  [image: image1.jpg]Ireland’s EU Structural Funds

SOUTHERN & EASTERN Programmes 2007 - 2013
Re Il Assembly
egﬁ::,,m, o: R:g,o,, Co-funded by the Irish Government
and the European Union
EUROPEAN REGIONAL
IRELAND WALES DEVELOPMENT FUND

2007 -2013



          

Ireland Wales Programme 2007 - 2013

Good Practice Guide No. 4 – Completing and submitting a Statement of Expenditure
The Statement of Expenditure (SoE) you submit provides detail to the JTS of the expenditure you have incurred, and is the principal document examined by the Controllers.
Partners will be provided with an electronic version of the SoE specifically adapted to them and their project. The Statement will normally be sent to partners at the end of their claim period, and can be submitted immediately after the period is up, provided all back-up documentation is submitted at the same time. 

A signed copy should be posted to the Finance Department of the JTS in Waterford at the same time that the completed electronic version is returned to controllers@seregassembly.ie . 

Section A – General Project Information 
Most of Section A will be preprinted when you get the Statement, and will contain information agreed in the Subsidy Contract and annexes. The following information will be preprinted:
(1)
Project Number - Each Project was assigned a number by the JTS when the application was first 
received. This number will not change over the lifetime of the project. 

(2)
Project Title – as submitted at application stage.
(3)
Partner Number – assigned when the application was first received and will not change. 
(4)
Partner Organisation Name.
(5)
Contact Person and details – each Project, and each partner, has a contact person through 
whom everything should be submitted. The Statement will be sent to the contact person.

(6)
Project Start Date/Project End Date – as submitted at application stage, unless approval 
subsequently granted to change either.
(7)
ERDF Funding and Match funding – as committed in the Subsidy Contract.
The following sections must be completed:
VAT
Please indicate if you intend to claim VAT. 
Recoverable VAT is not an eligible cost, so if you intend to claim it you must show that the VAT you pay is completely irrecoverable. We will usually accept a letter from the Revenue authorities, addressed to your organisation, stating that your VAT is irrecoverable, but choosing not to Register will definitely not suffice. 
Note that you must complete this section before proceeding; the supporting worksheets will only work and populate the cells on the summary page when the VAT section has been answered. If you have not received a definite answer from the Revenue authorities by the time you are submitting your SoE, then please enter “no”, and we will assume the VAT paid is ineligible. If you subsequently receive a satisfactory answer from Revenue, you may apply to have whatever arrears are due paid to you. 
Adjacent Area

Please indicate whether you are located in an adjacent area by typing Yes or No. 
The adjacent areas are 

Ireland: 
County Cork and County Kerry

Wales:

Swansea, Flintshire, and Wrexham 
Claim Period
Please indicate the period this Statement of Expenditure covers. It should cover a six month period, completed up to the last day of the sixth month.
Exchange Rate
All payments will be made in Euro and all expenditure will be monitored in Euro. The issue of currency and exchange rates between partners must be decided upon before the start of the project and written into the Partnership Agreement. 
As outlined in Information Note No. 1, there are two options available to partners for dealing with exchange rates. One option must be selected, and when selected, it must be applied to all future SoE’s.   
Option 1 – Monthly Commission Rate for month expenditure incurred
Convert to Euro using the Commission-approved exchange rate for the month the invoice was paid. 
Option 2 – Commission Rate on Date Submitted to JTS

Convert into Euro using the Commission-approved exchange rate (Commission-approved Exchange rates) for the month the Statement is submitted to the JTS. 
Section B – Total Expenditure and ERDF Applied for 
The Total Expenditure Summary table will provide to Controllers the detail of individual partner budgets and expenditure as forecast in the Subsidy Contract and annexes and as submitted on the backing sheets. This Section will be preprinted as follows:

Column 1:
“Budget to end of Claim period”, is taken from your Subsidy Contract and financial tables. If 

your claim period straddles a year-end, your 6-monthly budget will be calculated based on 

the number of months in each year and the relevant budget for each year, and added to the 

budgets for periods already covered.  
Column 2:
“Previous Certified Expenditure”, will be nil for the first Statement submitted, but for all 


subsequent SoE’s this will be the amount of expenditure passed by the Controllers on 


previous claims.
Column 3:
“Current Expenditure” - expenditure covered by the current Statement. The cells will be 


populated with totals carried forward from the backing sheets you complete, but will only 


populate correctly if you have answered the VAT question. 

