447/2014 of 2 May 2014 on the specific rules for implementing the IPA II regulation.

The Programme analyses the socio-economic situation of the border region, sets out a common strategy for remedying problems identified and formulates joint thematic priorities for development. As specified in its programme document, its implementation is carried out through calls for proposals such as this one. These calls will be launched at regular intervals in order to fund cross-border cooperation projects that will contribute to achieving the strategic objectives agreed upon by the participating countries. More details about this IPA II Cross-Border Cooperation Programme 2014-2020 can be found on the web page www.cbcsrb-mne.org and are available for download on the web page of www.mei.gov.rs, and on the web page of the www.dei.gov.ba.

The Programme is implemented jointly by both countries. In Republic of Serbia, the responsible institutions are:

· Ministry of European Integration (MEI), in charge of the overall coordination of the programme, is the Operating Structure (OS) in this country;

· Ministry of Finance, Department for Contracting and Financing of EU Funded Programmes (CFCU), responsible for all contract and payment issues, is the Contracting Authority (CA).

In Montenegro, the responsible institutions are: 

· European Integration Office (KEI), responsible for the overall coordination of the programme (CBC body) in this country;

· Ministry of Finance of Montenegro - Directorate for Finance and Contracting of the EU Assistance Funds, as integral part of the management and control system (Control body) in this country.

Moreover, the implementation of the Programme is overseen by a Joint Monitoring Committee (JMC) composed of representatives of both participating countries' institutions and civil society. The CA, the OSs and the JMC are assisted by the Joint Technical Secretariat (JTS) based in Uzice, Republic of Serbia, and staffed with experts from Serbia and Bosnia and Herzegovina. The JTS is the administrative body responsible for the day-to-day management of the Programme including support and advice to potential applicants as well as grant beneficiaries. The JTS has an antenna located in Tuzla, Bosnia and Herzegovina. The JTS will assist potential applicants in develop and maintain a network of stakeholders; advise grant beneficiaries in project implementation and prepare, conduct and report on monitoring visits to cross-border cooperation actions.
1.2 Purpose of this document

This document serves as guidelines for Grant Beneficiaries that already signed the Contract with the CFCU for implementation of the project submitted under any Call for Proposal. It provides an overview of procedures and practical aspects of implementation of grant scheme contracts financed under EU External actions.

The grant contract implementation procedure is based on relevant national legislation and EU Regulations and Procurement and Grants for EU External Actions - Practical Guide (PRAG) - 2016 version. This document is not intended to replace the procedures and PRAG, but rather to provide summary and guidance to grant beneficiaries on application of these rules and procedures. The Grant Beneficiaries should observe the contract and its annexes as their formal obligation.

For references on specific issues the full version of PRAG is to be consulted. The document is available on the following web site:
http://ec.europa.eu/europeaid/prag/?header_description=DEVCO+Prag+to+financial+and+contractual+procedures+applicable+to+external+actions+financed+from+the+general+budget+of+the+EU+and+from+the+11th+EDF&header_keywords=ePrag%2C+europa 

1.3 Contractual documents

The documents that are constituent part of the Grant Contract are listed below and they present additional documents that set out rules and procedures to be followed in the project implementation. They are not presented in order of importance but they are listed as they are presented in the Grant Contract. With each of the documents a brief description and key practical elements are presented in the following table:
	Document
	Description
	Practical aspects

	Special conditions - grant contract
	The grant contract determines the basic rules of the contract including implementation period, finances and reporting. The document, supplemented with annexes
, represents the legal basis for contractual relation between the grant beneficiary and the Contracting Authority (CFCU)
	Defines maximum grant available, co-financing requirements, payment dynamics.
Defines implementation period and lists all the annexes related to the implementation phase.

	Description of the action
	Annex I to the Grant Contract provides detailed description of the project as proposed by the grant beneficiary in the application phase.
	The anticipated activities, results and indicators to be closely followed. Any discrepancy to be reported to the CA.

	General conditions
	Annex II to the Grant Contract sets up general and administrative provisions of project implementation.
	Document covering all the implementing rules and aspects. To be consulted in each formal step/issue in the implementation phase.

	Budget of the action
	Annex III to the Grant Contract provides detailed financial structure of the project as proposed by the grant beneficiary in the application phase and agreed during the budget clarification process.
	The original budget cannot be exceeded in the implementation. Amendments of the budget to be implemented in line with the procedure.

	Contract award procedures
	Annex IV to the Grant Contract sets down the rules for procurement by the grant beneficiaries.
	Used when purchasing services, supply or works (normally the main budget headings 3, 4, 5 and 6). Grant beneficiaries to ensure that the rules are fully respected.

	Request for payment
	Annex V to the Grant Contract is standard template needed when requesting funds from the CFCU.
	To be completed in the provided template. Calculations of further financing instalments to be checked.

	Model of narrative and financial report
	Annex VI to the Grant Contract is standard template used for reporting on activities and finances of the EU funded grant project.
	Templates to be used in the exact form to report proceedings on the project, including financing aspects.

	Terms of reference for an expenditure verification of a EU financed grant contract
	Annex VII to the Grant Contract is standard template for verification of the project incurred costs (This Annex is only required for the project where the grant size is higher than 100 000 EUR)
	Anticipates engagement of an independent auditor. The auditors' report needs to follow the templates provided in Annex VII.

	Model financial guarantee
	Annex VIII to the Grant Contract is standard template required from the CA necessary to secure the initial payment from the Contracting Authority to grant Beneficiary, if relevant as per GC.
	Financial guarantee needs to be provided if it is anticipated for in the special conditions (Article 4)

	Transfer of Ownership of Assets
	Annex IX to the Grant Contract is template to be used in case of transfer of ownership of an equipment/supply to the local partners and/or final beneficiaries.
	Lead Beneficiary to ensure transfer of ownership before conclusion of the project. Certificate to be provided with the final report.


1.4 Institutional Framework
In this paragraph all the relevant stakeholders that are involved in the implementation are presented as well as their role in the implementation

Grant beneficiaries: Lead Applicant, Co-applicant/s and Affiliated Entities (if any). Lead Applicant is appointed by the grant beneficiaries and is in charge of project implementation and is directly responsible for the preparation and management of the action (project). It is responsible for the project implementation as set out in Annex I to the Grant Contract. Lead Applicant and Co-applicant(s) are collectively referred to as Beneficiary(ies); i.e. Lead Beneficiary (Coordinator) and Co-beneficiary(ies). Beneficiaries(ies) are responsible for procurement and are obliged to use procedures and documents complying EU PRAG rules in all procurement procedures (rules set out in Annex IV to the Grant Contract). Lead Beneficiary provides narrative and financial reports, requests necessary payments, and is ultimately responsible for project finances and records.

