URBACT III - SYNERGIE GUIDANCE NOTE NO. 6

CERTIFICATION OF
EXPENDITURE BY FLC
This Guidance Note provides useful information for FIRST LEVEL CONTROLLERS
about how to certify partners’ expenditure. It is both a technical guide to
SYNERGIE CTE and a practical guide on the procedure to follow.
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1. INTRODUCTION
The first step to certify expenditure in SYNERGIE-CTE consists of going into the following website:
cte.synergie-europe.fr
You will be asked to enter your login and password. Please use the login and password that you have
created. After having entered your login and password, the screen that you should see at this stage will be
the following one:

Here you can see the two phases of the networks you are going to certify expenditure for. Click on the
magnifying glass of the approved phase of the network in order to access to the network’s main page.

Here you can see four different chapters “Access application form data”, “Access expenditure
data”, “Financial monitoring” and “Edit an administrative document”.
In order to control and certify the accounted expenditure, you need to enter into the second chapter
“Access expenditure data”. If you want to read the last version of the Project application form
approved by the Monitoring Committee, you can enter into the first chapter.
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2. CONTROL AND CERTIFICATION OF
EXPENDITURE
2.1. Expenditure list
In chapter “Access expenditure data”, if you select the first sub-chapter “Expenditure”, you will get into
the following screen:

In order to control and certify the expenditure accounted by your project partner, you will have to go to the
section called “Expenditure available for FLC” where you will find the expenditure entered by the
partner and validated by the Lead Partner. Please click on the magnifying glass.

2.2. Expenditure available for FLC
Firstly, it is important to keep in mind that only the expenditure already validated by the Lead Partner can be
controlled and certified by the first level controller of a Project Partner.
Once you click on the magnifying glass of “Expenditure available for FLC”, you will find the
expenditure entered by the Project Partner on the basis of original invoices and supporting documents.
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If you move the mouse’s cursor on the magnifying glass
be displayed on the left side of the screen.

of each expenditure, the expenditure's detail will

The expenditure in this section is available for certification. However, before doing so, you must switch them
into “certification process”.
When you are ready to start the certification process, check all expenditure boxes on the right side of the list.
You can do so by ticking each box or by click on “check/uncheck all” at the bottom of the screen.
By doing so, the expenditure in currencies other than Euro will be officially converted into Euro using the
exchange rate of the European Commission in the month during which the expenditure is submitted for
verification to the FLC, in accordance with Art. 23 of Regulation (EU) No 1299/2013 (b).
The official EC rate is published electronically each month at: http://ec.europa.eu/budget/inforeuro/
When all expenditures are selected, click on “ Transfer the selected costs for certification. Note the official
exchange rate applied ”.
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Expenditure is now under “Expenditure ready for certification”.

2.3. Expenditure ready for certification

Once the expenditure is ready for certification, you can select it by clicking on the

.

By ticking the box
at the very right of the selected expenditure, two new columns - “Amount
certified” and “Auditor’s comment” - will appear as below.
If the amount certified is not exactly the same amount as the one entered by the Partner and validated by the
Lead Partner, two new columns “Amount rejected” and “Type of observation” will appear:

>

Amount certified:

Here you find the amount entered by the Partner and already validated by the Lead Partner. Please be
aware that the validation by the Lead Partner does not mean a confirmation of the eligibility of the
expenditure. The Lead Partner is asked to check if the expenditure has been input in the correct
budget category and budget line and if it respects the budget limits, according to the project budget, the
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application form and the joint convention. During the validation process, the Lead Partner is also asked
to ensure that the expenditure reported by the Partners is strictly connected to the project
implementation.
Here, you are asked either to agree with that amount or to disagree with it.


If you agree, then the amount of the selected expenditure can be fully certified.



If you disagree, you will have the possibility to change the amount and to insert the new eligible
amount that you intend to certify (for instance 650.00 € instead of 750.00 € if you consider that 100
€ are not eligible).

>

Amount rejected:

The difference between the expenditure amount and the certified amount automatically appears in this
column.