Column 4:
“Total Expenditure”, is simply the sum of Columns 2 and 3.
Column 5:
“Balance”, tells us how much of your budget remains, and 

Column 6:
shows the percentage of budgeted expenditure expended thus far. 
Note that all these columns contain formulae to automatically calculate values, and are password-protected. Removing the protection may damage the SoE and it will not be readable by our IT system.

All financial data should be input in Euros (€’s) for all partners.

Budget Line Spreadsheets

We advise partners to refer to Community and National eligibility rules before completing the Statement of Expenditure. Welsh partners please read Welsh National rules (Information Note No. 3) and, Irish partners please read Irish rules (Information Note No. 6). Controllers will apply Community and then the relevant National rules to all claims.
Some general points to note:

Expenditure is only eligible if it has actually been incurred and paid, and specifically for each SoE, payment can only be made for costs incurred and actually paid within the period covered by the SoE. In practice this means Controllers must be able to trace all payments on your SoE through your accounting system to your bank statements, and if the payment has not hit your bank statements inside the claim period then it should not be included on this Statement, but held over to the next. 
Expenditure is also eligible only if it has been incurred on a project and operation approved by the Steering Committee, so if Controllers detect costs that are not directly related to the delivery of the project, costs that seem quite distant from project delivery, they will deem them ineligible. 
Partners must complete a Budget Line Spreadsheet for each budget line under which they have expenditure. Please ensure that all expenditure is shown under the correct budget line; if it is not, we will ask that the SoE be corrected and re-submitted, and this will significantly delay the checking period. For instance, “staff costs” should only include pay plus pay-related costs (Pension, National Insurance etc); items such as recruitment, or catering, are not staff costs and should not be displayed here. 
Expenditure should only be incurred on budget lines where you have a budget approved, but sometimes expenditure on other budget lines is unavoidable. In such cases, please ensure that as with all other expenditure, you account for it on the appropriate budget line. Partners may spend more than budgeted (up to 10% more) on any budget line provided they have made the savings elsewhere, and we will also be able to allow small amounts of expenditure on previously blank budget lines provided the savings are made elsewhere. The key point here is that if Controllers encounter a transaction that plainly does not belong to a particular budget heading, they will request that you move it to the correct line and re-submit your SoE, so please ensure everything is in the right place before you submit it.  
Please ensure there is no duplication of costs within the claim process between partners. To avoid confusion, if there is an item of expenditure being jointly claimed, be sure to note that in the papers submitted to support your SoE.    

Proof of Expenditure is always required. All costs must be supported by documentary evidence. All costs must be backed by relevant FMS printouts, invoices, receipts etc, all supported by a copy of the bank statement upon which the item is recorded (make a reference to the Bank Statement on which detail of the transaction can be found and submit copies of all Bank Statements together; there is no need to submit a separate copy of each Statement for every transaction.) If the transaction is part of a batch, we will not be able to trace individual transactions to a composite bank transaction, so please provide the back-up necessary to allow us to follow the audit trail. 
It is worth reiterating that the provision of satisfactory back-up documentation will be crucial. If Controllers are not able to clearly identify, and follow, all necessary back-up, they will not be able to certify the expenditure. Every transaction on the SoE has been assigned a unique identifier (visible on the left-hand side of each line of each back-up sheet) and when indexing any supporting paperwork, please use this identifier, and make sure to cross-reference the documents. 

It is not necessary to send original documentation to the Controllers in Waterford; photocopies will suffice, but originals must be maintained for inspection and audit (please refer to “Good Practice Guide No. 3 – Document Retention”). If you can send your supporting documentation electronically (e.g. scanned copies of original documents), please feel free to do so. If you request it, any original documentation sent will be returned to you once the Statement has passed through First Level Control and a Certificate issued. 
Individual Budget Lines

Each backing sheet represents one of your budget lines. There are 12 expenditure lines, and below you will find some details to keep in mind when completing them. Please note: the date of all transactions should be entered in the format “12 Mar 09”, “23 May 08”, etc. Any other format will be unreadable to our IT system. 
In order to speed up your Control process, we recommend that each budget line be supported by a separate section or folder of the paper or electronic file you submit with your SoE. All transactions in a budget line are identifiable by their unique transaction number, and the supporting documentation for each should be filed in the same order in the supporting file. (A checklist of documents that must be submitted with every SoE is attached to this Guide at Appendix A) 
Staff Costs 
Please input details of all staff employed on the project.  Eligible costs may include:
National Insurance/PRSI Costs: 

Note that while the costs for employees will often be displayed on payslips and be easily identifiable, the National Insurance/RSI cost to the employer will often not be, and will have to be supported separately.
Salaries:
Salaries can be included in full if the staff member is working on the project for 100% of their working time. If a staff member works on the project for less than 100% of their working time, or undertakes other duties unrelated to the project, then the cost for this staff member should be apportioned to show exactly what amount of their time is dedicated to the project. If you are claiming an apportioned staff cost, then the calculation of the apportionment should be filed in the relevant section of the supporting papers using the same transaction number.