Contracting authority: Department for Contracting and Financing of EU Funded Programmes (CFCU). The CFCU is acting as the Contracting Authority (CA) and is responsible for the correct administrative and financial implementation of the grant schemes together with the Control Body (CB) from the partner country responsible for the implementation of the budgetary tasks from the other side of the border. It is the authority empowered to conclude the contract. In the CFCU a dedicated Project Manager will be responsible for the action.

Operating Structures: The Ministry of European Integration of Republic of Serbia (MEI) and the European Integration Office (KEI). OSs are responsible for the monitoring of the projects under the awarded Grant Scheme. In the Operating Structures a dedicated Programme Officer will be responsible for the action.

1.5 Contacts

In order to facilitate communication and implementation of this Grant Scheme the Operating Structures under the supervision of the CA created the Help Desks which is a temporary service located in the JTS offices in Prijepolje and Bijelo Polje. It will support grant applicants through monitoring visits, e-mails/letters, telephone calls, in person visits.

	Joint Technical Secretariat

Zore Tomašević 5, 31300 Prijepolje, Serbia

Phone: +381 33 711 705
	 HYPERLINK "mailto:" 
Joint Technical Secretariat - Antenna Office

Živka Žižića bb, 84000 Bijelo Polje, Montenegro

Phone: +382 AAA AAAA AAA

	E-mail: jts@cbcsrb-mne.org


Since one of the parties of the contract is the CFCU and the other party is Grant beneficiary the correspondences and view exchanges with third parties regarding implementation of the contract shall not bind the CFCU.
2 PROJECT MANAGMENT
2.1 Project team
In order to complete all project activities efficiently and effectively, the Beneficiary(ies) are responsible for setting up an efficient and reliable management and coordination team that can handle all the administration of the project. Project coordination includes both issues related to the thematic activities of the project, as well as the purely administrative and financial management of the project. It is recommended that project partners agree among themselves and nominate two positions that are crucial throughout the project period: Project manager and Financial officer.

Project manager - would be responsible for the overall organization of the project implementation. This includes management of various components of the project that ensures all procurement procedures are respected, including preparation of all reports, implementation of visibility procedures, etc. This person should have good organizational skills, ability to work as a team player and under tight deadlines.

Financial officer - responsible for the accounts, financial reporting, the internal handling of the funds, as well as update of financial records and accompanying documentation. Financial officer would coordinate procurement activities if no specialist is nominated for this purpose. The financial officer should work in close contact with the project manager in order to enable efficient overall financial management of the operation. As an additional skill it is recommended to be quite familiar with spreadsheet programs such as Microsoft Excel.

Template for Decision on appointment of project team members is provided in the Annex 1 - Appendix 1.

2.2 Obligations vis-à-vis Grant Contract

The Grant Beneficiaries shall implement the Action under its own responsibility and in accordance with the Description of the Action in Annex I to the Contract. The Grant Beneficiaries shall implement the Action with the requisite care, efficiency, transparency and diligence, in line with best practice in the field concerned and in compliance with the Grant Contract.

The Lead Beneficiary and the Contracting Authority are the only parties to this Contract. The Lead Beneficiary has the sole responsibility of actions arising from the implementation of their project. The JTS will provide all necessary support during the implementation.

The roles and responsibilities of Co-beneficiaries are described in the Partnership Agreement signed between Lead Beneficiary and its Co-beneficiaries.

Model partnership agreement is provided in Annex 1 - Appendix 2.

2.2.1 Main Characteristics of the Grant Contract

The Grant Contract signed between Lead Beneficiary and the CFCU is the main document that defines the responsibilities of different parties, reporting requirements, eligibility of costs, accounting, payments, etc.

· In the Contract the size of the grant and the amount of the co-financing to be provided by the Lead Beneficiary is clearly stated. No increase in the amount of the Grant is possible.

· If at the end of the Action, the total costs of the Action are less than the estimated total eligible costs as referred to in Article 3.1 of the Special Conditions, the grant shall be calculated by applying the percentage laid down in Article 3.2 of the Special Conditions.

· In awarding any sub-contracts required for the purposes of the Project, the Lead Beneficiary must comply with the rules set out in Annex IV to Grant contract (Procurement by Grant Beneficiaries in the Context of European Union External Actions).

· Grant Beneficiaries must take all necessary measures to ensure the visibility of the EU financing. Such measures must comply with the Communication and Visibility Manual for EU External Actions laid down and published by the European Commission, that can be found at: https://ec.europa.eu/europeaid/sites/devco/files/communication-visibility-requirements-2018_en.pdf 
2.3 Handling changes in the project implementation
As soon as the Contract is signed the Grant Beneficiaries should start with implementation of the planned activities. Nevertheless, there might be a situation when project circumstances changed and it required making some changes. The procedure for the change in the grant contract could be classified as minor or major change.

When there is a need to make a change in the Grant Contract it is always recommended to first contact the responsible Project Manager in the CFCU and in communication agree if it is a minor or a major modification. Upon reaching the agreement proceed with preparation of the necessary documentation and official submission of the request to the CFCU.

Bear in mind the following:

· Grant Contract can only be modified during the implementation period stipulated in the Contract.

· Maximum amount of the EU funded grant cannot be increased.

· Grant Beneficiary must dully justify its request. In case the requests are inadequate or with poor justification they will be rejected by CFCU.

· Requests for major contract modifications must allow an adequate time-limit (minimum 30 days) for the addendum to be signed by all parties, before the modifications are intended to enter into force.

· Any modification extending implementation period of the contract must be such that final payments can be completed before the end of the execution period.
2.3.1 Minor changes

Minor project change is a change that cannot significantly jeopardize project implementation. Minor changes in the contract may be implemented without receiving a prior agreement of the CFCU, but should be later notified in the next relevant report (interim or final report). The Coordinator will ensure that at least the CFCU is notified and consulted in advance. Notification letter should be signed, stamped and sent to the CFCU in hard copy as well as via email.

In case of minor Contract changes, the Lead Beneficiary may apply the amendment without the prior consent of the CFCU. The Lead Beneficiary must however send a Notification Letter (in the format shown in Annex 5 - Appendix 6, with a copy to the CFCU no later than 10 days after making the modification. The CFCU will review the notification and may oppose the Lead Beneficiary's modification. In that case CFCU sends a written notification to the Lead Beneficiary. If no reply is provided by the CFCU within 15 days, the minor change can be considered as tacitly approved.

