






Annex 2: Agreed-upon procedures


Agreed-upon procedures to be performed and standard factual findings to be confirmed by the Auditor

The Auditor must assess all the expenditures related to the audited project that the Grantee declared  under the cost categories described below. The Auditor does not select any sample and must assess the whole population of the expenditures according to the Standard Factual Findings and Grant Guidelines.

The Fund reserves the right to i) provide the Auditor with additional guidance regarding the procedures to be followed or the facts to be ascertained and the way in which to present them (this may include sample coverage and findings) or to ii) change the procedures, by notifying the Grantee in writing. The procedures carried out by the Auditor to confirm the standard factual finding are listed in the table below.

The ‘result’ column has three different options: ‘C’, ‘E’ and ‘N.A.’:
· ‘C’ stands for ‘confirmed’ and means that the Auditor can confirm the ‘standard factual finding’ and, therefore, there is no exception to be reported.
· ‘E’ stands for ‘exception’ and means that the Auditor carried out the procedures but cannot confirm the ‘standard factual finding’, or that the Auditor was not able to carry out a specific procedure (e.g. because it was impossible to reconcile key information or data were unavailable), 
· ‘N.A.’ stands for ‘not applicable’ and means that the Finding did not have to be examined by the Auditor and the related Procedure(s) did not have to be carried out. The reasons of the non-application of a certain Finding must be obvious i.e. i) if no cost was declared under a certain category then the related Finding(s) and Procedure(s) are not applicable; ii) if the condition set to apply certain Procedure(s) are not met then the related Finding(s) and Procedure(s) are not applicable. For instance, for ‘beneficiaries with accounts established in a currency other than the euro’ the Procedure related to ‘beneficiaries with accounts established in euro’ is not applicable. Similarly, if no additional remuneration is paid, the related Finding(s) and Procedure(s) for additional remuneration are not applicable.

The Auditor should individually state and describe all identified exceptions in the Findings section of the Independent Report of Factual Findings, regardless of the amount of the exception.

The auditor shall maintain appropriate documentation for the results of the agreed-upon procedures in line with the requirements of ISRS4400.
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	Procedures
	Standard factual finding
	Result
(C / E / N.A.)

	General
	The general procedures applicable for all the following cost categories: 
A.1. PRINTING AND PUBLISHING COSTS
A.2. RENT AND RELATED TECHNICAL SERVICES
A.3 TRANSLATION AND INTERPRETING COSTS
A.4 OFFICE SUPPLIES AND CONSUMPTION MATERIAL
A.5 PROMOTIONAL COSTS
B.1 EXPERT FEES / FEES FOR AUTHORS OR ARTISTS
C.1 ACCOMODATION AND BOARD
C.2 TRANSPORTATION AND DELIVERY
D.1 AWARDS AND PRIZES
E.1 COPYRIGHT, LICENCES, AND FEES
F.1 OVERHEADS (MAX 15% OF THE GRANT)
	1. The costs declared were incurred within the reporting period and free from non-eligible costs set out in Annex 1 of the Grant guidelines. 
	C / E / N.A.

	
	
	2. In case where the declared costs included      VAT, such VAT was non-deductible and eligible in accordance with the national law.
	C / E / N.A.

	
	
	3. The declared costs were recorded in the Grantee’s accounting books in accordance with the Grantee’s usual accounting practice.
	C / E / N.A.

	
	
	4. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	5. All project payments were carried out through the bank accounts owned by the Grantee.
	C / E / N.A.

	
	
	6. The project expenditures were not financed from other projects implemented by the Grantee (check double financing).
	C / E / N.A.

	A
	Procedures related to COSTS OF SUBCONTRACTING:


	
	To confirm standard factual findings 7-46 listed in the next column, the Auditor reviewed relevant original or scanned financial documents: 
· orders,
·  invoices, 
· proof of delivery, 
· proof of service provided, 
· payment confirmations (only bank statements), 
· contracts and
·  accounting records

	
	

	
	A.1 PRINTING AND PUBLISHING COSTS 

Printing and publishing costs consist of:

Printing costs - Costs that are directly related to printing with or without promotional purposes (printing of brochures, books, magazines, booklets, training materials, promotional leaflets, posters, roll-ups)

Graphic design - Graphic design of printed or digital works, DTP

Publishing costs incl. online posting and website updates - Publishing costs incl. proofreading, editing, digital publishing and website updates and posts; proofreading and editing of translated text (can also be included within Translation and interpreting cost)

NON-ELIGIBLE costs for the whole category: Printing of grant contract, business cards, financial and other operational documents eligible within F.1 Overheads; Promotional items with the Fund’s logo (e.g. pens, T-shirts, notebooks, USB memory sticks) eligible within A.5 Promotional costs



	7. The Grantee demonstrated that the purchases from suppliers were based on selection of the lowest offer from at least 3 offers provided (including documented market search).
	C / E / N.A.


