Guide for Grant Recipients
 2004-2005
Congratulations on winning a grant from the European Commission.  Your grant will be administered by the Commission Delegation in Washington, DC. We wish you all success as your begin your project.  

We will work with you in processing your reporting and payments, and in answering any questions you may have.  While not replacing the text contained in your grant agreement, or our other reference documents (the Financial Regulation and Implementing Rules discussed below), this note provides answers to a number of questions frequently asked by grant recipients.  
Please note that the Commission has very specific requirements for managing grants, which we are required to follow scrupulously. You will therefore find it helpful to familiarize yourself with the main points in this guide at the beginning of the grant period, and refer to it periodically. You may wish to share it also with any colleagues involved in the management of this grant. All this will help avoid nasty surprises or unduly burdensome chores when the time comes for reporting and accounting. Again, we will be glad to answer any questions you may have (contact information below). 
If you don’t have time to read through this note – which we believe is very helpful in understanding the grant process - please see at least the Top 10 points at the end (apologies to Letterman).  And please make sure that someone in your office does read the entire guide.
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Primary and Reference Documents 

The grant agreement between your organization and the European Commission is the primary document.  It outlines your responsibilities, and ours.  Many of the questions you may have regarding your grant are answered by the grant agreement.  For example, Article I.4 of the ‘Special Conditions’ outlines your payment arrangements and Article I.5 your reporting requirements.  These issues are also discussed in more detail below.  
For Commission officials, our primary reference texts are the EU’s Financial Regulation (Council Regulation No. 1605/2002) and the Commission’s Implementing Rules (Commission Regulation No. 2342/2002).  While it is certainly not necessary for you to read these documents, it is important to note that they are binding laws which we must respect. Also they bring rigor and consistency to the Commission’s financial responsibilities.  We may refer to these texts when answering your questions.  
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Submitting Technical and Financial Reports 
Both technical and financial reports are required when you request interim or final payments.  The technical (or narrative) report should provide a good overview of what your project has accomplished, also noting any differences between the results of your project and your initial proposal.  It need not be voluminous but should give a good account of what you have done.  The report should be submitted in hard copy no later than the date indicated in Article I.5 of the special conditions of your grant agreement, and must be signed by the principal investigator or director of the project.

When submitting your technical report, you should include copies of any information products resulting from your activity.  These would include reports, briefing notes, conference papers, or conference proceedings.  Complete documents should be submitted, and not simply references to web site addresses. Whenever possible we prefer these to be supplied electronically (cd-rom/diskette), especially if a great deal of material is involved, but hard copy is acceptable otherwise.  
Certified financial reports are also required when requesting interim and/or final payments.  Financial reports should follow the same format and level of itemization as the summary and detailed budgets submitted with your proposal, as annexed to your grant agreement, with one column added for ‘total actual expenses’ (see example attached to this note).  The financial report should be ‘certified’ in the sense that it must be signed and marked as a “true and correct account of expenditure” by a responsible financial officer representing your organization.  
For universities, this should be an officer representing your central administration, and not an employee of the sub-unit that is implementing the grant.  For example, in the case of a grant given to a Center for West European Studies to run a conference, the signature of the Center’s Director would not be acceptable.  Instead, the financial report might be signed by an officer of your Grants and Research Office, or of your central Accounting or Finance Office.  
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Documenting Travel and other Expenses 

We require supporting documentation for all travel expenses covering transport, accommodation and per diem costs. This must include, but is not limited to a copy of the airline and/or train ticket, all boarding passes and the hotel invoice.  The copies should be ‘certified’ by either signing each or by providing a signed cover letter stating that the copies are based on authentic originals.  Please note that fare quotes from a travel agency or website are insufficient. We need copies of actual tickets and receipts.      
Always remember, therefore, to ask everyone who travels to give you all receipts for all expenditures.  Stipulate this in the event instructions you send them in advance.  It’s a lot easier than asking them to send you copies several months later! If asking your guests for these documents makes you uncomfortable, remember that no receipts means the cost will likely be disallowed for payment from the grant. 
When arranging airline travel you should note that we encourage all travel to be undertaken in economy at the lowest fare possible.  As a general rule, we do not accept fares in business class or above.  If you allow a business class fare under this grant we will expect you to provide a quote for the lowest available economy fare at the time. This is the maximum we will pay.  Occasionally we may approve business class, for example for a VIP, if justification is submitted well in advance, but approval is not automatic and will be granted only in exceptional cases.  