Minor modifications that require only written Notification Letter to the CFCU by Lead Beneficiary and no formal Addendum may include:

· Minor changes in activities with no budgetary implications;

· Budget modifications that do not affect the basic purpose of the project; and the financial impact is limited to a transfer within the same main budget heading including cancellation or introduction of an item, or a transfer between budget headings involving a variation of 25% or less of the amount originally entered under each relevant heading for eligible costs (not applicable to the heading for Administrative costs and Contingency);

· Change of address or phone number;

· Change of bank account;

· Change of auditor;

· Change of key-experts such as managers, trainers, etc.;

· Increase or decrease in numbers of equipment or unit prices without changes of the budget amount allocated for that budget item.

Further details on the procedure for implementation of minor changes of the project with templates and examples are available in the Annex 5.

2.3.2 Major changes

Major modifications in the contract require a formal Addendum (in line with Article 9 of the General Conditions) to the contract to be signed before their implementation may be requested by the Lead Beneficiary or initiated by the Contracting Authority. In case of major modifications of the Contract, an Addendum should be prepared before making the change.

In case of major changes requiring Contract Addendum, the Lead Beneficiary will consult the responsible Project manager at the CFCU prior to the request. The Lead Beneficiary must submit a request for an Addendum, using standard template given in the Annex 5 - Appendix 1, with a copy to the Operating Structures one month before the date on which the amendment should enter into force, unless there are special circumstances duly substantiated by the Lead Beneficiary and accepted by the CFCU. The request for Addendum should include a detailed justification.

The CFCU examines the request for Addendum and rejects requests which have little or no substantiation. CFCU will approve requests for Addendum that are properly substantiated and do not question the Grants award decision or are not contrary to the equal treatment of Applicants, such request must be endorsed by the EUD after the approval of Head of CA and before signing the Addendum.

Major modifications that require a formal Addendum are as follows:

· Extension or early closing of the Grant Contract;

· Significant changes in activities that effect the basic purpose of the project as long as the proposed changes do not question the grant award decision and are not contrary to the equal treatment of applicants;

· Transfers amongst budget headings; involve a variation of more than 25% of the amount originally entered under each relevant heading for eligible costs;

· Addition or cancellation of a new budget item in the Budget;

· Change of project partners (addition or replacement);

· Changes in your organisation's name or legal status.

Further details on the procedure for implementation of project amendments with templates and examples are available as appendices of the Annex 5.
3 FINANCIAL MANAGEMENT AND RECORD KEEPING

I t is a specific requirement under the contract that the funds received from the EU Commission are clearly identified and segregated from the general account of the Beneficiary(ies) so as to ensure clarity in case of audit and that any interest accrued is reflected accurately. It is obviously that a separate bank account will be opened specifically for the action. However this is not always feasible but in that case a sub-account reference within an organization’s main bank account can be opened.  There may be cases where a new bank account or sub-account cannot be opened. In these cases the Lead Beneficiary must justify why it cannot open either a new account or sub account and provide a clear indication how they intend to maintain a segregation of the funds from the point of reception through to disbursement, and accurately calculate and notify any interest accrued. 

Only in exceptional cases (for example in case of salaries of public institutions) financial transactions could be implemented from regular Beneficiary(ies) accounts. 

The Beneficiary(ies) and Affiliated Entity(ies) shall keep accurate and regular accounts of the implementation of the Action using an separate accounting and double-entry book-keeping system. The accounts shall comply with the accounting and bookkeeping policies and rules that apply in the country concerned and shall enable income and expenditure relating to the Action to be easily traced, identified and verified.

Grant Beneficiaries must prepare and record all technical and financial documentation for all project activities. They must retain original supporting documents for all expenditures incurred and must keep accurate and regular records and accounts on the project implementation. Documentation needs to be kept for 5 years (3 years for grants below 60.000 EUR). It is also expected that Grant Beneficiaries respect all local regulation for accounting and financial management as well as regulations stated in the Grant Contract.

In order to properly manage project finance it is advised:

· Advance payments from the project budget should be carefully considered. In the case of procurement procedure the Lead Beneficiary would review risk on case-by-case basis;

· No transfer should be realized from the project bank account to any other one, apart from the parties involved in the project such as the project staff, suppliers, service providers, contractors etc.;

· In principle, no cash payments should be done from the project bank account. All payments should be made via bank transfers apart from small payments all in accordance with local regulation;

· Upon end of the Project, a bank statement and a letter taken from the bank expressing whether any interest has accrued to the project bank account should be submitted to the CFCU with the Final Reports;

· All expenditures included in the "Budget for the Action" (Annex III to the Grant Contract) covered by the "co-financing" and "final payment" must be incurred during the project duration. All payments must be made before the Final Report is submitted to the CFCU except the costs by nature requiring after payment such as social security taxes for staff salaries and utility bills for the last month, cost for expenditure verification. Please note that, all payments must have legitimate proofs.

Guidance for financial reporting is provided in Annex 3.

3.1 Eligible cost

The grant is awarded to a project on a cost-reimbursement basis. Budget for the Action (Annex III to the Contract) gives a cost estimate of the project eligible costs. In reviewing Interim/Final Reports, the CFCU together with Control Body certifies costs eligible for payments. Ineligible costs will result in a lower payment than the Lead Beneficiary may have expected in the budget, and in certain circumstances can lead to the recovery of the pre-financing payment. At the end of the Project, the grant amount is calculated based on the actual eligible costs, not on the project budget estimate.

It is Lead Beneficiarie's responsibility to ensure that project funds are spent in a timely manner and in compliance with the EU regulations and with local legislation. Accounts and expenditure relating to the project implementation must be easily identifiable and verifiable all in accordance with Article 14 of the General Conditions.

The table below present the relation between the formal rules for cost eligibility, practical approach and main budget headings concerned.

	Formal rules
	Practical aspects in relation to eligibility
	Main budget headings concerned

	They are incurred during the implementation of the Action
	· Only costs which incurred during the contract duration are eligible
· Preparatory costs are not eligible
	· Concerns all the main budget headings
· Exception are the costs which are related to audit and preparation of final reports
· Exception are specific costs which are by definition implemented with delay - social security taxes for staff salaries and utility bills for the last month

	They are indicated in the estimated overall budget for the Action
	· Only the costs which are indicated in the budget table (as annexed to the Grant Contract - Annex III)
	· Concerns all the main budget headings

	They are necessary for the implementation of the Action;
	· Only the costs showing direct relation to the implementation
	· Concerns all the main budget headings
· Salaries - relation to activities reasonably justified through time-sheets of experts

	They are identifiable and verifiable, in particular being recorded in the accounting records of the Beneficiary(ies) and determined according to the accounting standards and the usual cost accounting practices applicable to the Beneficiary(ies)
	· Each cost is recorded in accounting records and backed by proper financial documentation
· The Beneficiaries are using accounting system and codification of transactions which allows transparent and separate identification of project- related costs
	· Concerns all the main budget headings