	
	
	8. The Grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	9. The use of claimed costs was foreseen in the Annex to the Grant agreement.
	C / E / N.A.

	
	
	10. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	11. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	12. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.     
	C / E / N.A.

	
	
	13. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	14. All publicly distributed printed materials (e.g. brochures, books, magazines, booklets, training materials, websites, digital works, etc.) which are part of the project's communication bear a reference of the promotion of the Fund and the Fund’s logo in line with the Logo and Acknowledgment Manual.
	C / E / N.A.

	
	
	15. The nature of the declared costs was consistent with the cost category and no overheads were claimed as part of this cost category.
	C / E / N.A.

	
	
	16. The following minimum description is listed in the Financial Statement: 
Printing costs: Description, number of standard pages, volume (number of copies)
Graphic design: Description of work/number of standard pages
Publishing costs: Description of work, amount of material covered (number of pages, number of posts)
	C / E / N.A.

	
	A.2 RENT AND RELATED TECHNICAL SERVICES

Rent and related technical services consists of the following costs:
Rental costs - Rent of conference rooms, or other venues relevant to the project events

Related technical services - Rent of sound and conference equipment and fees for technical and supporting services, e.g. soundman, IT support (including website creation and technical maintenance), rescue and security services, first aid services;

Examples of NON-ELIGIBLE costs: Rent of offices of the grantee or project partners eligible within F.1 Overheads; catering eligible within C.1 Accommodation and board; web-hosting services, copyright, and license fees eligible within E.1 Copyright, licenses, and fees; photographer and cameraman eligible within A.5 Promotional costs; car/bus rent eligible within C.2 Transportation and delivery; rent of interpretation equipment eligible within A.3 Translation and interpreting costs

	17. The Grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	18. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	19. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	20. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	21. The declared costs were incurred and paid by the Grantee (confirm with the invoice and bank statement)
	C / E / N.A.

	
	
	22. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	23. The following minimum description is listed in the Financial Statement: 
Rental costs: Description of rented space, period of rental, cost
Related technical services: Description of service, period of delivery
	C / E / N.A.

	
	A.3 TRANSLATION AND INTERPRETING COSTS

Following cost category consists of:
Translation costs - Translation costs including proofreading and editing in the language of translation (proofreading and editing can be also included within 1. Printing and publishing costs), localization services

Interpreting costs - Interpreting costs including rent of interpretation equipment

Examples of NON-ELIGIBLE costs: Translation of the grant contract or other operational documents (application form, final report, etc.) eligible within F.1 Overheads



	24. The grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	25. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	26. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	27. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	28. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.
	C / E / N.A.

	
	
	29. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	30. The following minimum description is listed in the Financial Statement: 
Translation costs: Description of translated texts (incl. the translated languages), number of standard pages
Interpreting costs: Details regarding the interpretation incl. languages, type of interpreting (simultaneous/consecutive), number of hours
	C / E / N.A.

	
	
	31. Following documents were verified by the Auditor for existence: Translated materials together with documents in original languages (printouts or digital copies)
	C / E / N.A.

	
	A.4 OFFICE SUPPLIES AND CONSUMPTION MATERIAL

Office supplies or consumption material for exclusive use during the project; in exceptional cases, bigger purchases - Pens and notepads, art supplies, printing paper, flipchart, etc.; also, computers, cameras, video conferencing equipment or other technology used for digitization or remote work when justified

Examples of NON-ELIGIBLE costs: PR materials eligible within A.5 Promotional costs; cleaning supplies, coffee and small refreshments are only eligible within F.1 Overheads

	32. The Grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	33. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	34. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	35. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	36. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.     
	C / E / N.A.

	
	
	37. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	38. The following minimum description is listed in the Financial Statement: 
Specification of each supply or consumption material incl. its number/amount and its planned use within and beyond the project implementation (where applicable); when purchasing higher value assets (up to €1,000, e.g., computers), information shall be provided about which entity will use the assets once the grant is concluded
	C / E / N.A.