There are also limits on accommodation and subsistence.  In short the maximum per person per night for accommodation in the US is €200 and the maximum per person per night for per diem (or subsistence if you prefer – but they are the same thing) is €80.  The rates for other countries vary and these are set out in the attached table. 
Though not required in the initial submission of your financial report, we may also ask for additional documentation of other expenses, as well as travel.  Consequently, you should keep a file of all receipts, invoices, and other proof of payment for all expenses under your grant.  
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Categorizing Supporting Documents 

When submitting supporting documentation, expenses should be grouped by category, as per your detailed budget/accounts for each category, A-E, of the summary forward budget/account (cell 12 of the application form).  

Each category should have its own cover page on which all receipts should be listed in both US Dollars and Euros.  The conversion must be calculated using the Commission’s official monthly exchange rate at the time your organization incurred the expense.  This will enable your summary and detailed accounts to be easily reconciled with your supporting documentation and with the approved summary and detailed forward budgets annexed to your grant agreement.
Exchange Rate

The Commission’s official monthly rates can be found at http://www.europa.eu.int/comm/budget/inforeuro/index.cfm?fuseaction=currency_historique&currency=USD&Language=en
Gentle reminder - please be careful to convert US$ to EUR the right way around.  Using the table cited above the US$ amount should be divided by the exchange rate, not multiplied!  Simple example: if the exchange rate is €1 = $1.20, something that cost $87 was €72.50 (NOT €104.40). Believe it or not, some very prestigious organizations have made this mistake.  
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No support for EU officials’ travel
Grant recipients often ask European Commission officials or officials of other EU institutions to participate in conferences or workshops. This is welcome. As a rule, however, their travel expenses including transport and accommodation should not be supported by any funds (either Commission contribution or match) included in your project budget.  We take this general approach due to the possibility of real or perceived conflicts of interest. Recipients may ask us whether a special situation might justify such support, but approval is unlikely.  
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Competitive Process for Research and other Awards to Faculty and Students

Particularly for EU Center and other university programs, any research, curriculum development, or other awards to faculty or students must be made by competitive process.  Usually this will involve a widely distributed announcement of the competition that includes award criteria, a deadline for proposal submissions, and a fair selection process.  Project staff cannot be awarded such a grant.  
Competitive process in selecting third-party vendors

Any sub-contracting to third party ‘vendors’ must be made by a competitive bid to yield the best value.  For example, in arranging conference accommodations and catering, we may request proof that the vendor selected has been identified via a competitive process.  This requirement can usually be satisfied either by asking for bids from three or more vendors, or by a pre-existing long-term ‘framework’ contract, where a specific hotel, caterer, or other vendor has been identified by your organization via competitive bid.  

Changes in Programming and Budgeting 

We realize that changes from your original proposal may be necessary as you implement your project.  Small changes in programming, such as inviting a different speaker from the one indicated in your proposal, or in your budget, such as spending a bit less on catering for one event and a bit more for another, should simply be noted in your final reports.  

Other than such small changes, we hope that your project will be implemented largely as outlined in your accepted proposal. Where more substantial changes are absolutely necessary, however, such as a change in the subject of a workshop, or a large transfer of funds between budget items, you should contact our office before proceeding, and well before the event is due to take place.  Usually programming change requests can be approved, provided that they are consistent with the original intent of the grant.  Similarly, changes in your budget are usually approved provided they are based on valid reasons and they do not lead to more than a 10% transfer between items.  

Some requested changes require a formal amendment or ‘codicil’ to your grant agreement.  These include any transfer of more than 10%.  While such requests will be considered, obviously it is best to avoid them if possible.  The Financial Regulation and Implementing rules require that any amendment to an agreement cannot call into question the original basis for making the grant award, which constrains our ability to accommodate such requests. 
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Eligible Costs

Commission grants are awarded fundamentally on a cost-reimbursement basis. In reviewing your technical and financial reports we are required to determine exactly which costs are eligible for interim and/or final payments. Any other costs will not be considered in calculating your reimbursement. Ineligible costs will result in a lower payment than you may have expected, and in certain circumstances can lead to the recovery by the Commission of earlier payments made under the pre-financing and/or interim payment procedures. 
You will therefore help yourself and us by ensuring that your accounting as the project proceeds is precisely in accordance with the grant agreement, namely the approved summary and detailed forward budgets which are integral parts of the agreement.  
Likewise, the activities for which you request payment should be precisely those described in both the narrative and financial parts of your approved proposal which are also integral parts of the agreement.  Therefore you should be aware that any costs for activities not specifically approved in the agreement or any subsequent agreed changes, will likely be disallowed.     
Please also note that the Commission will not pay more than a stipulated proportion of your total eligible costs (see Article 1.3.3). In other words, if your total spending on the project falls below what you estimated at the outset, your grant is likely to be scaled down proportionately. 
Remember, under no circumstances do we allow indirect costs, overhead costs - whatever phrase you may use.  Indirect costs are ineligible under this grant. (Note: this does not apply to grant competitions launched in 2005).  
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Payment