	They comply with the requirements of applicable tax and social legislation
	
	· Salaries: costs of staff must include social security charges and other remuneration costs
· Salaries: beneficiaries to provide proof of payment of these costs
· Equipment and external services - VAT exemption procedure to be implemented

	They are reasonable, justified and comply with the requirements of sound financial management, in particular regarding economy and efficiency
	· Costs presented in the budget (Annex III to the Grant Contract) are only forecast of real costs - the approved unit-rates are not automatically eligible (with the exception of simplified cost option).
· Beneficiaries need to observe principles of economy and efficiency throughout the implementation (measured by normal market standards)
	· Concerns all the main budget headings
· Salaries, per-diems: should not exceed those normally borne by the grant beneficiaries
· Procurement of supplies and services: unit rates to correspond to normal market standards
· Procurement of supplies and services: transparent procurement procedure to be implemented as indicated in the Annex IV of the Grant Contract


Indirect costs: A fixed percentage of the direct eligible costs of the Action, not exceeding the percentage laid down in the Article 3 of the Special Conditions may be charged as indirect costs. They may not include ineligible costs or costs already declared under another budget item.

Contingency reserve: A reserve for contingencies and/or possible fluctuations in exchange rates not exceeding 5% of the direct eligible costs can be included in the budget of the Action, to allow for adjustments necessary in the light for unforeseen change of circumstances on the ground. The reserve can be used only with prior approval of the Contracting Authority, upon dully justified request by the Lead Beneficiary.

3.2 Payment procedures

Payments within the Grant Contract may be executed in two ways:

1. From Contracting Authority to Lead Beneficiary and from Lead Beneficiary to project staff, subcontractors, administrative costs, etc. or;

2. From Contracting Authority to Lead Beneficiary; from Lead Beneficiary to Co-beneficiary and from Co-beneficiary to project staff, subcontractors, administrative costs, etc.

Payment procedures are presented in Article 4 of the Special Conditions of the Grant Contract. The Contracting Authority (CFCU) makes the payments in the following manner:

Initial pre-financing payment:

The initial pre-financing payment shall be made within 30 days from the signature of the contract. For the purpose of the initial pre-financing payment the signed contract serves as payment request. A financial guarantee shall be attached if required in the Special Conditions.

According to Article 15 of General Conditions the appropriate option will be used:

· Option 1 - For Actions with an implementation period of 12 months or less or grant of 100.000 EUR or less an initial pre-financing payment of 80 % of the maximum amount referred to in Article 3.2 of the Special Conditions (excluding contingencies) applies. 

· Option 2 - For Actions with an implementation period of more than 12 months and grant of more than 100.000 EUR an initial pre-financing payment of 100 % of the part of the estimated budget financed by the Contracting Authority for the first reporting period (excluding contingencies) applies. The part of the budget financed by the Contracting Authority is calculated by applying the percentage set out in Article 3.2 of the Special Conditions.

Further pre-financing payment (interim payment):
For Actions with an implementation period of 12 months or less or grant of 100.000 EUR or less no further pre-financing payment is issued.

For Actions with an implementation period of more than 12 months and grant of more than 100.000 EUR further pre-financing payments of 100% of the part of the estimated budget financed by the Contracting Authority for the following reporting period (excluding not authorised contingencies) applies according to the following rules:

a) The reporting period is intended as a twelve-month period unless otherwise provided for in the Special Conditions. When the remaining period to the end of the Action is up to 18 months, the reporting period shall cover it entirely. The Lead Beneficiary shall present an interim report within 60 days following the end of the reporting period;

b) If at the end of the reporting period the part of the expenditure actually incurred which is financed by the Contracting Authority is less than 70% of the previous payment (and 100% of any previous payments), the further pre-financing payment shall be reduced by the amount corresponding to the difference between the 70% of the previous pre-financing payment and the part of the expenditure actually incurred which is financed by the Contracting Authority;

c) The Lead Beneficiary may submit a request for further pre-financing payment before the end of the reporting period, when the part of the expenditure actually incurred which is financed by the Contracting Authority is more than 70% of the previous payment (and 100% of any previous payments). In this case, the following reporting period starts anew from the end date of the period covered by this payment request;

d) In addition, for grants of more than EUR 5.000.000, a further pre-financing payment may be made only if the part financed by the Contracting Authority of the eligible costs approved is at least equal to the total amount of all the previous payments excluding the last one.

The total sum of pre-financing payments may not exceed 90% of the amount referred to in Article 3.2 of the Special Conditions, excluding not authorised contingencies.

Final balance payment:

For all projects a balance of the final amount of the grant is paid as a final payment.

The Beneficiary(ies) is required to indicate and prove own co-financing of the Action with the final financial reports.
Contracting Authority expects Grant Beneficiaries to begin implementation of their activities, as per signed Contract, with their own contribution without waiting for the initial pre-financing payment.

In order to monitor and to perform good financial management of the implemented project, the Lead Beneficiaries must be aware that for each payment there should be sufficient supporting documents. The table below summarizes the main supporting documents that the Grant Beneficiaries should retain and present in case of audit:

	Budget Heading
	Supporting documents

	Human Resources
	· Decision of appointment of project team members,
· Staff and payroll records such as contracts, salary statements and time sheets,

· Contracts with project staff members (originals or copies to be kept on file),

· Time-sheets of project staff members with clear description of performed tasks (originals to be kept on file),

· The bank statements proving actuality of expenditures (originals to be kept on file).

NB: Clear records of all local staff and expatriate staff costs that relate to the project should be kept. Information that should be kept includes the working contract and the details of calculation from gross salary to net salary including relevant social security and insurance contributions. Signed and approved time-sheets is the soundest way to demonstrate the distribution of a person work on a project. All these costs must be documented for the Beneficiary(ies) and Affiliated Entity(ies). Lack of documentation and/or access to payroll information is a frequent source of cost ineligibility.

	Travel-costs and per-diems:
	· Travel warrant or similar,

· Proof of purchase/payment such as invoices and receipts,

· For fuel and oil expenses, a summary list of the distance covered, the average consumption of the vehicles used, fuel costs and maintenance costs (Car log, fuel bill), internal rulebook on fuel consumption (if applicable) 
· Boarding passes, train tickets, bus tickets, rent of vehicle or other proof of travel,

· The bank statements proving actuality of expenditures (originals to be kept on file).

NB: Boarding passes - Air fares must be substantiated by the passenger receipt and proof of payment. Exceptionally, for circumstances where “traditional” original boarding passes are not provided by the airline company, other adequate alternative and/or corroborative evidence may be accepted (attendance list of a conference, hotel bills, credit card accounts, copy of passport entry/exit stamps, declaration on honour, etc.) provided that the person concerned undertakes not to have been or be refunded by any other means of this expense.