	
	A.5 PROMOTIONAL COSTS

Promotional costs consists of:
Offline promotion & advertisements(print/broadcast, outdoor, event) - Ads in print and audio-visual media, billboards,

On-line promotion and marketing - Web-based promotion and marketing incl. e-mailing newsletters, social media campaigns and post boosts, on-line advertising (banners, AdWords), etc; PR work clearly separated from regular salary and paid as a bonuses/overtime compensation; photographer and cameraman
Promotional items with the Fund’s logo - Promotional items such as pens, notebooks, t-shirts, USB memory sticks, etc.

Examples of NON-ELIGIBLE costs: Printing of promotional materials, books and graphic design eligible within A.1 Printing and publishing




	39. The Grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	40. The use of claimed costs was foreseen in the Annex to the  Contract.
	C / E / N.A.

	
	
	41. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	42. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	43. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.     
	C / E / N.A.

	
	
	44. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	45. The following minimum description is listed in the Financial Statement: 
Offline promotion and advertisements – Description of each activity and the utilized media incl. details (length of advertising, size/volume, etc.)
On-line promotion and marketing – Detailed description of activities (incl. size of banners, volume of boosted posts, number of newsletters); Specification of work, number of hours and hourly rate for PR managers; Specification of work, number of hours, ~ length of the video, ~number of photographs for Photographer and cameraman
Promotional items with the Fund’s logo – Specification of all promotional item bearing the Fund’s logo
	C / E / N.A.

	
	
	46. Following documents were verified by the Auditor for existence: Samples of the advertisements in print media, digital copies (e.g., screenshots, graphic files) of digital advertisements or on-line banners, photos of billboards, samples of promotional items with the Fund’s logo.
	C / E / N.A.

	B
	Procedures related to COSTS OF EXPERTS:


	
	To confirm standard factual findings 47-54 listed in the next column, the Auditor reviewed relevant original or scanned financial documents: 
· orders, 
· invoices, 
· proof of the delivered complex expertise, 
· payment confirmations(bank statements),
· contracts and 
· accounting records.

	
	

	
	B.1 EXPERT FEES / FEES FOR AUTHORS OR ARTISTS

Fees for texts - Honoraria for authors not based on Labour Code

Fees for in-person services - Honoraria for experts who
deliver complex expertise (speakers, performers, lecturers, researchers) not based on Labour Code; costs related to Audit Report 
Possible exceptions: Financial remuneration under the category of expert fees (or any expenses related to employment based on the Labour Code, including daily allowances, part-time work, etc.) of employees of state-funded research and higher education institutions in case the Grantee is obliged under the national legislation to pay their own employees only under the Labour Code can be compensated from the project budget on condition that it is clearly separated from the given individual’s general monthly salary, i.e. it is paid as overtime compensation, bonus.

Examples of NON-ELIGIBLE costs: Editing, and proofreading are
eligible within A.1 Printing and publishing; proofreading and editing of translated text eligible within A.3 Translation and interpreting costs or A.1 Printing and publishing costs; accounting, project management, coordination, communication eligible within F.1 Overheads

Documents to be delivered with the Financial Statement: Complete texts
or other outputs of expert activities (presentation, research outcomes, photos, videos etc.) in digital or printed format.
	47. The Grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	48. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	49. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	50. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	51. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.     
	C / E / N.A.

	
	
	52. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	53. The Honoraria for experts who deliver complex expertise was not based on the Labour Code (the exception described in the procedure B1 is acceptable).
	C / E / N.A.

	
	
	54. The following minimum description is listed in the Financial Statement:
Fees for texts: Description of text produced, number of standard pages
Fees for in-person services: Number of hours/days of expert/artist delivery and a detailed description of delivered expertise, including the expert’s name
	C / E / N.A.

	C
	Procedures related to TRAVEL COSTS

	
	To confirm standard factual findings 55-71 listed in the next column, the Auditor reviewed relevant original or scanned financial documents:
· orders
· invoices (with the list of all the participants)
· project staff list,
· receipts,
· proof of provided catering (if applicable), 
· contracts and
· accounting records
	
	

	
	C.1 ACCOMODATION AND BOARD

Accommodation - Accommodation costs (hotels, hostels, dormitories,
short-term rentals)

Board - Working lunches or dinners, breakfast briefings, receptions, catering costs, refreshments

Examples of NON-ELIGIBLE costs: Per-diems (daily allowances) and meal
vouchers eligible within F.1 Overheads; rent of venues for project events eligible within A.2 Rent and related technical services
	55. The grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	56. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	57. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	58. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	59. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.     
	C / E / N.A.