Signed timesheets for 100% of working time must be submitted with the SoE for any staff member employed less than 100% of their time on the project.  
As with all other costs, Staff costs can only be paid if an audit trail is clear. Controllers must be able to trace from the payslip (or equivalent document) amount to the Bank Statements. 
For staff employed 100% of their time on a project, Controllers will have to see Contracts of Employment that include details of pay-grade, pay-scales etc. For staff employed less than 100% of their working time on the project, Contracts of Employment may understandably be quite old, but Controllers will have to see some formal document that details the amount of time the employee is to spend on the project, and details of pay-scales, pay-grades etc. 
Please note that arising out of discussions at an early workshop, it was agreed that the 100% signed timesheets rule does not apply to those working less than 10% of their working time on a project, but these costs must be supported by (for instance) diary extracts, attendance sheets from meetings, or some other robust and quantifiable method. We suggest (as outlined in Information Note No. 4) that taking account of the differing levels or reporting requirements, projects take great care to decide who exactly is staff and who is not. As an example, someone attending 2 hours per month for a Steering Committee meeting should perhaps not be considered a staff member (perhaps show it under Administration), thereby avoiding the 100% timesheets requirement. 
Overheads

Overheads are broken down into separate Budget Lines for Rent & Rates, Energy, Telecommunications, Administration, and Other Overheads. Each of these Budget Lines should be represented by a separate folder within your supporting file. 
The key point for these Budget Lines is that Overheads can only be ruled eligible if they are based on real costs that relate to the delivery of the project and are allocated in a justifiable and fair way. 
Details of any apportionment of overheads should be provided. Any calculations required to support the apportionment should be returned to the JTS together with the signed SoE, indexed to show the transaction to which they refer. If your apportionment methodology is unclear, or if you fail to show that the costs are directly related to the delivery of the project, we will not be able to certify them. 
For Welsh participants, there is Guidance on all aspects of Indirect Costs on the WEFO website at WEFO Indirect Cost Guidance . If you show that your apportionment methodology is in line with one of the examples provided by WEFO, all other things being equal, the Controllers will pass the expenditure. 

Irish National Eligibility Rules are less prescriptive, so our suggestion for Irish partners attempting to apportion overheads would be to broadly follow one of the examples laid out in the WEFO document, but the following examples are also given to provide broad guidance of what will be acceptable:

Example 1:
Project ABC has 4 staff. The SoE submitted covers 6 months, and the total number of staff 

days spent on the project comes to 44, all supported by timesheets for 100% of the working 

time of the 4 staff employed. The Overheads for the period are €6,000. All overheads can 

reasonably be claimed as necessary for project implementation, and all are supported by 

appropriate papers. 

So, total number of Staff days in this reporting period is:

220(total working days per staff member) * 4(staff members) = 880, Divide by 12(months) = 
73.33, multiply by 6(months in claim period) = 439.99, round to 440 


Total number of staff days available = 440


Therefore the overhead charge to the project is calculated as follows: 


Total No. of staff days on the project in the period
= 44


Total No. of staff days available 


= 440, so 44/440 = 10%
 


Therefore Overhead charge to Project ABC = €6,000 * 10% = €600
This method will be of particular use to small organisations where total overhead for a period is easily calculable, but can only be used where staff time is an appropriate method of allocation. Other overheads may more fairly be apportioned based on other methods. 
Note that this apportionment calculation must be carried out every time an SoE is being submitted, as the percentage chargeable may change from claim to claim. If you have a series of transactions in one budget line all based on the same apportionment methodology, it makes sense to include them in your SoE in sequence, and have the relevant apportionment methodology displayed with, and indexed in, the supporting papers you submit with your SoE.  
Example 2: 
If a Partner can prove that all overheads are 100% attributable to the project, then all of 


those overhead costs are eligible for recoupment. 
This will apply to Organisations who have acquired additional office space specifically for the purposes of housing/accommodating the project throughout the project’s life and for which 100% of the costs are exclusively incurred by the project.  