	Equipment purchase:
	· Proof of purchase such as invoices and receipts,

· Contracts with the sub-contractors with all relevant annexes (originals to be kept on file),

· Market analysis,

· Tender documentation on the basis of which the purchase have been made – for all supplies above 2.500 EUR (originals to be kept on file),

· Proof of sending the tender documentation to at least three potential tenderers under competitive negotiated procedure (originals to be kept on file),

· Offers received in the tendering process with envelopes/proof of receipt (originals to be kept on file),

· Evaluation reports and other documents related to the evaluation process (originals to be kept on file)

· Proof on delivery of equipment – acceptance certificates, origin certificates (originals to be kept on file).

· The bank statements proving actuality of expenditures (originals to be kept on file).

	External services:
	· Invoices for implementation of external services,

· Contracts with the sub-contractors with all relevant annexes (originals to be kept on file),

· Tender documentation on basis of which the external services have been engaged – for all services above 2.500 EUR (originals to be kept on file),

· Proof of sending the tender documentation to at least three potential tenderers under competitive negotiated procedure (originals to be kept on file),

· Offers received in the tendering process with envelopes/proof of receipt (originals to be kept on file),

· Evaluation reports and other documents related to the evaluation process (originals to be kept on file),

· Proof for the implementation of services – reports, documents, time-sheets if fee-based, other proof as applicable (originals to be kept on file),

· The bank statements proving actuality of expenditures (originals to be kept on file).

NB: As a general rule, tasks performed by consultants, experts and/or other service providers (e.g. accountants, lawyers, translators, external IT staff, etc…) are to be considered as resulting from implementation contracts (Article 10 of GC). Consequently, Beneficiaries must award these contracts in accordance with Annex IV to the Grant Contract. These costs are thus not considered as human resources (budget heading 1) but as other costs/services (notably budget heading 5 or 6)*

	Works:
	· Invoices for implementation of works,

· Contracts with sub-contractors with all relevant annexes (originals to be kept on file),

· Tender documentation on the basis of which the works have been engaged – for all works above 2.500 EUR (originals to be kept on file),

· Proof of sending the tender documentation to at least three potential tenderers under competitive negotiated procedure (originals to be kept on file),

· Offers received in the tendering process with envelopes/proof of receipt (originals to be kept on file),

· Evaluation reports and other documents related to the evaluation process (originals to be kept on file). 

· Proof for the implementation of works – acceptance certificates, report from supervision of works (originals to be kept on file),

· The bank statements proving actuality of expenditures (originals to be kept on file).

NB: All paperwork related to procurement undertaken for all work, supply and service contracts (Article 10 of the GC) have to be available to verify that all the purchases have been done following the applicable procurement rules. It is therefore advisable to file together all the documents that can prove that the rules have been complied with: the consultation of the market or market analysis, the tender dossier, the bids from the candidates, the result of the evaluation, etc…


NOTE: Lack of documentation in tendering procedures, i.e. insufficient evidence that the procurement process managed by the Beneficiaries conforms to the requirements of the legal framework, is one of the most recurrent sources of ineligibility of costs.

Some of the above documentation might not be relevant in case where costs are implemented under Simplified Cost Option. In this case documentary proof is required “that the cost generating event took place”.
Other supporting documentation:

· Conferences and meetings:

· Signed attendance lists,

· Presentations and other materials used,

· Photos of events.

· Visibility:

· Copies of publications in printed media,

· Copies of media plans and recording of ads/presentations in electronic format.
· Proof that taxes and/or VAT that have been paid cannot actually be reclaimed.
Accounting records (computerized or manual) from the Beneficiary(ies)’s accounting system such as general ledger, sub-ledgers and payroll accounts, fixed assets registers and other relevant accounting information.

Final Report of the Action must be accompanied with set of appendixes set out in the Annex 3:

· Appendix 3 - Financial report,
· Appendix 4 - Final narrative report,
· Appendix 5 - Request for payment (annex V of the GC),
· Appendix 6 - Financial guarantee (annex VIII of the GC),
· Appendix 7 - Expenditure verification (annex VII of the GC),
· Appendix 8 - Transfer of Ownership of Assets,
· Appendix 9 - List of Expenditures.
3.3 Value added tax

According to IPA Implementing Regulation Article 34(2) the following expenditures shall not be eligible:

· Taxes, including value added taxes,

· Customs and import duties or any other charges.

In accordance with the Law on ratification of Framework agreement between the Government of Republic of Serbia and the Commission of the European Communities on the rules for co-operation concerning EC financial assistance to Montenegro in the framework of the implementation of the assistance under the Instrument for pre-accession assistance (IPA), Community financed contracts for services, supplies or works carried out by contractors registered in Republic of Serbia or Montenegro shall be exempted from VAT for services rendered, goods supplied and/or works executed by them under EC contracts.
In this Grant Scheme Department for Contracting and Financing of EU Funded Programmes (CFCU) acts as Contracting Authority (CA) in indirect management and it is in charge of VAT exemption for the Serbian partners in consortium while funds dedicated for implementation of contract from aside Montenegrin partners, relevant institution is the Ministry of Finance of Montenegro - Directorate for Finance and Contracting of the EU Assistance Funds, as integral part of the management and control system (Control body) in this country.

VAT principles:

· VAT will be exempt in advance, only before the service, supply or works are delivered,
· VAT exemption will be done on the total amount (EU and co-financing),
· VAT exemption will be done at the level of each Invoice, not at the level of contract.

VAT exemption procedure (at the project level):

In Serbia:

All Final Beneficiary(ies)/End Recipients can be VAT exempted if they submit valid documentation in time to the Tax Administration Office. If the documentation is not valid and it does not arrive in time, the Final Beneficiary(ies)/End Recipients shall bear the cost of VAT. 

The VAT exemption is possible exclusively prior the provision of services/supplies/works. For every cost, before it is incurred, the beneficiary should fill in a request for Value Added Tax exemption (PPO-PDV form) and submit it to the Tax Administration Office in Belgrade. The form is available on the website of Tax Administration: http://www.poreskauprava.gov.rs/sw4i/download/files/cms/attach?id=330 
Following documents have to be submitted to the Tax Administration:

· Before the first exemption the Final Beneficiary(ies)/End Recipients must submit to the Tax Administration a copy of the signed Contract with translation of the significant elements (the translation is done by the CFCU), original authorization with specimen signature of the person authorized for VAT exemption as well as the organization’s seal,
· 1 copy of the pro-forma invoice
,
· original filled in PPO-PDV forms
.

This documentation should be timely submitted to the Tax Administration Head Office, 3-5 Save Maskovica Street in Belgrade.
Charging of VAT or taxes is a frequent source of cost ineligibility; therefore particular attention has to be paid to understand the correct treatment of taxes.