	
	
	60. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	61. No per-diems or meal vouchers were claimed in this cost category.
	C / E / N.A.

	
	
	62. The following minimum description is listed in the Financial Statement:
Accommodation: Venue, number and list of persons/nights, price, dates (related to project events)
Board: Description of board or catering, number of people, dates (related to project events)
	C / E / N.A.

	
	
	63. Lists of attendees prepared by the Grantee (e.g. list of hotel guests or event attendees) reconcile to the supporting documentation obtained (accounting records, invoices, etc.)
	C / E / N.A.

	
	C.2 TRANSPORTATION AND DELIVERY

Personal travel costs - Public transport costs, transportation by private
vehicles, parking, travel insurance, vignette, car/bus rental

Delivery of goods/material - Delivery costs of goods related to project outputs, e.g. exhibition materials, courier services

Examples of NON-ELIGIBLE costs: General postage (delivery of contract,
communication with partners and other running costs), company car usage,
fuel bills eligible within F.1 Overheads
	64. The grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	65. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	66. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	67. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	68. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.     
	C / E / N.A.

	
	
	69. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	70. The following minimum description is listed in the Financial Statement: 
Personal travel costs: Travel directions, dates, means of transport, names and number of people concerned
Delivery of goods/material: Description of delivered goods/material and their number/amount, other details
	C / E / N.A.

	
	
	71. The Financial Statement contains a description of list of travel instances by date.
	C / E / N.A.

	D
	Procedures related to COSTS OF ALLOCATIONS:


	
	To confirm standard factual findings 72-79 listed in the next column, the Auditor reviewed relevant original or scanned  financial documents:
In case of the physical objects (cups, medals, diplomas, and other awards):
orders,
- invoices, 
- proof of delivery,
- payment confirmations (bank statements),
- contracts (if applicable),  

- accounting records, 
- verifiably received awards/financial prizes/diplomas from the Grantee. 

	
	

	
	D.1 AWARDS AND PRIZES

Financial awards/prizes - Financial prizes for individuals up to €1,000 per
person

Non-financial awards/prizes - Medals, cups, diplomas, and other awards

Examples of NON-ELIGIBLE costs: Scholarships, attendance fees eligible within F.1 Overheads; promotional items with the Fund’s logo (e.g. pens, T-shirts, notebooks, USB memory sticks) eligible within A.5 Promotional costs



	72. The grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	73. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	74. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	75. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	76. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.     
	C / E / N.A.

	
	
	77. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	78. The following minimum description is listed in the application form and in the Financial Statement:
Financial awards/prizes: List of financial awards and their respective values (in €) 
Non-financial awards/prizes: List of non-financial awards or prizes and their respective values in €
	C / E / N.A.

	
	
	79. Following documents were verified by the Auditor list of awarded persons including their signatures and dates, signed jury decision, or similar proof of delivery of prizes/awards.
	C / E / N.A.

	E
	Procedures related to LICENCE FEES:


	
	To confirm standard factual findings 80-87 listed in the next column, the Auditor reviewed relevant original or scanned financial documents:
- orders,
- invoices,
- proof of delivery or the service/licence provided,
- payment confirmations(bank statements),
-contracts (if applicable) 
accounting records. 

	
	

	
	E.1 COPYRIGHT, LICENSES, AND FEES

Costs of copyrights and license, server hosting fees, domain registrations for exclusive use during the project implementation, tickets, incl. entrance tickets and passes – Conference registration fees
(fees paid to actively participate as presenter/lecturer at the conference with the research or paper which was done as part of the project), software licenses, payments for copyrighted materials such as photographs or texts, fee for access to data banks or databases, entrance tickets and passes, server hosting fees, and domain registration payments etc.

Examples of NON-ELIGIBLE costs: Honoraria for experts/artists and
for audit service eligible within B.1 Expert fees/Fees for authors or artists; additional services beside expert work eligible within A.2 Rent
and related technical services; PR manager and photographer/camera man eligible within A.5 Promotional costs

Documents to be delivered with the Financial Statement: Full website
link (where available)
	80. The grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	81. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	82. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	83. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	84. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.
	C / E / N.A.

