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INSTRUCTIONS TO THE FINANCIAL SETTLEMENT (FS)
Financial Settlement is summary of all enclosures sent for the reimbursement. It is a part of the Final Report of the Small, Standard and Strategic Grants. Any unclear data in the financial settlement may result in reimbursement delays. Below please find several instructions, which should help you go through the Financial Settlement.
SMALL GRANTS: Reimbursements are paid only in a single (one) instalment after the Final Report of the project and the Financial Settlement (FS) are presented to the Fund.
STANDARD/STRATEGIC GRANTS: As many Financial Settlements (FS) as needed are possible, but the grantees are kindly requested not to submit FSs to amounts lower than EUR 1,000 (one thousand Euro).
Column 1:
Number each financial document (invoice + bank account statement copy or petty cash voucher, receipt, contract, travelling expenses statement, etc.)
Column 2:
type of document





use abbreviations:
invoice + bank statement copy



inv + bank


invoice
 + petty/receipt cash voucher



inv + pcv/rcv

receipt (in case of buying in cash or cash invoice)

receipt 

travelling expenses statements + bank statement copy
tes + bank

travelling expenses statements + petty cash voucher
tes + pcv

contract + bank





contract + bank

contract + petty/receipt cash voucher


contract + pcv/rcv

Column 3:
Fill in the original number of the invoice, original number of the receipt (i.e. the original number stated at the financial document by the supplier or seller—not the number in your own accounting!), original number of the travelling expenses statement, contract, etc.  

Column 4:
Fill in the supplier’s name in the case of an invoice, contract, receipt (bill), etc.

Column 5:
Fill in the recipient’s name in the case of travelling expenses statement or other reimbursement of the costs paid to participants, etc.

Column 6:
Fill in short description (e.g. print, translation services, rent for room, equipment, transport cost or separate: plane tickets, bus, rail, official applicant’s  car  or  private car of the participant of the project, accommodation, provision with board, material, etc.)

Col. 7 – 8:
Use this general format DD.MM.YYYY. Use 2 or more dates if the payment was done in 2 or more transfers. Also, please use the relevant exchange rate for each date of payment in the column 14.

Column 9:
Use the following types of currency codes: CZK, HUF, PLN or EUR. (In case you have an invoice delivered by the supplier in EUR and paid from your EUR account, you may use also code EUR.) If the financial document is issued in EUR but paid in other currency, fill in the currency used for the payment. 

Please note that the travel tickets (usually train tickets or flight tickets) cannot be converted to EUR on the date when they were purchased but on the day when they were reimbursed to the traveller. 

In the case you reimburse the cost in other foreign currency, please use the code generally used by the respective central bank (USD, CHF, SEK, CAD, GBP, etc.)

Please find the exchange rates at the respective central bank:





www.cnb.cz






www.mnb.hu 






www.nbp.pl




www.nbs.sk
Column 10:
Please fill in only YES or NOT.
Col. 11 – 12:
Fill in only in the case your answer to the question in the column 10 is YES, i.e. the VAT will be (or was) returned to your organization by the tax authorities. If you are not a VAT payer and you will not claim the amount of VAT from the tax authority, it is not required to fill in these columns even if the VAT data are stated at the invoice.
Column 13:
Always fill in this amount in original currency.
Column 14:
Always use EUR exchange rate announced by the respective central bank on the date of the payment (exchange rate). Please use the relevant number of decimals as declared by the central bank (SK: 3 decimals, HU: 2 decimals, CZ: 3 decimals, PL: 4 decimals). Please use more exchange rates if the payment was done by 2 or more transfers.

Column 15:
Usually the same amount as in column 13 (or 11—if the VAT was compensated by the tax authority). 

Column 16:
Conversion of the amount filled in column 15 to EUR—use max. 2 decimals.
Column 17:
Fill in the number of the costs item as stated in the Contract (Attachment 2 for Standard/Strategic Grants or Table 10B of the Application/Contract for Small Grants).
The grantees must always deliver original documents (or notarized copies), based on which the financial settlement is being made. Only original (or notarized copies of) invoices, receipts, petty-cash vouchers, travelling expenses statements, contracts, etc. will be accepted. Moreover, the grantees are requested to make a copy of each original document—the copy will stay with the Fund, the originals will be returned to the grantee.

Always make copies of transport tickets and ask travellers to send you back the originals of their tickets after coming home. 

Make sure to add to the financial documents all important enclosures, such as copy of delivery documents, copy of orders, original (or notarized copies of) plane, train and other tickets + copies thereof (name of the passenger on air ticket must be legible), copies of bank account statement, original (or notarized copy of) the petty-cash voucher in case of cash payments, samples of printed or promo materials, etc.   

Each enclosed document (item) must have a filled out cover sheet—Enclosure to FS (size A4) at the top. The data on each cover sheet must be identical with the data filled in the table “Financial Settlement”. 

The financial settlement must always be prepared by the grantee and signed by the statutory representative of the grantee, even if some of the financial documents were issued by one of partners/co-organisers.

In case the travel costs are in various currencies, please prepare the complete travel expenses statement as it is usual for your own accounting, i.e. convert all foreign currencies to your national currency, which will later be used in the financial settlement and converted to EUR (naturally, without costs which cannot be paid by the Fund, such as per diems, etc.).
Where necessary, attach a list of participants or other confirmations, especially in the case of an invoice or receipt concerning the accommodation and board, confirmation of receiving a prize, etc.
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