

Contract Code IN_____I





GUIDELINES FOR 

COMPLETING YOUR COST STATEMENT FORMS

These GUIDELINES REFER TO ANNEX II PART D OF YOUR CONTRACT
ATTENTION: COST STATEMENTS ARE ONLY REPORTING TOOLS. THE UNDERLYING INVOICES AND OTHER DOCUMENTS HAVE TO BE KEPT FOR AN EVENTUAL AUDIT. COSTS WHICH NEED NOT TO BE DETAILED (TRAVEL, etc.) STILL HAVE TO BE CONSISTENT WITH DOCUMENTATION TO BE PROVIDED UPON REQUEST!

1
“Cost statement - overview” and “Cost statement - details” have to be filled in by each project partner. “Summary cost statement” to be completed by the co-ordinator only, based on the information provided by all partners. Use only the present forms (or an exact copy on your computer) to fill in your cost statements.

2
Please note that cost categories “Personnel”, “Equipment” and “Other specific project costs” are to be detailed on the respective forms. The other cost categories from the “Overview” (third party assistance, travel and subsistence, and consumables and computing) need not be listed in detail. Else, address each point in the forms (or mark “N/A” for “not applicable”).

3
Provide all requested details (i.e. for each person in your organization working on this contact: full name, number of manhours, type of work done under the contract, hourly personnel rate, hourly overhead rate, etc.).

4
Provide details for equipment costs, in particular for its depreciation, according to the rules set out in the contract (Art 19, Annex II).

5
don't forget to have all cost statement forms signed by your technical manager and by your financial officer. In case you assume both functions in your organizations, you need to sign at both places foreseen.

6
Add additional tables, documents, proofs, if appropriate, but don’t add all single bills. You need to keep, however, detailed proofs of your expenses for an eventual audit of your project within two years after the project’s completion.

7

Cost statements which are incomplete or which are not presented using the foreseen forms will not be accepted. This may lead to delays in payment by the Commission.

TO BE COMPLETED BY EACH CONTRACTOR

Cost Statement - Overview 

(National Currency/Euro)

for the period from                        to                        (reporting period no.                             )

Cost basis:                               1
Project Title:

Contract No.:

Name of Contractor/Associated Contractor2 :

to3 

National Currency in which accounts kept:

Exchange rate used for conversion from national currency to Euro4 :

Categories of Cost5
Amount for the period

    National Currency

  
Euro4 

Direct Costs




1.
Personnel




2.
Equipment6




3.
Third party assistance




4.
Travel and subsistence7




5.
Consumables and computing8




6.
Other significant specific Project costs9




Subtotal of direct costs



Indirect Costs


7.
Overheads10



Adjustments


8.
Adjustments to costs previously reported11



VAT12




Total:











....% contribution of Commission:







Contractor's Certificate13 
We certify that

· the above costs are derived from the resources employed which were necessary for the work under the contract, 

· such costs have been incurred and fall within the definition of allowable costs specified in the contract, 

· any necessary permissions of the Commission have been obtained and

· full supporting documentation to justify the costs is available for audit.

We certify that any necessary adjustments, for any reason, to costs reported in previous cost statements have been incorporated in the above statement. 11
Date:









Date:

Name of Technical Manager: 14


Name of Financial Officer:

Signature of Technical Manager:


Signature of Financial Officer:

Footnotes to cost statement overview: 

1
Insert as appropriate: FC (Full Costs); AC (Additional Costs)

2
Delete as necessary - for Associated Contractor, see Article 3 of Annex II.  Each Associated Contractor must submit a separate cost statement for its costs through the Contractor to which it is associated - its costs should not be included in the cost statement of the relevant Contractor.

3
The Associated Contractor must specify the name of the Contractor to which it is associated.

4
The exchange rate must be that specified in Article 21.1 of Annex II.

5
Separate details are only required for each category specified in the Annexes which follow.

6
Equipment must be depreciated - see Article 19.2 of Annex II.

7
See Article 19.4 of Annex II.

8
See Article 19.5 of Annex II.

9
See Article 19.6 of Annex II.  The Commission must approve these.

10
See Article 20 of Annex II.  Contractors using additional costs may charge up to 20% of direct costs for personnel, equipment, travel and subsistence, consumables and computing, and other significant specific Project costs.

11
Not applicable for the first cost statement.  Any necessary adjustments, for example to reflect actual rates instead of budgeted rates, must be made in subsequent statements.  Details and reasons for any adjustments must be provided.

12
For any invoice or bill by a supplier exceeding EUR 2500 specific to the Project - see Article 3.2 of Contract.

13
The Technical Manager and the Financial Officer must sign the certificate.

14
The person designated to be in direct charge of the performance of the work - see Article 2.3 of Annex 

TO BE COMPLETED BY EACH PROJECT PARTNER

Cost Statement - Details by category 

(National Currency/EURO)

For the period from ______________________________to_____________________________

Contract No.:





Name of Contractor/Associated Contractor:

Currency:


PERSONNEL AND OVERHEADS
Category1 
A

No. of Man Hours

B
Hourly


Personnel Rate2 

C
Hourly


Overhead Rate3 
D
Personnel

Amount

Col. (B) x (C)
Overheads

Amount

Col. (B) x (D)
























































































Subtotals





Total

(personnel + overheads)




EQUIPMENT4 

Description

Date of Purchase
Cost

Depreciation period

36/60 months

% Allocation


to Project5 
Amount4








































Total




OTHER SIGNIFICANT SPECIFIC Project COSTS6 

Description
Amount




















Total


TO BE FILLED IN BY CO-ORDINATOR ONLY ON BEHALF OF PROJECT CONSORTIUM!

Summary Cost Statement (Euro)

For the period from
to

Project Title:

Contract No.:

Name of Participant1 

Status2 
Total Costs

(EUR)

EC Contribution (EUR)


Cost Basis3 
Remarks4 











































































































         TOTAL





The signed original copy of each participant’s cost statement is attached.

Confirmed by Nominated Person(s) on behalf of the Contractors5 as reasonable for the work under the contract.

Name:5




Name:5
Status:





Status:

Signature:




Signature:

Date:





Date:

1	Clearly identifiable (e.g. engineer, technician, department, cost center, cost center groups, etc.) to contractor's personnel records.  Name individuals if identified in the contract as key personnel.


2	The personnel rate comprises the elements specified in Article 19.1 of Annex II.


3	Overhead principles are specified in Article 20 of Annex II.  Contractors using additional costs should leave this column blank.


4	For allowable cost calculation see Article 19.2 of Annex II.


5	Percentage use of item of equipment on the Project.


6	See Article 19.6 of Annex II.


1	Coordinator, Contractors, Associated Contractors and, if required by the contract, major subcontractors.


2	Insert as appropriate: COO (Coordinator); CR (Contractor); AC (Associated Contractor); MSC (Major Subcontractor).


3	Insert as appropriate: FC (Full Costs); AC (Additional Costs)


4	If a participant does not submit a cost statement, insert "no statement" in the column "Remarks".  If the cost statements for any participant cover more than one reporting period, indicate the number of periods in the column "Remarks"; separate cost statements should be submitted for each period.


5	The person(s) designated for the purposes of Article 2.2(b) of Annex II.
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