>

Type of observation:

Please select from the dropdown menu the reason why you rejected some or the entire amount :

>

Auditor comment:

In this box, you are asked to insert your comment on the expenditure. Your comments will be essential
to provide evidence of the control performed by you. The “auditor’s comment” are to be considered as a
sort of “report on first level control”. For this reason, we highly recommend you to use this space and to
report all information that you consider relevant.
In case you disagree with the amount of the expenditure and you decide to certify only part of it, please
describe the “why” and the “how” of your decision (e.g. ineligibility of VAT, wrong calculation method,
etc.).
Once you will have controlled each item of expenditure, please click on the button “ CERTIFY selected
expenditure ” at the bottom of the screen.
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2.4. Expenditure certified but not included in a validated certificate
The certified expenditure is now saved in the chapter "Expenditure certified but not included in a
validated certificate".

Please click on the magnifying glass
at the left side of your Project Partners. By clicking on it, you open a
new window – displaying the certified expenditure ready to be included in a certificate of expenditure:

If, after the certification of expenditure, you discover a mistake or do not want this expenditure to be certified,
you have the possibility to select expenditure concerned and to click on the button Cancel certification of
selected expenditure at the bottom of the screen. Expenditure concerned will come back to previous
chapter “Expenditure ready for certification”.
At this stage, if a modification in the expenditure is needed (for instance, change of budget line, correction of
mistake in payment date or invoice reference, etc.), only the Lead Partner can cancel the expenditure to give
it back to the Project Partner.

Otherwise to finalize your certification, you must produce a certificate of expenditure. You can do so by
clicking on Show certificates list .
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3. PRODUCTION OF A CERTIFICATE OF
EXPENDITURE
To produce a new certificate, you need to go to the list of certificates. If you have not clicked on the button
Show certificates list from the previous page, you can also access it – from the index - by going to the
chapter “Access expenditure data” and selecting the third item “Certificates”.

You now have to click on the

button in the middle of the screen.

You will find the following screen:
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By default, you will find the title “Interim certificate of 0.00 € not validated”.
If you are producing the first certificate of expenditure incurred during Phase 1 – or the following certificates
during the implementation phase (Phase 2) of the project – you have to leave the status of the certificate as
“INTERIM”.
In the case of the final certificate for Phase 2, you will have to switch certificate type to “FINAL”, by clicking
on Switch certificate type to "final" (only 1 final certificate per partner).
Now click on the button “

” to add expenditure to the certificate.

You find the list of certified expenditure ready to be included in the certificate as follows:

For all expenditure that you want to include in the certificate, tick the box at the very right side of the selected
expenditure.
Then, click on the button Add checked expenditure . You will be brought back to the certificate menu.
Expenditure has been now added to the certificate, which is now the total amount of expenditure controlled
and selected for the certificate.
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A list of six chapters is available in the certificate.
By going into the first one - “1. Project information” - you will open a new window.

3.1. Project Information

This section is filled-in automatically by the system.
On this screen, you can read basic Project information like the Project acronym, its SYNERGIE-CTE
reference, the name of the Lead Partner, the Project starting date, the Project ending date, the administrative
closure date, etc.
To go to the following chapter, click on the button “Next chapter”.

3.2. Project Financing Plan
In this chapter, you can find information concerning the Project financing plan (total, ERDF, Swiss and
Norwegian funding as well as partners co-financing).
Go to the “Next chapter”.

3.3. First Level Controller Declaration
The Certificate of expenditure must be produced and signed by the appointed First Level Controller of the
Project Partner concerned.
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This chapter represents a statement of eligibility of the expenditure included in the certificate. The amount
indicated here is the amount of the certified expenditure for the current reporting period. It is automatically
pre-filled by the SYNERGIE-CTE system.
The name of the First Level controller is automatically pre-filled as well.
Then go to the “Next chapter”. The next three chapters are annexes to the certificate.

3.4. Annex 1: Certificate expenditure list
In this chapter, a list of the expenditure included in the current certificate is available.
In case you feel it necessary, you still do have the possibility to remove expenditure from the certificate. If
such is the case, select the expenditure that you want to remove by ticking the box at the very right of the
expenditure concerned. Then click on the button “Remove selected expenditure from certificate” at the
bottom of the screen.

If you agree with the expenditure included in the certificate, you just need to go to the “Next chapter”.

3.5. Annex 2: Certificate expenditure breakdown per category
This chapter is a table by budget category summarizing:


The total Project forecasted budget as from the last application form approved by the Monitoring
Committee;
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The Partner’s certified expenditure for the current reporting period;



The Partner’s cumulative certified expenditure from the start date of the project.

