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Checklist – Interim/Final Financial report
	Dear Beneficiary, we understand your needs and would also like to speed up the verification process, which is why, before submitting the Interim/Final Financial Report, we recommend you to use this checklist as a self-verification tool prior to the submission of the report.


Project dentification data
	 Project title and acronym
	

	Project eMS code:
	BSB ….

	Project report type
	Interim/ Final 


Part A- Payment Request check points (to be used only by the Lead Beneficiary)
	No
	Administrative criteria
	Yes
	No
	NA

	A.1
	The payment request is submitted together with the interim/final report and is uploaded in the consolidated report in the Attachment section.
	
	
	

	A.2
	The payment request is registered, signed by the legal representative of the Lead Beneficiary organization and stamped (if required by the national legislation).
	
	
	

	A.3
	The template for the payment request is according to Annex IV to the Grant Contract.
	
	
	

	A.4
	The Lead Beneficiary identification data is correct as provided in the last version of the Application Form.
	
	
	

	A.5
	The Euro account of the project is indicated as provided in the last approved Financial Identification Form uploaded in the eMS, section Bank Information/Supplementary Information.
	
	
	

	A.6
	The amount requested is expressed in EUR and corresponds to the interim/final instalment as is specified in the art. 4.1 of the Grant Contract.
	
	
	

	A.7
	The amount covered by the expenditure verification report and claimed for deduction is in line with the amounts certified by the expenditure verification bodies (Controllers).
	
	
	

	A.8
	If revisions of the list of expenditure have been requested, the amount covered by the expenditure verification report and claimed for deduction has also been revised in Annex IV – Payment request. 
	
	
	

	A.9
	The expenditure verification certificates for all the partners were included in the interim/final report.
	
	
	


Part B – Financial Reporting check points (to be used by all Partners)
	No
	Financial checks
	Yes
	No
	NA

	B.1
	The certified expenditures do not exceed the available amounts foreseen in  the last approved eMS version of the Budget in force at the moment of report submission . 
	
	
	

	B.2
	The certified expenditures are made within the reporting period of the report.
Please note that the Final Report may include expenditures not included in the Interim Report, if the case.
	
	
	

	B.3
	The financial reports (list of expenditures) are properly filled in as follows: 
	
	
	

	
	a) Expenditures are reported per Budget lines and Group of Activities as foreseen in the last approved eMS version of the Budget in force at the moment of report submission.
	
	
	

	
	b) Any cost outside programme area was declared according to the „Expenditure Outside (The Union Part Of) The Programme Area” section and the list of expenditure is ticked (if the case) 
	
	
	

	
	c) The Invoice number and date; Payment date; Contract; Type of procurement are filled in, where the case.
	
	
	

	
	d) The field Description of activity/expenditure contains a brief description of the expenditure with the link to the activity and sub-activity number as is mentioned in Application Form is provided.
	
	
	

	
	e) The expenditure is reported in the original currency of the invoice/bill
	
	
	

	
	f) The Currency was correctly selected  
	
	
	

	
	g) The Amount Declared does not exceed the Total Value of the Item (amount claimed does not exceed the value from the invoice)
	
	
	

	
	h) In the case of invoices that include several expenses, expenses are declared separately according to the budget lines and group of activities foreseen in the approved budget.
	
	
	

	B.4
	All staff costs are declared under the Group of Activities Management, irrespective of the project activity they are linked to, unless there are specific national legislation or internal requirements of the organization, requirements that demand to report staff cost under corresponding groups of activities. 
	
	
	

	B.5
	For staff costs, each item in the List of Expenditure is separated per person per month 
	
	
	

	B.6
	The administrative cost reported in the list of expenditures does not exceed the administrative costs approved in the partners’ budget.

Please note that the final amount for indirect costs shall be calculated proportionally with the certified expenditures at the end of the project, which may differ from the amount estimated initially in the budget. 
	
	
	

	B.7
	Costs declared under the Budget line Travel and accommodation refer to project staff, or guests or representatives of the Lead Beneficiary/beneficiaries who execute tasks directly related to the project (Guidelines for grant applicants sec. 2.4.3.-BL Travel and accommodation)
Please note that if travel and accommodation expenses for guests have been included in the budget under the Expertise and External Services budget line, these expenses should be reported accordingly. The relevant procurement rules must also be observed and applied when concluding service contracts.
	
	
	

	B.8
	For the travel and accommodation budget line,  the expenditure  is reported per person.
	
	
	

	B.9
	If a travel relates to combined activities set out separately in the Budget, the costs associated with that travel have to be reported proportionately  for each event, according to the budget line and Group of Activities
	
	
	

	B. 10
	Supplementary Information/Procurement section is filled in according to the provisions from Annex 5 - Guide on reporting into the eMS, section 2.7.
	
	
	

	B.11
	Expenditures declared under the budget lines External Expertise and services, Equipment and Infrastructure are linked to the Procurement section in Supplementary Information, according to the requirements of reporting mentioned in Annex 5- Guide on reporting into the eMS, section 2.7 and section 4.3.2.    
	
	
	

	B.12
	Travel and accommodation costs for external experts are paid from their contracts and are reported under the budget line External expertise and services (Guidelines for grant applicants sec. 2.4.3. BL Travel and accommodation and  Project Implementation Manual Sec.5.2.)
	
	
	

	B.13
	The costs of the activities implemented outside the eligible area of the programme is limited to 15% of the final eligible costs at project level.
	
	
	

	B.14
	The final report does not include expenses already reported and claimed in the Interim Report  
	
	
	

	B. 15
	For the expenditure introduced in the list of expenditures, all the supporting documents (according to section 4.3.2 of Annex 5 - Guide on reporting into the eMS) are uploaded in the eMS at the List of expenditure section.
	
	
	

	B. 16
	The uploaded files are named in English in accordance with the relevant contained documents, using maximum 50 characters 
	
	
	

	B. 17 
	The rules mentioned in section 4.3.4 of Annex 5 - Guide on reporting into the eMS, are respected in relation to the way the documents are attached in the eMS. 
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