Example 3:
For larger Organisations, (for example Universities); the following will also be accepted: 



Actual Quantities used x Unit costs
This method requires that an actual log of quantities used be maintained, e.g. telephone, fax, stationery etc., and a transparent method of calculating unit costs must also be in place. 
As with Bank Statements, if there is one apportionment calculation that covers a number of different overheads and a number of different transactions, one copy of the calculation will suffice, as long as it is clearly displayed to the Controllers which transactions the calculation is supporting. This can be displayed by cross-referencing the relevant transaction with the reference of the calculation.   
Consultancy Fees
Procurement and value for money will be of particular importance here; it is essential that Community and National public procurement rules are adhered to at all times. Partners must provide evidence that a satisfactory procurement process has taken place. 
Irish partners please refer to www.etenders.gov.ie , Welsh partners please follow the links at www.wefo.wales.gov.uk . If an item is not procured satisfactorily, i.e., in accordance with the various national rules from the websites above, it cannot be supported by ERDF funds. 
Information Note No. 7 “Penalties for non-compliance with rules on Public Procurement”, and Good Practice Guide No. 1 “Public Procurement” should provide all the information necessary for a project in this area. 
If a transaction was sufficiently large to warrant a Procurement process, please indicate that fact in the supporting file, cross-referencing the papers to the transaction, and give details of the procedure followed. It is likely that detailed testing of Procurement papers will only take place on-the-spot. 

Travel 

Travel and subsistence costs will mainly relate to project staff members and must be incurred on ERDF projects/operations only. Partners must retain all appropriate documentation to support any T & S claim (hotel bills, parking receipts, boarding cards, tickets etc) and the rates used must be appropriate and justifiable (i.e., in line with applicable civil/public service rates). 
Please note that these rates have been reduced significantly for Irish participants in recent times. Always use the most up-to-date rates, and with your first SoE, please submit a copy of the Travel & Subsistence policy document used by your organisation. If, for a subsequent SoE, the policy has changed, please submit the new document.
Training

Training costs means costs incurred training Project staff to carry out the project, not costs of the provision of Training Courses by the project. Also please note that any training required by statute is ineligible. 
Other Revenue costs
If an expenditure item does not neatly fit into one of the other budget lines it may be recorded here. While this heading may appear to be something of a catch-all, the rules about 10% variance on any budget line are just as important here as anywhere else. 
Please ensure that this heading is only used for those transactions that do not belong elsewhere; if the Controllers see that transactions entered here are more appropriate to other headings, they will request that you move them, and this may put you into a situation where you breach the 10% rule. 
Capital Items 

The Ireland-Wales Operational Programme is not aimed at Capital Projects, but it is accepted that some small-scale acquisition of Capital items (for example computers) may be necessary. 
The Department of Finance in Ireland considers an defines an asset as “…any tangible item with a useful economic life of more than one year and a cost of greater than €1,000 (net of VAT)…” and for Irish participants this will be applied to determine whether an item is Capital.

Welsh rules do not mention a specific monetary threshold, but say that “Equipment with an asset life of less than one year can be regarded as a revenue cost” – it follows therefore that any equipment with a life of more than one year should be considered a Capital item. In practice, we will expect Welsh participants to (firstly) identify and account for assets in accordance with the rules of the organisation acquiring them; if your organisation is accounting for something as an asset, it should not be accounted for as revenue expenditure on the project unless something in the Eligibility rules specifically demands that.   
Be sure to read your national Eligibility rules before acquiring any such items; guidance on the acquisition and treatment of Capital items has been included. 
If you include an item in your “Capital” budget line, it will be treated as such and examined using the rules applying to Capital. 
Summary of Budget Lines section 

Partners should note that where a SoE is submitted and some costs, for example, overheads, are not adequately justified or supported, the un-supported costs will be excluded and the remainder of the claim will be certified (if in order). Excluded costs can be submitted in a subsequent claim if properly supported. 
Additional Information Notes and/or Good Practice Guides on the “Additionality” of costs, and the treatment of Match funding, will issue in the near future. Specific Guidance for Welsh participants on In-kind match funding is available on the WEFO website. 
Revenue Generating Projects

Some projects may generate revenue, as defined by Article 55 of Regulation 1083/2006. In such a case, Rule No. 2 of Regulation 448/2004 applies, and any revenue received by projects as a direct result of their activities must be deducted from claims for grant aid. An example is receipts for training courses you run.