It allows you to check again that the expenditure amounts are correct, that Partner’s expenditures are not
exceeding the ceiling of the breakdown per budget category and of the total budget and which budget
categories are concerned by the expenditure certified before completing the control checklist.
Go to the “Next chapter”.

3.6. Annex 3: Checklist for first level controllers
This checklist shall aim at assisting the controllers during the implementation of the first level control and
should be used as a tool to check the most important issues about eligibility and to outline any comment and
remark which might be relevant. The checklist, together with the comments outlined in SYNERGIE-CTE at
the level of each item of expenditure certified, shall be considered as a report on the control done by the first
level controllers.
This checklist, also available in Annex 1 of this Guidance Note, contains 11 sections to be filled one after
another.
1. General Checks

7. Equipment Costs

2. Accounting and Audit Trail

8. Public Procurement

3. Staff costs

9. Information and publicity rules

4. Office and Administration Costs

10. Compliance with other EU rules

5. Travel and Accommodation Costs

11. Other Considerations

6. External Expertise and Services
You are now on the first section “General Checks”. Please answer to each question with YES, NO or
N/A. You are given the possibility to complete your answer by adding a “comment” at the right hand side of
the screen, as below.
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We strongly recommend you to fill in all the information required in each single section.

REMEMBER TO SAVE

After each section, if you do not click on the Save button, the data not saved will be lost and you
will have to redo it.
After clicking on the button “ Save ” you are automatically transferred to next chapter, “Accounting and
Audit Trail”, and so on. We suggest you to continue and fill in the next chapter, one after the other.
Every time you finish one section, you need to press the Save button to ensure that information is
saved.
When you finish going through the section of the checklist, you are finally in the index page. Before validating
the certificate, you can view a PDF version of the document by clicking on the button “

”.

The following message will appear on the screen:

Once the button “Restitution” is flashing, you can go click on it in the grey bar at the top of the screen and
go to the link “PDF Edition”.

You can collect the PDF and open it – to see a PDF version of the certificate.

You can now finalize and close the certification procedure by clicking on the Validate document definitively
button at the bottom of the screen.
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Once you validate the certificate, the system will automatically transfer you to the certificate list. Validation
date is automatically filled in by the system.

Now, while putting on the
on a read only version.

at the very right of the current certificate, the certificate's details are displayed

You can view the PDF version of the validated certificate by clicking on the icon “
procedure for restitution of the document.

” and repeat the same

PLEASE DULY SIGN AND STAMP THE DOCUMENT.
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For audit trail reasons, we recommend that each project partner keeps the original version of each
certificate. The project partner shall send a scanned version of the signed certificate to the Lead
Partner. The Lead Partner shall collect all the scanned certificates from the project partners.
The Lead Partner shall then send all scanned certificates to the URBACT Secretariat via email, in annex to
the project Payment Claim.
The certificate and statement of expenditure is now ready to be sent, scanned, to the Lead Partner.
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ANNEX 1. First Level Control Checklist – Guidance (Annex 3 of
the FLC Certificate)
Please find bellow the FLC Certificate with comments and expected answers - from the URBACT Secretariat - to help you fill it in.

6.1 General Checks
Control question
Are the following documents available for the First Level
Controller:
1.

2.

3.

Yes

• Subsidy Contract
• Application Form
• Joint Convention
If the partner contribution does not come from the partner’s own
resources but from an external public source, has the total public
contribution not been exceeded?
If the partner contribution comes from the partner’s own resources
or entirely from private sources, please tick ‘n/a’.
Is it ensured that the expenditure has not already been
reimbursed by any other funding (EU, regional, local or other)?
Are there mechanisms in place to avoid double-financing?

No

N/A

If ‘no’ should have an explanation and details

Y

N/A

If the project partner is not entitled to recover the VAT, please
select ‘N/A and state this in the comment box’.

6.2 Accounting and Audit Trail
1.

Control question
Has one of the following options been chosen
to clearly identify the costs allocated to the
project?

Yes
Y

No

If the partner contribution comes from the partner’s own resources or
entirely from private sources, please tick ‘n/a’.