	
	
	85. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	86. The following minimum description is listed in the application form and in the Financial Statement: Specification of each fee/license, incl. its planned use and the period covered
	C / E / N.A.

	
	
	87. Following documents were verified by the Auditor for existence: Full website link (where available) and checked its validity.
	C / E / N.A.

	F
	Procedures related to OVERHEAD COSTS:


	
	To confirm standard factual findings 88-97 listed in the next column, the Auditor reviewed relevant original or scanned financial documents: 
· orders,
· invoices, 
· proof of delivery, 
· payment confirmations(bank statements),
· contracts and 
· accounting records.

	
	

	
	F.1 OVERHEADS (MAX 15% OF THE GRANT)

Running costs and other indirect costs linked to the project implementation, limited to 15% of the granted sum - Project management, coordination, communication, any per-diems related to the project, project bookkeeping, running costs (e.g., utilities, phone bills, rent of premises, use of a company car), tangible/intangible assets, etc.

Examples of NON-ELIGIBLE costs: Exchange rate losses
are not eligible within any budget category. Audit Report costs eligible within B.1 Expert fees/Fees for authors or artists


The financial resources of the Grant other than overhead costs cannot be used for:
a) capital investments (tangible/intangible assets);
b) VAT refund for Grantees who request VAT compensation from local authorities;
c) the Grantee’s own indirect costs (electricity/gas/water/telephone bills, etc.);
d) internal costs or invoices (rent of one’s own premises, one’s own accommodation and board); and
e) Grantee’s own work—e.g. coordination of the Project, salaries, financial remuneration of employees (or any expenses related to employment based on the Labour Code, including daily allowances, part-time work, etc.).


	88. The grantee was able to provide all original or scanned financial documents as relevant and accurate supporting evidence.
	C / E / N.A.

	
	
	89. The use of claimed costs was foreseen in the Annex to the Contract.
	C / E / N.A.

	
	
	90. In case of changes in the contracted individual budget categories as listed below (in this standard factual finding), there was prior approval of the statutory representative of the Fund (without the approval of the Fund the Grant may not be used to cover such changed expenses exceeding the amount qualified in the budget). An approval is necessary in case the costs claimed exceed the amount agreed in the Contract by:
· more than 500,00 EUR (for grants of maximum 10 000,00 EUR), or
· by more than 1 000,00 EUR (for grants between 10 000,01 EUR and 30 000,00 EUR), or
· by more than 1 500,00 EUR (for grants between 30 000,01 EUR and 50 000,00 EUR), or
· by more than 2 000,00 EUR (for grants exceeding 50 000 EUR).
	C / E / N.A.

	
	
	91. The cost declared under the specific cost category was consistent with the guidelines and activities performed and covered by the Contract.
	C / E / N.A.

	
	
	92. The declared costs were incurred and paid by the Grantee as confirmed by the bank statement.
	C / E / N.A.

	
	
	93. All transactions were conducted only via bank transfer (non-cash). There were no cash transactions carried out in relation to the Grant expenditures by the Grantee.
	C / E / N.A.

	
	
	94. Overhead costs did not exceed 15% of the total amount of the grant.
	C / E / N.A.

	
	
	95. The following minimum description is listed in the application form and in the Financial Statement: Specification of each cost in detail (cost description), and, where applicable, the period of its duration and its breakdown of activities/
	C / E / N.A.

	
	Exchange rates policy
In case the Grantee’s bank account currency is not EUR, a valid exchange rate between local currency and EUR (€) must be entered in the designated place in the Financial Statement. There are two options for choosing the proper exchange rate:
· the exchange rate of the respective national bank on the date of receiving the grant tranches to the grantee’s bank account stated in the grant contract. (In case the grant is not converted, the grantee can still use the exchange rate from the date of receiving the grant tranches). OR
· the monthly average exchange rate of the respective national bank in the last full month of the project implementation period.

	96. The costs incurred in other currencies than the local currency were correctly recorded in the Grantee’s accounting records in line with the Grantee’s usual accounting practice.
	C / E / N.A.

	
	
	97. For Grantees with accounts established in a currency other than euros: The exchange rates used to convert other currencies into Euros were in accordance with the rules established in the Grant Guidelines.
	C / E / N.A.
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