The template of request for VAT exemption is available in Annex 6 of this document.
In Montenegro:

Since the Contracting Authority is located outside of Montenegro, the competent authority for the VAT exemption procedure is the Directorate for European funds of Ministry of European Affairs of Montenegro (Control body). In this regard, after the Grant contract signing, the beneficiary of the Grant contract should contact the General Directorate for Consular Affairs of the Ministry of Foreign Affairs of Montenegro with a request for registration of the Grant contract, which is the basis for the subsequent issue of the VAT Exemption Certificate. The CA will provide to the relevant body  electronic form/scanned version of the signed grant contracts. The General Directorate for Consular Affairs issues a certificate of registration of the Grant contract.

Before supply, service of works are delivered Subcontractor submits to the Control body:

1) Request for VAT exemption(Zahtjev za oslobadjanje od PDV-a);

2) Pro-forma invoice which must have following:

i. Date of issuing of Pro-forma Invoice,

ii. Pro-forma Invoice number,

iii. Contract name and Contract number,

iv. Contactor's name or name of the issuer of the Pro-forma Invoice,

v. Contractor's address or Address of the issuer of Pro-forma Invoice,

vi. Bank account number of the Contractor or Issuer of the Pro-forma Invoice.

3) If all documents are valid the Control body is issuing a Certificate for VAT exemption to the Contractor with obligation to submit copy of Certificate to Tax administration within 5 days.

4) The Control body keeps records about issued Certificates, i.e. about deliveries of products, services provided or grants realized on which the tax exemption is applied (type, quantity, amount of products and services).

5) Sub-Contractor and Coordinator are obliged to keep records about deliveries of products, services provided, or grants realized on which the tax exemption is applied.
The template of Request for VAT exemption is available in Annex 6 of this document.
3.4 Project documentation filing

Grant Beneficiaries must prepare and record all technical and financial documentation for all project activities. The Lead Beneficiary must retain original supporting documents for all expenditures incurred and must keep accurate and regular records and accounts on the project implementation.

To be considered eligible for EU financing, expenses must have actually been incurred during the implementation of the project and be identifiable and verifiable - this means they must be recorded in the accounts and backed by originals of supporting evidence.

Besides standard local book-keeping system, for final project reports all expenditures must be presented in the form of templates provided in the Annex VI of the Grant Contract. In addition to Annex VI of the Grant Contract, a more detailed list of all expenditures indicating period, title, amount, relevant heading, has to be annexed to the report (General Conditions, Article 2.1.).

In case the Lead Beneficiary does not have a standardized filling system the following approach is possible/consistent.
	Folder 1

(Administrative)
	· General information about the project

· Contracts with all project staff

· Templates

· Copies of actual documents sent to CA as a correspondence

· All correspondence with project partners

· Meeting minutes

· Reports

	Folder 2 (Procurement)
	· Market research

· Tender dossiers for all the procedures

· Communication with Tenderers (misc clarification requests)

· Evaluation reports on Tender evaluation

· Contracts

	Folder 3 (Finances)
	· Copies of the Contract

· All original invoices, payment slips

· Financial report

· VAT exemption documents

	Folder 4 (Visibility)
	· Every visibility event

· Promotional material, prints, leaflets, press clippings

· CDs with project promotional events


4 CONTRACT AWARD PROCEDURES

The grant beneficiaries are required to comply with the grant contract Annex IV which indicates that if procurement by the Beneficiary(ies) is required, the contract must be awarded to the tender offering best value for money (i.e. the tender offering the best price-quality ratio) or, as appropriate, to the tender offering the lowest price. 

The Annex IV indicates that correct use of PRAG procedures would mean the principles of Annex IV are complied with. Taking into account the fact that no standardized approach or practice exists with the grant beneficiaries, the use of PRAG is recommended. The CA provides in this document brief guidance on the use of PRAG provisions and procurement documentation templates based on PRAG standard examples.

PROCUREMENT PLAN:

The grant beneficiaries are required to prepare after the beginning of the project implementation a procurement plan, which indicates all of their planned procurement procedures. The procurement plan will enable them monitoring, timely and efficient implementation of their procedures. The Lead Beneficiary shall submit the procurement plan via e-mail to the Contracting Authority within a month from grant contract signature/start of grant contract implementation. The procurement plan is checked by Contracting Authority and information on verification results will be send to the Lead Beneficiary within 10 working days from its receipt. The format of the procurement plan is given as Annex 2 - Appendix 2 to this Manual.
THE RULES ON NATIONALITY AND ORIGIN:

For each external financial instrument (including EDF), specific rules on nationality and origin may apply.

Basically, in regard to the rules on nationality, the grant beneficiaries have no specific limitation.

In principle, products supplied under a procurement contract, financed under the EU budget (Grant Contract) must originate from an eligible country as designated by the relevant Instrument(s). However, these products can originate from any origin (full untying) if their value is below the threshold of the competitive negotiated procedure - EUR 100 000.

Details on these rules can be found in the Practical Guide for Procurement and Grants for European Union external actions (PRAG) applicable to a specific call for proposals
.

THRESHOLDS:

The procedures for acquiring services or purchase of equipment need to follow the standard thresholds as presented in the following table:
	SERVICE CONTRACTS
	≥ € 300 000 

International restricted tender procedure 
	< € 300 000 but > € 20 000 

-Competitive negotiated procedure
	≤ € 20 000

Single tender

For service, works and supply contracts, a payment may be made against invoice without prior acceptance of a tender if the expenditure is ≤2 500€*

*the validation shall be done taking into account the invoice or equivalent proof of payment. Also, the overall value of the contract should be taken into account when validating partial payments.

	SUPPLY CONTRACTS 
	≥ € 300 000 

International open tender procedure
	< € 300 000 but 

≥ € 100 000 

-Local open  tender procedure

or
	< € 100 000 but 

> € 20 000 

-Competitive negotiated procedure
	

	WORKS CONTRACTS
	≥ € 5 000 000 

-International open tender procedure

or 

-International restricted tender procedure
	< € 5 000 000 but 

≥ € 300 000 

Local open tender procedure
	< € 300 000 

but > € 20 000 

Competitive negotiated procedure
	


PROCEDURES:

The main specifics of the above procedures are as follows:
	PROCEDURE
	SPECIFICS

	Invoice only
	· Market research

· Based on the consultation of one potential tenderer
· No tender documentation necessary

	Single tender procedure
	· Based on the consultation of one or more potential tenderers
· To achieve better value for money it is preferable to contact at least 3 potential tenderers
· Simplified tender documentation for single tender

	Competitive negotiated procedure
	· Based on direct invitation of minimum 3 competent tenderers
· 30 days from publication to deadline for submission
· Simplified tender documentation for competitive negotiated procedure prepared
· Evaluation report for service or supply contracts prepared

	Local open procedure
	· Based on public invitation according to the PRAG Annex “a11e_publication_guidelines_en”
· 30 days from publication to deadline for submission
· Full tender documentation prepared
· Evaluation report for service or supply contracts prepared

	International open procedure / restricted for service contracts
	· Based on public invitation  according to the PRAG Annex “a11e_publication_guidelines_en”
· 60 days from publication to deadline for submission for supply contracts
· 2 step procedure for service contracts, 30 days from publication until deadline for submission for first step (Expression of interest);  second step 50 days from invitation (preparation of full tenders)
· Full tender documentation prepared

· Evaluation report for service or supply contracts prepared


Further recommendations on implementation of contract award procedures are available in Annex 2 of this document - Public Procurement Procedure. For full reference the Grant Beneficiaries are advised to consult PRAG Manual.

