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[bookmark: _Toc462762918]Introduction

[bookmark: _Toc398631366][bookmark: _Toc398631406][bookmark: _Toc398730274][bookmark: _Toc398883345][bookmark: _Toc398883506][bookmark: _Toc442864659]The purpose of the guidelines is to provide information to REF grantees (hereinafter also referred to as “Grantees” or “you”) on reporting on grants (donation from REF as defined in the applicable and signed grant agreement with REF, hereinafter also referred to as the “Grant”), including the scope of and the way how supporting documents and financial reports shall be submitted to REF. 

Any requirements under the guidelines in this document shall not override the terms and conditions stipulated in the Grant contract with your organization. 

According to REF’s contractual terms and conditions, the Grant is subject to financial monitoring and may be subject to independent financial verification (audit). Therefore, the administrative, reporting and archiving procedures applied by the Grantees shall make sure that the requirements of financial monitoring and audit are met. 

The guidelines are describing some of the main rules in reporting, but do not attempt to provide an exhaustive description of reporting rules that might be different depending on the type of intervention model/activities implemented and local regulations. 

Should you need any further information and/or support in relation to the guidelines and financial reporting, you are encouraged to contact the responsible program and/or the financial officer at REF in writing with reference to the number of the grant contract and the area to which the question related. 
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· Bank account: A separate bank account for the program must be opened by the Grantees for the Grant. The Grantees shall inform REF about the names and position of those designated to operate this account.  No changes in the signatories of this bank account should be made without the consent of REF.
· Procurement: The Grantees shall procure all materials and services (including mentors, trainers, consultants, etc.) under the Grant in accordance with the applicable national procurement guidelines and shall seek competitive tenders from potential contractors and award the contract to the most economically advantageous bid, in other words the bid offering the best price/quality ratio; in doing so he shall observe the principles of transparency and equal treatment of potential contractors and shall take care to avoid any conflict of interests. Every purchase of goods and services over EUR 1,000 requires the procurement and evaluation of three separate quotations for the particular service, product. The Grantees are waved from Procurement procedures for interventions as response to COVID 19 pandemic. In this case, the procurement obligations in their operation country are not applicable. n their operation country the procurement obligations are not applicable. In this case the Grantee needs to submit to REF a proof of this grant.
· Leading organization: The contracting organization which is taking the full financial and legal responsibility of the project implementation, prepares and submits reports toward REF, as well as coordinates the implementation of all the Partners from the consortium. The Lead organization is also responsible for the potential return of the funds if they were either not utilized completely or not for the purpose as it was defined in the accepted project proposal or/and in the project budget.
· Partner organization: Is the organization which is taking part in the project implementation and shares a part of the received fund. The share of the REF grants and implementation of the activities should be based on the agreement between Leading organization and Partner organization (or consortium partner) which should be stipulated in a separate Partnership agreement between the Lead organization and the partner.
· Quarterly reports: The Grantees shall submit an interim quarterly (3-monthly) narrative and financial reports for each calendar quarter during the grant period as defined in the grant agreement, no later than 30 days after the end of each quarter. For financial reports, you are requested to use the excel template attached as Appendix 1 to the guidelines. Submission and approval of quarterly reports are precondition to release grant instalments. Any delays in submission your quarterly report, may result in delays of payment grant instalment. Please note that REF has the right to ask for clarification regarding reported expenses and the supporting documents provided in the framework of the quarterly report. Please note that the report and all supporting documents related to the report shall be sent electronically to the country facilitator, who shares the report with the financial officers of REF.
· Final report: The Final report, that is prepared in the same template as the quarterly reports, should also contain a final financial report accounting for expenditures for the entire Grant. The final financial report should follow the structure of the approved budget for the Grant. Expenses incurred in local currency under the Grant shall be translated into Euro for reporting purposes to REF using historic or average foreign exchange rates calculated for the term of the grant. If the final report is not received within the thirty (30) day period, the Grantee may, at REF’s sole discretion, be required to repay to REF those parts of the total grant that are not covered by reports and may, at the sole discretion of REF, be ineligible to receive another grant from REF.
· Exchange rates: Expenses incurred in local currency under the grant shall be translated into Euro for reporting purposes to REF using historic or average foreign exchange rates. By default, Grantees shall apply the EUR exchange rate prevailing on the day of the last grant instalment as published by oanda.com at                        https://www.oanda.com/currency/converter/.
· Reallocations: Transfer between main budget lines/categories by the Grantee, if it does not exceed 10 percent of the affected budget lines, is permitted without prior approval from REF. Transfers exceeding this limit shall only be permitted if prior written approval of REF.
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Eligible costs meet all the following criteria:
· Related to the activities performed during the implementation period;
· Incurred before the end of the contracted grant period;
· Indicated in the overall budget;
· Identifiable and verifiable, in particular being recorded in the accounting records of the Grantee and determined according to the applicable accounting standards of the country of the Grantee;
· Comply with the requirements of applicable tax regulations.
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Non-eligible costs are:	
· Related to activities performed outside the implementation period;
· Not incurred within the program period;
· Not directly related to the program;
· Not foreseen in the program budget;
· Not in line with REF guidelines and applicable national laws and regulations.
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The Grantee shall maintain original receipts and invoices for all matters pertaining to this grant, and shall keep these available for inspection or audit by REF or its designee for five years following the termination date of the grant. 
All expenditure in a financial report must be supported by
· an invoice or a receipt (in the event that the expenditure is only partially covered by REF financial contribution, it should be clearly marked on the supporting document what amount of the expenditure is covered by REF); and 
· a proof of commitments such as contracts and order forms, if applicable; 
· supporting calculation of payroll (gross and net payments) and other applicable taxes and contributions; and
· a bank statement (in case of bank transfer); or
· a petty cash statement (in case of cash payment) as a proof of payment; all cash payments shall be duly recorded and supported by a petty cash statement. 
A scan (in pdf format) of all supporting documents (e.g. receipts, tickets, invoices, time sheets, contract and other supporting documents) must be submitted to REF as part of the quarterly reports.