Y

Please explain them briefly in the comments box.
If your answer is No or N/A, indicate in the comments section how you can
guarantee that the double funding is excluded.

Y

If the project partner is not entitled to recover the VAT, please select ‘N/A
and state this in the comment box’.
VAT does not constitute eligible expenditure unless it is genuinely and
definitely borne by the Partner/Lead Partner’s institution. VAT which is
recoverable by whatever means cannot be considered as eligible.

Was recoverable VAT deducted?
4.

Comments/Follow-up

N/A

Comments/Follow-up
If ‘no’ should have an explanation and details of method to trace costs to the project
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a) A separate accounting system
b) An adequate accounting code
2.
3.
4.

5.

6.

7.

8.
9.

Are the amounts paid accurately recorded in
the accounting system? 1
Are all costs only declared once?
Has all expenditure been incurred within the
eligible programme area?
If not, has prior approval from the programme
been obtained (through the application form or
direct approval from the joint secretariat)?
Is the part of the expenditure that is incurred
outside the Union part of the programme area
eligible according to Article 20 of Regulation
(EU) 1299/2013 and programme rules?
Is there an internal control system reasonably
capable of guaranteeing that the partner is
complying with the European, national and
URBACT legal and financial requirements?
Has each reported expenditure been supported
by an invoice or an accounting document of
equivalent probative value that are complete
and accurate in accounting terms? 2
Has each expenditure been supported by a
payment proof (e.g. bank account statements,
bank transfer confirmations, cash receipts)?
Are costs eligible according to the programme
rules?

Have the costs been correctly allocated to the
10.
budget categories?

Y

If ‘no’ must be corrected

Y

If no, should be considered ineligible

Y

As a rule, all activities financed in the framework of the project should be located inside
the Programme eligible area

N/A

If ‘no’ should have an explanation how such costs are treated

Y

The internal control system should guarantee that double
funding is excluded by the separated account system

Y

For any of the expenses, there should be a proof of payment available along with all
supporting documents.

Y

If ‘no’ should have an explanation and remove or change

Y

If ‘no’ should have an explanation and remove or change

Y

Please make the partner correct, if necessary, the allocation
of expenditure to the wrong budget lines before certification.
If ‘no’ should have an explanation of how the costs were corrected or refused.

1

Not applicable for flat rates, standard scales of unit costs or lump sums.

2

Not applicable for flat rates, standard scales of unit costs or lump sums.
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Has the total budget by category not been
11. exceeded by more than the flexibility allowed by
the programme?
Has the partner’s budget by budget line been
respected?
12.
If not, has the excess spending been approved
by the lead partner?
Has the partner’s total budget not been
13. exceeded by more than the flexibility allowed by
the programme?
Is the exchange rate used for the conversion
into Euro correctly applied, using the monthly
14. accounting exchange rate of the Commission in
the month during which that expenditure was
submitted for verification to the controller?
Has the partner received the ERDF share from
15.
the previous periods?
Does the account from which payments are
16. made and received belong to the partner
organisation?
Is it ensured that ineligible costs according to
programme rules and Article 69 (3) (a+b) of
Regulation (EU) No 1303/2013 and Art 2 (2) of
Delegated Regulation No 481/2014 are not
included?
In particular:
- interest on debt
17.
- fines
- financial penalties
- costs related to fluctuation of foreign
exchange rate
- gifts that are not related to the promotion
communication, publicity and information or
that exceed EUR 50
18.

Have in kind contributions been included in the
claim?

Y

If ‘no’ should have an explanation of why

Y

If ‘no’ should have an explanation of why

Y

If ‘no’ should have an explanation of why

Y

This is done automatically in the Synergie-CTE system by transferring the costs into the
category “'Expenditure Ready for Certification'”. The official exchange rate to be used for
the costs is applied according to the date on which the FLC makes this transfer.

Y

If ‘no’ should have an explanation of why

Y

Should confirm that the payments have been made and received on the partner’s bank
account as officially listed in the application form

Y

Should confirm that interest on debt, fines, financial penalties
and expenditure on legal disputes and litigation, costs
of gifts (except those not exceeding EUR 50 per gift
where related to promotion, communication, publicity
or information) and costs related to fluctuation of foreign exchange rate are NOT
included.