TENDER DOCUMENTATION:

The grant beneficiaries carry overall responsibility for procurement procedure and thus have the right and responsibility to draft tender documentation in line with the requirements of the procedure.

To simplify the work of grant beneficiaries, the CA provides examples of tender documentation for single tender and competitive negotiated procedures. The proper use of the provided template documents will be considered as compliance with the rules (basic procedural requirement of the Annex IV of the Grant Contract). The provided templates are as follows:

· Single tender procedure (provided as Annex 2 to this document - Public Procurement Procedure). Instructions and single tender dossier provided. The TD is unified for two types of contract. It contains following documents:
· Services:

A. format of instructions to the potential tenderers (PART A Information for tenderer SERVICE);

B. format of offer/tender submission to be provided by the tenderer (PART B Tender submission form & technical offer SERVICE);

C. Format of financial offer (PART C Financial offer SERVICE).

· Supplies and Works:

A. format of instructions to the potential tenderers (PART A Information for tenderer SUPPLIES/ WORKS);

B. format of offer/tender submission to be provided by the tenderer (PART B Tender form and technical&financial offer SUPPLIES/ WORKS);

· Competitive negotiated procedure. The simplified tender dossier should be drafted in line with the PRAG. In order to draft it properly and to organize public procurement, relevant annexes and supporting documents could found on official PRAG website provided by the EC. 
http://ec.europa.eu/europeaid/prag/?header_description=DEVCO+Prag+to+financial+and+contractual+procedures+applicable+to+external+actions+financed+from+the+general+budget+of+the+EU+and+from+the+11th+EDF&header_keywords=ePrag%2C+europa 

· For open tender procedures the grant beneficiaries are recommended to use full PRAG templates. The appropriate use of these documents will be considered as compliance with international best practice.

5 MONITORING

Monitoring is a procedure to verify that funds are used for their stated purpose in the Contract and also to ensure that the projects are implemented in compliance with EU rules and procedures.

It is a process of collection and analysis and further use of information for the purpose of management and decision making.. Monitoring visits shall be conducted by JTS staff and   they may be accompanied by personnel from one or both CBC Bodies, and, exceptionally, by CA and/or Control Body staff, in order to preserve the distinction between the monitoring and control functions. In addition to the external monitoring the grant beneficiaries would establish internal monitoring system to self-asses their performance.

Internal monitoring process:

· tracks the actual performance or situation against what was planned or expected according to pre-determined targets,

· highlights the strengths and weaknesses in project implementation enabling managers to deal with the problems, find solutions and adapt to changing circumstances in order to improve the projects performance,

· provides an "early warning system", which allows for timely and appropriate intervention if a project is not in line with the initial plan.

Tips for external/internal monitoring

· Before the project implementation starts all project partners should be informed that monitoring will take place during course of the project,

· It is highly recommended that Lead Beneficiary presents the monitoring methodology. If beneficiaries do not have his monitoring methodology they are free to use the ones proposed by the CFCU.

During the monitoring process the following is monitored:

· The Procedures: compliance with procurement rules, eligibility of costs, Compliance with publicity and visibility rules, documentation and archiving, Bookkeeping and accountancy, reporting obligations, contract modifications, Non-compliances and irregularities,

· Progress of the implementation: Technical and financial progress, performance of indicators,

· Problems encountered: financial and procurement related issues, administrative problems, technical difficulties in implementation.

On-the-spot Checks:

On-the-spot checks related to management control and verifications of the activities and expenditures and incurred by beneficiaries shall be conducted by the CA for Serbian beneficiaries and the relevant Control Body for partner country beneficiaries. For these tasks, the Control Body will be responsible to the Contracting Authority that can join the Control Body for the on-the-spot verifications at the level of programme partners and lead beneficiaries coming from MNE territory. They shall, however, coordinate their visits, possibly both being in attendance, with the lead taken by the body where the beneficiary in question is located. Aim of the on-the-spot checks is to review formal aspects of the project at key points, such as with submission of reports. Project documentation will be thoroughly checked in the process.

Regular on-the-spot checks:

Minimum of 2 scheduled visits are planned to each Lead Beneficiary within the project duration. This number is indicative and may change depending on the project's duration, its risks and nature of these risks. The schedule will be set in agreement with the Lead Beneficiary following the project commencement. During the visits verification of the physical existence of the equipment and the implementation of the activities, as well as compliance with the procurement procedures are done.

Extraordinary visits:

Implemented either with or without prior notification, the visits are aimed to check specific project implementation aspects with risks identified, collect additional information for problem solving and to check if information on the spot corresponds with the information received by the CFCU. Due to potential unannounced checks the Grant Beneficiaries are recommended to be prepared for such checks at all times.

Monitoring and support:

The JTS and possibly CBC Body will implement a separate monitoring exercise. Exceptionally, these visits can be accompanied by CA and/or Control Body staff. It will focus the checks on content issues - achieving of indicators by beneficiaries, implementation of activities etc. The monitoring by the JTS and CBC Body will be at the same time used as support and guidance to the Grant Beneficiaries in implementation of their projects.

Example: recommendations for receiving on-the-spot checks:

· Have your records and documentation organized so the files are at your disposal;

· Brief all the project partner on the major project activities;

· Be prepared to briefly explain the status of the project activity implementation. Do not forget to mention if you experience any problems;

· Know roughly how much money you spent up until monitoring visit, is it as it was initially planned or less? State any financial issues;

· Present the status of your procurement procedures comparing to Procurement Plan prepare when the Contract was initiated.

6 REPORTING
Grant Beneficiaries must draw up reports as their contractual obligations. These reports consist of narrative and financial sections and supporting documents.

The narrative and financial reports are the documentary proofs of the Grant Beneficiaries to the Contracting Authority about the progress of their projects and fulfilment of contractual obligations. Based on these, the Contracting Authority and Control Body examine the requests for payments and determine the payments based on the assessed eligible costs of the project.