[bookmark: _Toc462762923]How to handle the supporting documents			
For reporting purposes, please use the excel reporting template attached to this document. 
· As a first step of the reporting process, you will have to fill in the “Budget details” worksheet based on the approved budget of the project. 
· Related to employment agreements of administrative and project staff, you shall complete the calculation of the total cost of the employment by employee, according to the prevailing regulations and which will be applied in the preparation of the payroll and related documents.
· For reporting expenditures and related supporting documents, all expenditures and related supporting documents shall be recorded on the “Invoices” worksheet:
1. Group your supporting documents by budget/financial report lines
2. Record the expenses in the “Invoices” worksheet
3. Using the numbering of the recorded expense, as it is given by the column “No” on the sheet, highlight this unique number for each supporting document related to this cost item (invoices, bank statements, contracts, etc.) and write it on the top right corner of the document(s) (1, 2, 3 …) 
 Supporting document
 Invoices worksheet in the report
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4. Scan the numbered documents (preferably in pdf)			
5. Name the scanned files in English using their number and description 
(Doc #_description.pdf, e.g. 1_Program Coordinator salary Aug.pdf) 	
	
[bookmark: _Toc462762924][bookmark: _Toc398730276][bookmark: _Toc398883347][bookmark: _Toc398883508][bookmark: _Toc442864676]Supporting documents for equipment purchases
Documents to be provided:

· Proof of purchase such as invoices;
· Proof of payment (petty cash receipt or bank statement);
· Proof of complying with procurement procedures such as tendering documents, minimum 3 bids (if acquisition is over EUR 1,000), documents of evaluation and selection;
· Proof of receipt of goods such as delivery slips from suppliers.

[bookmark: _Toc462762925]Supporting documents for administrative expenses 
Documents to be provided:

· In relation to the expenditures incurred for office, only the expenditures that are actually incurred during the grant period will be accepted. 
· Rental contract for the office. The percentage stated in the grant budget must be applied on the expenditures actually incurred. 
· Proof of purchase (invoices)
· Proof of payment (petty cash receipt or bank statement)

[bookmark: _Toc462762926]Supporting documents for salaries
Documents to be provided:

· Employment contract for each program staff member indicating 
· The name of the grant project and a reference that it is financed by REF;
· Terms of reference/scope of work/duties;
· Contracting period;
· Working hours;
· Employment status (full or part time);
· Gross salary. 
All contracts in relation to human resources (except for administrative staff), program team and experts must be signed for the grant period, program purposes and program related activities;
· Timesheets for each program staff member, indicating working hours and activity/tasks performed, signed and dated by employee and employer;
· Payroll data for salaries on monthly basis should be available (payment orders and bank statements) of each program staff member for each month worked on the program:
· Details of remuneration paid, duly substantiated by the person in charge locally, broken down into gross salary, social security charges, insurance and net salary; and
· A copy of the documents proving amounts of employers' tax and social contributions paid in addition to the gross salary of each program staff member
· Proof of payment (petty cash receipt or bank statement);
· In case of an engagement of external consultant, the contracts signed with the experts, which should clearly stipulate 
· The name of the grant project and reference that it is financed by REF;
· The purpose of engagement;
· The period of engagement; 
· The method of payments (whether it will be done on the basis of approved outputs, on a monthly basis, etc.).
· Time sheets of contracted experts;
· The proofs for payments (payment orders and bank statements) and any documentation related to the engagement (reports, training materials, etc.) of contracted experts. 

[bookmark: _Toc462762927]Conference/Meetings
Documents to be provided:

· Proof of purchase (invoices);
· Proof of payment (petty cash receipt or bank statement);
· Attendant list and minutes of conferences/meeting.

[bookmark: _Toc398730278][bookmark: _Toc398883349][bookmark: _Toc398883510][bookmark: _Toc442864678][bookmark: _Toc462762928]Supporting documents for Travel expenses
Documents to be provided:

· Travel approval form, stating the name of the passenger, the date/time and destination of the travel, the means of transportation used. In case of car use the estimated distance covered.
· Invoice (ticket, accommodation) stating name of passenger; 
· Proof of payment (petty cash receipt or bank statement);
· Tickets (flight, train, bus, taxi), including boarding passes;
· Invoices on fuel purchases;
· In case of use of public transport or taxi, it should be always kept the fiscal bills or invoices, as well as a clear evidence of the purpose of the travels related to the program activities.

[bookmark: _Toc442864680][bookmark: _Toc462762929]Other project related costs
Documents to be provided:

· Proof of purchase (invoices detailing the list of materials, services purchased, paid for)
· Proof of payment (petty cash receipt or bank statement)
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