N/A

In kind contributions are regulated by Article 69.1 Common Provisions Regulation (EU)
1303/2013. Such contributions are not present with URBACT projects. Staff costs for
personnel working in the Partner/Lead Partner’s institution on the basis of an
19 / 27

• Certification of Expenditure by FLC •

employment contract and receiving a regular salary do not count as in-kind contribution,
but as a cash contribution, since the staff is actually incurred and paid by the
Partner/Lead Partner’s institution.
The comment should be N/A.
Have all net revenues been deducted from the
total reported eligible costs?
19.
If there are no revenues, please tick n/a and
confirm in the comment box
Is there evidence that reported activities have
taken place and that co-financed products and
services were delivered or are in progress to be
delivered?
20.
If the evidence was not obtained through an onthe-spot check, it is important to indicate in the
comment section how sufficient assurance was
gained instead.
Are all costs directly related to the project and
21. necessary for the development or
implementation of the project?
Has any expenditure been considered
ineligible? If so, please indicate the amount and
22.
explain the reason why the expenditure has
been considered ineligible.
Is there evidence of effective anti-fraud
23.
measures in place at partner level?

N/A

Y

If the evidence was not obtained through an on-the-spot check, it is important to indicate
in the comment section how sufficient assurance was gained instead

Y

If ‘no’ should have an explanation

Yes
or
No

2.
3.

Yes
or
No

If ‘Yes’, please indicate the amount and explain the reasons why the expenditure has
been considered ineligible.
This is a programme requirement. If ‘no’ the partner needs to be reminded of the need to
have effective anti-fraud measures in place.

Y

6.3 Staff costs
1.

If there are no revenues, please tick n/a and confirm in the comment box. If a project
generates revenue for example through services, conference participation fees, sales of
brochures or books, it must be deducted from eligible costs as appropriate.

Control question
Are Staff costs reported in this period? If no move to next
chapter.
Is the expenditure only related to employees of the
organisation which is officially listed in the application?
Are costs calculated according to the programme specific
rules outlined in the URBACT III Programme Manual
Factsheet 2F?

Yes

No

N/A

Comments/Follow-up

Y

Only reply if costs are in this category otherwise answer ‘no’

Y

Only reply if costs are in this category otherwise answer ‘no’ with comment “no
costs in this category'”

Y

Only reply if costs are in this category, otherwise answer ‘no’. Add any national
specific staff costs calculation methods
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4.
5.

6.

7.

8.

For some Member/Partner States additional staff costs
calculation methods may apply that take national
specificities into consideration.
Is the calculation based on the actual salary costs
(employees’ gross salary + employer’s contributions)?
Are the following documents available:
• work contract
• payslips (or similar)
• payment proofs
If a person is working at a fixed percentage (100% or less)
on the project:
Is a document available fixing the percentage worked on the
project and is this percentage correctly applied to the actual
gross employment costs?
If a person is working on the project at a flexible percentage
(flexible number of hours) from month to month:
1) Has the hourly rate been calculated by dividing the
monthly gross employment cost by the number of hours
per month as per the employment contract or has an
hourly rate been calculated by dividing the latest annual
employment cost by 1720h?
2) Has the hourly rate then been multiplied by the number
of hours actually worked on the project?
3) Has the monthly working time been documented in a
timesheet covering 100% of the working time of the
employee and identifying the time spent on the project?
If a person works in several projects, is it ensured that the
total number of working hours declared does not exceed the
total eligible working time of the employee (no doublefinancing)?

Y

Only reply if costs are in this category otherwise answer ‘no’

Y

Only reply if costs are in this category otherwise answer ‘no’

Y

If applicable, confirm that the fixed percentage worked is in line with the
document setting out the percentage of time to be worked on the project for
each employee and is correctly calculated. Please also specify the planned %
per month as in the employment
document and/or in the official assignment to the
project.

Y

If applicable, confirm the calculation method and confirm that the time sheets of
employees claiming staff costs based on flexible shares document the time
worked on the project and show 100% of the work of the employee.

Y

If applicable, please specify the operation(s) name, the funding programme(s)
and the % of time allocated to such operation(s)
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6.4 Office and Administration Costs
1.

Control question
Are Office and Administration costs reported in this period? If no move to next
chapter.

2.

Are office and administration costs calculated as a flat rate of 3% of the certified
eligible direct staff costs?