The issue of payment is summarized in Article II.15 of the General of Conditions of your grant agreement.  A summary is presented here for your convenience.  

Pre-financing is the Commission’s terminology for payments that can be made before any expenditures are incurred or documented, considered a 'float' to grant recipients by the Commission.   Pre-financing payments of up to 65% of the total Commission contribution to your project are possible – this will be established in your grant agreement.   
 

If you have asked for pre-financing, you must establish a new bank account, or a distinct sub-account of a bank account, to receive the funds.  A separate (sub) account is necessary because these funds are considered the property of the European Commission until the acceptance of the interim and/or final certified financial report, and any interest derived from the account will be ‘recovered’ by the Commission at the end of the grant period, usually in the form of an offset to your final payment.   You will be required to inform us of the interest gained on the account before submitting your request for final payment.   
 

Interim payments can be used separately from or in addition to pre-financing. These are payments made during the course of the project which reimburse expenditure already incurred. However, only one interim payment is payable for each grant.  They do not require that a separate bank account or sub-account be established, or recovery of interest.   But they do require the submission of technical (narrative) and certified financial reports and any supporting documentation, covering the period stated in Article 1.4 of the special conditions of your grant agreement.  
In other words, your financial administration will have to certify a financial statement that the costs for which reimbursement is requested have been incurred. Consequently, the documentation needed for the interim payment is similar to that needed for the final payment.  Also, any pre-financing received earlier must be 'cleared' or accounted for before an interim payment can be authorized.  
Final payment will be made after your final technical report and certified financial accounts have been approved.  Once we have determined the amount of your final payment, we will ask you to submit an invoice.  
Electronic Payments

Though the administration of your grant takes place entirely at our Delegation in Washington, all payments are made in Euro by the Commission in Brussels by electronic transfer to the bank account you submitted with your application. It is very important, therefore, to inform us in good time of any changes to your bank account, e.g. arising from bank mergers or takeovers or any changes your administration may make during the course of the grant period. Principal investigators and project directors should also keep in touch with their organization’s financial departments when payments are expected, since the Commission will not notify the grant recipient’s organization when it issues payments. 
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Contact Information 
We would be happy to discuss this note or any other issue that might arise as you implement your project.  
For programmatic issues, please contact either 
Bill Burros (Bill.Burros@cec.eu.int) or 
Jonathan Davidson (Jonathan.Davidson@cec.eu.int).  
For budget issues, please contact 
Helen Henderson (Helen.Henderson@cec.eu.int) or
 Despina Manos (Despina.Manos@cec.eu.int). 
Note: This is for information purposes only – any attachments mentioned will be added to the revised Guide sent out with each award made
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Top Ten List for European Commission Grant Recipients*

10. When in doubt, contact us.  Please.  

9.  
Submit your reports on time.

8.  
Don’t use project funds to support the participation of European Union officials.  

7. Use competitive processes to make awards to faculty and students (for universities) and to select vendors for accommodations, catering, and other major expenses (for all grant recipients). Okay, that was actually two items.   

6. Use the official monthly Euro-Dollar exchange rate in all accounting - and please calculate it the right way ‘round.  Okay, that was also two items.

5.   Carry out your activities just as described in your proposal. 

4.  
Do contact us if you foresee changes in your activities and/or budget.  Don’t make
      changes and expect them to be accepted after the fact.  

3.
Indirect costs are not allowed, no matter what they are called.   (Note: this does not

            apply to grant competitions launched in 2005).  
2.
Save all your receipts. 

1.
Save all your receipts.  (Did we mention that you should save your receipts?)

*With apologies to David Letterman.  

� This note has been prepared by the Political, Academic and Justice and Home Affairs Section of the Washington Delegation for the general guidance of grant recipients during the 2004-5 grant period.  It will be updated as necessary.  Nothing herein should be deemed to replace or supersede the grant agreement signed by both parties, which remains the text governing the terms and conditions of the grant. 
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