Narrative report provide information on implementation of the project activities, project management, involvement of project partners, relations with key stakeholders, visibility, progress on performance indicators, general assessment of the project as well as minor or major contract changes, if applicable. The templates for the final narrative reports are provided as Annex in the Grant Contract.

Financial report provides information regarding the actual expenditures realized during implementation of the project as compared to the foreseen amounts. The financial report is prepared in MS Excel and should include the original budget and modifications (if any), as well as expenditures incurred for the project duration.

Each of the submitted reports consists of both financial and narrative part. The reports shall be submitted to the Contracting Authority (with a copy to the relevant Control Body) at the following intervals:

The reports are normally following the dynamics of requests for payments. 

The reporting period is intended as a twelve-month period unless otherwise provided for in the Special Conditions. When the remaining period to the end of the Action is up to 18 months, the reporting period shall cover it entirely. 

Within 60 days following the end of the reporting period, the Lead Beneficiary shall present an interim report.

The Lead Beneficiary shall submit the final report to the Contracting Authority (with a copy to the relevant Control Body) no later than three months after the implementation period as defined in Article 2 of the Special Conditions. The deadline for submission of the final report is extended to six months where the Lead Beneficiary does not have its headquarters in the country where the Action is implemented. Reports shall be submitted with the payment requests, according to Article 15 of the General Conditions. If the Lead Beneficiary fails to provide any report or fails to provide any additional information requested by the Contracting Authority within the set deadline without an acceptable and written explanation of the reasons, the Contracting Authority may terminate this Contract according to Article 12.2 of the General Condition.

The time-limits for payments may be suspended by notifying the Lead Beneficiary that clarifications, modifications or additional information to the narrative or financial reports are needed, proper supporting documents have not been supplied or there are doubts on the eligibility of expenditure and it is necessary to carry out additional checks, including on-the-spot checks to make sure that the expenditure is eligible. The suspension is stopped on the day the reply/clarification is recorded i.e. the payment period starts running again as normal. If this reply/clarification is not sufficient, the suspension can be prolonged or started again, but it has to be explicitly notified to the Lead Beneficiary.

For calculation of implementation periods and deadlines for delivery of mentioned reports, in line with Article 13 of General Conditions, national legislative prescribes the following rule to be applied: Where the deadline is determined in months/years the last day is the day of last month/year which by number correspond to day on which the deadline started.

In addition to the regular reports the contracting authority will request progress reports. 
The Coordinator shall submit reports on the achievement of indicators according to the following quarterly schedule: 

•
31 March 

•
30 June

•
30 September

•
31 December

all along the period of implementation of their contract, as well as upon the submission of the final narrative report of the contract. These reports will be submitted to the Joint Technical Secretariat (JTS) of the programme following a specific template to be provided by the JTS by email no later than 2 weeks after the expiration of each quarterly period at the following address:

jts@cbcsrb-mne.org. The report will describe the implementation of the Action in the reporting period according to the activities envisaged, difficulties encountered and measures taken to overcome problems, eventual changes introduced, as well as the degree of achievement of its results (impact, outcomes or outputs) as measured by corresponding indicators.

Further instructions and templates for reporting can be found in Annex 3.

7 VISIBILITY ACTIVITIES

In implementing their projects activities such as seminars, conferences, trainings, opening/final events etc. or visibility actions (leaflets, posters, brochures, banners, etc.), the Grant Beneficiaries are obliged to follow the EU's Communication & Visibility Manual.

The Visibility Manual and a range of templates and examples for promotional activities (e.g. newsletters, brochures, leaflets, posters etc.) can be downloaded (in English) from: https://ec.europa.eu/europeaid/sites/devco/files/communication-visibility-requirements-2018_en.pdf
This part of the implementation guide provides practical assistance to the Grant Beneficiaries to understand and follow the Visibility Guidelines, as well as provides ideas and advices on how the promotional activities can be as effective as possible.

CFCU Project Manager and Visibility Officer as well as Control Body must be consulted before printing or producing any promotional materials.

Grant Beneficiaries should take Visibility Activities very seriously and therefore it is recommended to create a "Communication & Visibility Plan" within their overall project activity plan.
Further instruction on visibility and templates can be found in Annex 4.
8 LIST OF ANNEXES

Annex 1: Start your project successfully

· Appendix 1 - Template for Decision of appointment of project team members

· Appendix 2 - Model partnership agreement
· Appendix 3 - Project Budget shared among beneficiaries

Annex 2: Public Procurement Procedure for Beneficiaries

· Appendix 1 - Tender Dossiers

· Appendix 2 - Procurement plan

· Appendix 3 - Declaration of impartiality and confidentiality

· Appendix 4 - Notification letter

· Appendix 5 - Contract award notice

· Appendix 6 - Acceptance certificate

· Appendix 7 - Notification letters more than one offer

Annex 3: Guidance on reporting 

· Appendix 1 - Progress report (narrative and financial)

· Appendix 2 - Interim narrative report (Annex VI 1 of the GC)
· Appendix 3 - Financial report (Annex VI 2 of the GC)
· Appendix 4 - Final narrative report (Annex VI of the GC)
· Appendix 5 - Request for payment (Annex V of the GC)

· Appendix 6 - Financial guarantee (Annex VIII of the GC)

· Appendix 7 - Expenditure verification (Annex VII of the GC)

· Appendix 8 - Transfer of Ownership of Assets (Annex IX of the GC)
· Appendix 9 - List of Expenditures

· Appendix 10 - Time Sheet

Annex 4: Manual on Implementing the Visibility Activities

· Appendix 1 - Communication and Visibility Plan

· Appendix 2 - EU&Programme logos

· Appendix 3 - 10 golden rules EU visibility

Annex 5: Templates for project modifications

· Appendix 1 - Amendments

· Appendix 2 - Budget notification example

· Appendix 3 - Explanatory note

· Appendix 4 - Template - Excel Sheet for Re-allocation

· Appendix 5 - Template for Addendum Request

· Appendix 6 - Template for Notification Letter

Annex 6: VAT Exemption

· Appendix 1 - VAT Exemption MNE

· Appendix 2 - VAT Exemption SRB

� Please note that the annexes to the Grant Contract are not the same as the annexes and the appendices to this document


� please note, in case of exemption of customs duties instead of Pro-forma invoice the Invoice with a note “FOR CUSTOMS PURPOSES ONLY” should be submitted


� If requested by the Final Beneficiary(ies)/End Recipient the CFCU will check and verify the accuracy of the documentation and suggest corrections if necessary


� For grant contracts awarded under the 1st CfP within the CBC SRB-MNE 2014-2020 the applicable PRAG is Version 2016.0 - 15 January 2016


� Please note that the annexes to the Grant Contract are not the same as the annexes and the appendices to this document
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