3.

Is it ensured that no office and administration costs (such as stationery,
photocopying, mailing, telephone, fax and internet, heating, electricity, office furniture,
maintenance, office rent) are declared under any other budget line?

6.5 Travel and Accommodation Costs
1.
2.

3.

Control question
Are Travel and Accommodation costs reported in
this period? If no move to next chapter.
Are the trips that these costs refer to justified by
the project’s activities?
Do the travel and accommodation costs
exclusively result from trips undertaken by staff
employed by the partner organisations? All other
travel should be reported under Expertise and
Services category

4.

Are the reported travel and accommodation costs
in line with the programme, national and internal
rules of the respective partner organisation?

5.

Is it ensured that:
- the trips costs were chosen in respect of
the most economic way of transport and
accommodation?
- The travels have been actually executed?

Yes
Y
Y

No

N/A

Yes

No

N/A

Y

Comments/Follow-up
Only reply if costs are in this category otherwise
answer ‘no’

Y

Automatically calculated as 3% of the certified eligible
direct staff costs

Y

Only reply if costs are in this category, otherwise
answer ‘no’.
Confirm that no administration costs under any other
budget line

Comments/Follow-up
Only reply if costs are in this category otherwise answer ‘no’ with comment ‘no costs in this
category’
Only reply if costs are in this category otherwise answer ‘no’

Y

All other travel should be reported under Expertise and Services category

Y

Confirm that the types of costs listed under the budget line are eligible according to Art 5 of
Delegated Reg. (EU) No 481/2014.
E.g. ensure that inspected invoices and documents of equivalent probative value comply
with the respective national/internal rules of the beneficiary organization (e.g. per diem
allowances or real costs). In the absence of national or internal rules daily allowances may
not be claimed, instead only the actual costs of the travel may be claimed.

Y

As a general rule, the most economical way of transport should be used. Business-or first
class tickets can be accepted only in exceptional cases, if cost effectiveness and efficiency
can be clearly proved with documented booking options.
Taxi costs are eligible, e.g. for travelling to/from the airport/train station, to/from the venue
of the event/hotel, in case they are well justified (e.g. the only effective travel solution if
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public transportation is not available).
Car rental is eligible in exceptional cases and in justified circumstances.

- Trips are supported by all required
documents (e.g. flight/train tickets, hotel
invoices, etc.)
- Costs for taxi are eligible and properly
justified (e.g. public transport was not
available, etc.)

6.

Are the trips limited to the territory of the EU or
Programme area?
In case of trips outside the territory of the EU and
Programme area, were they explicitly mentioned
and justified in the approved application or by the
joint secretariat?

The answer should be ‘Yes’. Otherwise answer ‘No’ and provide details of trips undertaken
in third countries.

6.6 External Expertise and Services
1.

2.

3.

4.
5.

Trips to places outside the Programme area are eligible if they are explicitly mentioned and
justified in the Application Form.
If trips outside the Programme Area that are not foreseen in the Application Form are
required, a specific request needs to be submitted by the Lead Partner to the JS for
validation in advance.

Y

Control question
Are External Expertise and Services costs reported in this
period? If no move to next chapter.
Are the following documents available to justify external
expertise and services’ expenses paid by the partner:
contracts/agreements and
invoices/request for reimbursement?
Proofs of payment?
Are the deliverables available, identifiable and in compliance
with the contract/agreement and invoices/requests for
reimbursement?
As for all other expenditure items, check that the external
expertise and services were contracted in compliance with
public procurement rules.
Is the expenditure related to items foreseen under this budget
line in the specifications provided in the application form?
If not, can the expenditure be justified?
Is it ensured that providers of service or expertise are external

Yes

No

N/A

Y

Comments/Follow-up
Only reply if costs are in this category otherwise answer ‘no’ with comment
“no costs in this category'”

Y

Confirm that invoices are in accordance with the contract(s) or, where
applicable, with the selected offer in terms of amount and nature.

Y

As for all other expenditure items, check that the external expertise and
services were contracted in compliance with public procurement rules.
Confirm that deliverables or other evidence of the work carried out by the
provider are available (e.g. meeting notes, reports, etc.).

Y

External expertise and services must be clearly and strictly linked to the
project and be essential for its effective implementation.

