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REQUIREMENTS FOR FINANCIAL SETTLEMENT 

Financial settlement (FS) is acceptable only if each financial document (invoice, receipt, etc.) is accompanied with the Enclosure to FS form and a payment confirmation (copy of a bank statement or an original petty-cash voucher). 

Both the FS table and the Final Report must be signed by the statutory representative; they are an essential part of the FS. All forms are available on the Fund’s website (www.visegradfund.org

 HYPERLINK "http://www.visegradfund.org" 
) and cannot be modified by the grantees.

The FS must contain original financial documents and their copies. The Fund sends the originals back to the grantee (stamped with “REIMBURSED BY THE IVF”) and keeps the copies for archiving purposes.
In case submitting original financial documents causes difficulties to the grantee, the FS can be prepared with notarized copies of the financial documents. In this case, copies are not required.
Note 1: If you are not sending the original documents please make sure you send copies of the financial documents which have been notarized (i.e. copies authorized by a notary public). The notarized copies are sent in a single version only, i.e. they do not need to be accompanied with any additional copies. The Fund keeps the notarized copies for archiving purposes and does not return them to the grantee.

The Fund will accept for reimbursement only those expenses which were paid by the applicant and/or his contracted partner/-s (enclosed to the IVF Contract) within the contractual period. 

Eligible cost items are clearly specified in the Contract. 

The Fund cannot accept any internal costs of the applicant or his/her contracted partners, nor costs resulting from contracts ruled by the Labour Code.

A. Requirements for All Types of Costs

(1) PAYMENT BY BANK TRANSFER
· original invoice + a copy of the detailed invoice (receipt) or a notarized copy of the invoice 

· copy of the bank account statement
(2) CASH PAYMENT
· original invoice + a copy of the detailed invoice (receipt) or a notarized copy of the invoice
· original petty-cash voucher + a copy thereof or a notarized copy of the petty-cash voucher   


Note 2: In the case of grantees from Hungary or Poland it is required to state on each original document the fact that it was paid in cash (fizetve/gotówka) where applicable.

B. Requirements for Specific Types of Costs

1. Printing and publishing costs, delivery costs
· samples of the printed materials (books, invitations, magazines, programs, posters, newspapers and all other printed media)
2. Rent of premises and related technical services
· copy of an order in case the invoice does not contain details 

3. Fees for artists

· contracts/invoices on artistic performance (not ruled by the Labour Code)

4. Accommodation and board
· list of participants

· detailed invoice with an exact explanation of the following:

· the board provided
· the prices (i.e. unit cost)
· the dates of the accommodation

5. Transportation costs
· transportation costs reimbursement sheet (provided by the Fund)

· original internal transportation costs document (if any)

· copy of vehicle registration documents (if a private car was used for business purposes)

· original ticket (public transportation)

· original boarding pass (air travel)


Note 3: For reimbursement of transportation tickets (bus, train or air travel) original tickets and/or boarding passes must be submitted to the Fund. Without original documents the reimbursement cannot be concluded.

6. Fees for experts (professional contributors)
· contracts/invoices (not ruled by the Labor Code)

7. Translation and interpreting costs
· copies of texts that were translated (printouts or a digital copy)

8. Awards and prizes
· report on the award-giving (list of awarded persons including their names, signatures, types 
of awards, dates, etc.) 

9. Office supplies and promotional material

· samples of promotional materials (bags, T-shirts, CDs, DVDs …)
10. ADVERTISEMENT AND PROMOTION (print media, electronic media, outdoor media)
· samples of the advertisement in the print media, photos of billboards, etc.

11. WEBSITE DESIGN AND UPDATE
· website address (URL)
C. Frequent Vacancies

· missing compulsory forms (e.g. FS table, Enclosure to FS, Final report etc.)

· FS table and/or Final Report not signed by the applicant’s statutory representative 
· FS contains all project costs (not only those which are to be refunded by Fund)

· improperly filled financial table in FR (special attention shall be paid to description of items not covered by the Fund)  

· requesting reimbursement of more than 50% of total project costs

· requesting reimbursement of non-eligible costs (e.g. the coordinator’s work, preparation of the project proposal, costs for notary public, insurance, per diems, entrance fees, postage, etc.) 