The main reasons for taking account of revenue generated are
(a) to make the best use of limited grant resources; and 

(b) to exclude over-financing of the projects

Section C – Budgeting 

Section C of our form deals with budgets and forecasting. The four-column table is laid out as follows:

Column 1:
This is your budget for the next 6-month period (as agreed beforehand with the JTS in your 

financial tables). Your budgets were prepared on a year-long basis, so there may be some 

apportionment necessary. For instance, if you budgeted for 10 months expenditure in Year 1, 

and are now submitting your second SoE, the next six months’ worth of expenditure will 


represent 4 months of year 1 plus 2 months of year 2. This section should be completed on 

the basis of the most recent approved budget.
Column 2:
is what you now forecast you will spend in the next 6 months. It is likely that expenditure 

will not match budget, and here is where you record the differences. However, disclosing in 

Column 2 that you now forecast expenditure in the next period will be lower than originally 

budgeted does not constitute any form of “approval” of budget revision. Expenditure 

more than 10% above budget on any budget line must be pre-approved and met by savings 

on another line, and just as importantly, any significant under-spend may be considered to 

represent unsatisfactory Project Progress, and may affect your grant. The lesson 
here is: keep 

a very, very close eye on your budget, and take action immediately if trends towards over- or 

under-spend begin to emerge. 

Column 3:
is a simple formula that calculates the difference between what was originally budgeted 


for the next period and what is now forecast, and 

Column 4:
asks you to explain why the difference occurred. 

There will be a separate process for revising Budgets, and guidance on this will issue in the near future; in the meantime, if you are already concerned that your project is running so far behind budget that it will not meet its spend targets, tell us immediately. The implications of an under-spend are very significant for both the project and the programme, so the sooner we are informed the better. 
Section C of the form is designed to give us the most up-to-date information available so that we are aware of trends within projects from the earliest opportunity. 
Declaration 

Please make yourself familiar with the regulations stated in the declaration before signing the Statement of Expenditure. 
The Statement of Expenditure should be signed by the Contact Person for the Partner.
For further information on completing and submitting a Statement of Expenditure please contact:

Joint Technical Secretariat (JTS),

Ireland-Wales Programme, 
Old Port of Waterford Building, 

2 George’s Street, 

Waterford, 

Ireland.
Tel. (+353) 51 318100

Email:

controllers@seregassembly.ie 
Web site:
www.irelandwales.ie 

Issue Date: July 2009 
Appendix A 
Checklist of supporting documents to be submitted with every SoE
	
	Document
	Is this on file? 

	
	With every Statement of Expenditure:
	

	1
	FMS printout for the relevant Project Codes, showing all project-related transactions, cross-referenced to each transaction number.
	

	2
	Bank Statements to support every relevant transaction, cross-referenced to each transaction number.
	

	3
	Original (or copied, or scanned copies of) Invoices or documents of equal probative value to support each transaction, cross-referenced to each transaction. 
	

	4
	Signed Timesheets for 100% of the working time of all staff employed more than 10% and less than 100% of their time on the project
	

	5
	If repayment of VAT is being sought, evidence from the relevant Revenue authorities that VAT is irrecoverable (if this is supplied once and doesn’t change, it need not be supplied again). 
	

	
	Where applicable:
	

	6
	Overhead Apportionment Calculations, cross-referenced to each transaction.
	

	7
	A list of transactions that involved any formal procurement process.
	

	8
	For each transaction on that list, an outline of the process employed and the documents held (not necessarily the Procurement documents themselves, which will be inspected on-the-spot)
	

	9
	Cheque and Lodgement Logs
	

	10
	Petty Cash Log
	

	
	Other information (typically supplied with the first claim): 
	

	11
	Documentation to support Travel Rates employed (Organisation policy, rates etc)
	

	12
	Contracts of employment for all staff, or at the minimum, signed memos/letters that indicate the time to be spent by the staff member on the project. Once supplied, these are unlikely to be sought again, but originals will be examined on-the-spot, and we expect to be notified of changes. 
	

	13
	Pay-scale and Pay-grade information for all staff in whatever format the organisation employs, but ideally print-outs from the HR system in place. As with contracts, once supplied, this information is unlikely to be sought again, but we expect to be notified of changes. 
	


This checklist must be completed with each Statement of Expenditure, affixed to the inside cover of the file of supporting papers, and returned to the JTS. If a section is blank, or if a required document is omitted, the transactions it supports will not be considered eligible. 
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