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PLAN OF THE PRESENTATION

FINANCIAL MANAGENT & SUPPORTING DOCUMENTS

• Staff Costs

• Travel Costs&Cost of Stay



FINANCIAL MANAGENT & SUPPORTING DOCUMENTS

STAFF COSTS:

Unit Costs contributing to the cost of staff performing activities 
necessary for the achievement of project’s objectives.

The existence of a contractual relationship between the employee 

and the beneficiary institution is required.

The costs are defined according to these variables:

1. Type of staff category

2. Country in which the staff member is employed

3. Number of days worked for the project



STAFF CATEGORY:

• Managers: tasks related to the administration and coordination of the 
project activities;

• Researchers: tasks related to  training program development, training 
materials, preparation and teaching of courses;

• Administrative staff: administrative tasks.

The staff category depends on the work performed in the project and not 
on the status of the individual.

In principle, declared working day per individual should not exceed 20 days 
per month. 
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FINANCIAL MANAGENT & SUPPORTING DOCUMENTS

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.)



FINANCIAL MANAGENT & SUPPORTING DOCUMENTS

• 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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TRAVEL COSTS AND COST OF STAY:

Unit Costs contributing to the cost of travel and stay for staff 
participating in activities directly related to the achievement of 
project’s objectives.

The existence of a contractual relationship between the employee 
and the beneficiary institution is required.

Beneficiaries will have to be able to justify:

1. That the journeys actually took place;

2. The journeys are connected to specific and identifiable project-
related activities



FINANCIAL MANAGENT & SUPPORTING DOCUMENTS

TRAVEL COSTS AND COST OF STAY SUPPORTING DOCUMENTS:

• Individual Travel Report (EACEA template);

• Supporting documents (e.g. travel tickets, boarding passes, 
invoices, receipts, proof of attendance in meetings, agendas, 
tangible outputs/products, minutes)