· requesting reimbursement of goods which will be used in a long term, i.e. even after the end of project (e.g. books, etc.)
· requesting reimbursement of brutto amounts while being a VAT payer 
· missing original invoice (or notarized copy thereof) 

· copy of invoice is authenticated by the statutory representative or other person and not by notary public which is a requirement
· missing payment confirmation (copy of a bank statement or an original petty-cash voucher)

· FS contains bank order/-s instead of bank statement/-s (common problem of PL applicants)
· FS sent after the deadline without any prolongation request  

· unacceptable invoices/contracts (contracts ruled by the Labor Code, internal invoices, etc.)

· incomplete documents (missing the compulsory additional documents, such as the list of participants, sample of printed materials, sample of translations, original tickets/boarding passes, etc.)

· insufficient information on the invoices/contracts (missing exact and clear description of the delivered goods/services/accomplished work)

· the Fund’s logo missing on the printed promotional materials

· wrong payment date (date of payment must correspond to the payment confirmation)

· wrong EUR exchange rate (other than the exchange rate indicated by the respective national bank on the day of payment)

· invoices and enclosures not arranged chronologically
· exceeding the 50% cash limit (in case of standard and strategic grants)
· missing confirmation of the paid tax (e.g. in case of expert fees paid in Poland)

Note 4: If the applicant is a VAT payer and cannot receive the VAT compensation for the project costs, it is required to deliver the official statement signed by the statutory representative confirming this fact.
D. FAQ (Frequently Asked Questions)
Which EUR exchange rate shall I use for the reimbursement?

Applicants shall use the EUR exchange rate of the respective national bank on the date of the payment.
Please find the exchange rates at:
www.cnb.cz 





www.mnb.hu  






www.nbp.pl 



 

www.nbs.sk  

Are costs of non-Visegrad participants refundable?
Costs of non-Visegrad participants (i.e. participants from countries other than the Visegrad Group countries—the Czech Republic, Hungary, Poland and Slovakia) are refundable up to 40% of each cost item.

Shall the financial settlement contain all project costs?

Financial settlement (FS) shall contain only those costs, which are to be refunded by the Fund.
Shall we claim for reimbursement 50% of each invoice? 

No, it is not required to request reimbursement of 50% of each invoice. The only requirement is that the Fund co-finances every project in the sum of up to 50% of the total project costs. Our recommendation here is send rather a smaller number invoices with higher sums than many small receipts.
Can we claim for reimbursement costs for authentication of the original invoices?

Costs for a public notary are non-eligible. These costs are considered to be the applicant’s own contribution to the project.
Can we claim for reimbursement costs for translation of the project application, preparation of the financial settlement and costs of sending the application to the fund (postage)?

No, none of the above mentioned costs is eligible. These costs are considered the applicant’s own contribution to the project.
Can we claim for reimbursement food tickets?

Food tickets are also a non-eligible cost. Board for participants can only be refunded upon an invoice/receipt containing all necessary details (e.g. catering costs).
Who is an expert?

Expert is a person who carries out scientific, research or other professional work within the project. Contracts with experts cannot be ruled by Labor Code but only by Commercial or Civil Code. The Fund cannot reimburse salaries of employees, or coordinator’s work, i.e. organizational work (such as project coordination) cannot be considered expert’s work. 
Which invoices are internal?

Internal invoices are those which were concluded between “intra-organizational” departments (e.g. between faculties or departments, between a faculty and a hotel—but only those organizations or units that operate under the same identification number as the whole university, etc.). The Fund cannot reimburse any internal costs and invoices (rent of one’s own premises, accommodation and board, one’s own work—e.g. project coordination, organization, accounting, etc.).
How should I fill in the financial table in the Final Report?
Description of items NOT covered by IVF –
all project costs, which were paid from other resources than the IVF grant.
Total costs of the project – total project costs including the IVF grant
Contracted – granted amount mentioned in the Contract
Used – summary of all project costs, which were sent for reimbursement to the IVF 
Amount NOT covered by IVF – 
project costs, which were paid from other resources than IVF grant (the same amount as in table 
Description of items NOT covered by IVF)
IVF share on the total costs of the project in %  – 
The IVF participation on the total budget in %
Amount NOT covered by IVF + Used = Total costs of the project.

Can we claim for reimbursement fuel consumed when using private cars for business purposes?

The Fund cannot reimburse bills for fuel purchased for a private car or an official car. When using a private car for business purposes, please calculate the transportation costs according to the law valid in your country (official reimbursement per 1 km). Use of official (company) cars cannot be reimbursed.
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