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Supporting documentation to payment claims

The Lead Partner should send the following documents to the Paying Authority, and keep copies:

Always send: 

· Certificate of Expenditure

· Progress Reports (Copy to the PA and original to the JPS) 

· Monitoring Tables of Budget Commitments

· Financial Reporting Summary

· Summary of Exchange Rates

· Entries

· Time sheets

Projects should choose one of the following options:

1a)

Send ledgers for each partner with each claim

1b)
Send copies of all invoices and receipts with each claim

2a)
Send auditor’s statements annually AND send all ledgers with the final report


2b)
Send auditor’s statements annually AND send copies of all invoices and receipts with the final report

The Paying Authority strongly recommends option 1a

When applicable send:

· Model to show how overhead costs have been allocated + supporting documentation (should be sent with first claim) Guidelines regarding overhead costs are downloadable from the NPP website

· Leasing contracts
· Calculation showing how hourly costs stated in time sheets have been reached.


Copies of the following documentation should be kept by the Lead Partner for on the spot checks and/or random sampling:

· Copies of invoices and receipts

· Rental and Leasing contracts

· Employment contracts

· Other relevant documentation

N.B. In case of an audit, the Lead Partner must preserve copies of ALL supporting documents until three years have passed after Programme closure. We recommend that supporting documentation is preserved until at least 2015. Since the Commission Auditors might also visit the Project Partners to look at original supporting documentation, all Partners must keep their original documents for the same recommended time. Lead Partners and Partners must also consider national legislation regarding preservation of accounting material.
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