
TOOLKIT 
Final Meeting

Wrap Up

November 9th 2022



Pending Activities

• Final version of TOOLKIT Map of International Donors

• Final version of TOOLKIT Video for students’ mobility

• Final version of interactive online TOOLKIT final report

• Final versions of Partner Universities updated websites and brochures



WP 9 – MANAGEMENT 
Final reporting

STAFF COSTS – SUPPORTING DOCUMENTS:

• Employment contract/payslip
• Joint declaration for each person employed;
• Time-sheets (attached to each joint declaration) indicating 

number of days worked for corresponding month/year, 
description of tasks , outputs produced and related work 
package; 

• Any evidence allowing to verify that declared workloads 
correspond to actual activities/outputs (e.g. attendance lists 
for lectures given, tangible outputs / products, salary slips, 
etc.)



• One for each person employed 
by the project;

• Signed by the person 
performed the activity and 
countersigned by the 
responsible;

• For staff performing different 
categories of staff a separate 
declaration should be signed 
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SUBCONTRACTING  - SUPPORTING DOCUMENTS

• Quotations

• Plan of the implementation (depending on the activity)

• Contract (depending on the activity)

• Invoice

• Proof of Payment 

• Result obtained

All the invoices MUST be paid and sent to the Coordinator no later than 
November 10th, 2022
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