Y

Confirm that providers of services or expertise are external to the project
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6.

to the project partnership (i.e. different from the project partner
organisations and their employees)?
Have the travel and accommodation expenses of external
service providers or guests invited by the project partners also
been recorded under the external services and experts budget
line (i.e. not under the travel and accommodation budget line)?

6.7 Equipment Costs
1.

2.

3.
4.
5.
6.

Control question
Are Equipment costs reported in this period? If no move to
next chapter.
Have the purchased equipment items been initially
planned in the application form? If this is not the case, is
there a written agreement of these costs from the lead
partner and joint secretariat?
As for all other expenditure items, check that the
equipment was purchased in compliance with public
procurement rules and that they have not already been
financed from other EU funds.
Are the equipment items physically available and used for
the intended project purpose?
Is the method to calculate equipment expenditure (full
costs, pro-rata) correctly applied?
Are depreciations in line with Article 69 (2) of Regulation
(EU) No 1303/2013?
If the equipment item is only partially used for the project,
is the share allocated to the project based on a fair,
equitable and verifiable calculation method (pro-rata)?

6.8 Public Procurement
1.

Control question
Has the controlled organisation observed European,
programme, national, regional and internal public

partner organization.
Travel and accommodation for external experts, speakers, chairpersons of
meetings and service providers shall be declared under this budget line.

Y

Yes
Y or
N

No
Y or
N

N/A

Comments/Follow-up
Only reply if costs are in this category otherwise answer ‘no’ with comment “no
costs in this category'”

Y

As for all other cost items, check that the equipment was purchased in
compliance with public procurement rules and that they have not already been
financed from other EU funds

Y

Only reply if costs are in this category otherwise answer ‘no’ with comment “no
costs in this category'”

Y

Only reply if costs are in this category otherwise answer ‘no’ with comment “no
costs in this category'”

Y

Only reply if costs are in this category otherwise answer ‘no’ with comment “no
costs in this category'”

Y

Only reply if costs are in this category otherwise answer ‘no’ with comment “no
costs in this category'”

Yes

No

N/A

Y
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If not applicable, state ‘no’ and not applicable.
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procurement rules?
Have the principles of transparency, non-discrimination, equal
treatment and effective competition been respected, also for
items below the EU threshold?
2.

Transparency rules are outlined in the Commission
Interpretative Communication on the Community law
applicable to contract awards not or not fully subject to the
provisions of the public procurement directives
(2006/C179/02).
Is full documentation of the procurement procedure available?
It usually includes the following:
- Initial cost estimate made by the project partner to
identify the applicable public procurement procedure
- Request for offers or procurement publication / notice
- Terms of reference
- Offers/quotes received
- Report on assessment of bids (evaluation/selection
report)
- Information on acceptance and rejection (notification
of bidders)
- Contract including any amendments
In case documentation is not required, please tick n/a and
provide an explanation in the comments section to the right.

Y

4.

Are the contracts in line with the selected offers?

Y

5.

Has there been no artificial splitting of the contract
objective/value in order to avoid public procurement
requirements?

6.

If a contract was amended or extended, has the change been
only minor without changing the overall objective, content and
economy of the tender and laid down in writing adequately?
Has this change been legal without any impact on the validity
of the initial tender procedure?

3.

Please note that it is highly recommended to always set up a procedure of
effective competition, also for limited amounts.
For example, the partner should always request at least three offers before
selecting one in order to ensure the respect of the principles of competition,
equal treatment, transparency and traceability. This choice should be
justified in written to give evidence that the most appropriate offer has been
selected.
If ‘no’ should have an explanation.

Y

Y or
N/A
Y or
N/A

If ‘no’ should have an explanation.
Y or
N/A
Y or
N/A
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Yes, there has been no artificial splitting of the contract objective/value in
order to avoid public procurement requirements.
If not applicable, answer ‘N/A’.
If yes, reply in case a contract amendment/extension has been issued.
Otherwise answer ‘N/A’.
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7.

8.

9.

For tenders: Were the evaluation and award decisions
properly documented and justified (e.g. evaluation and award
decisions are properly documented and selection and award
criteria have been applied to all received offers in a consistent
way and as published in advance and no new criteria were
added?

1.
2.

Control question
Has the partner applied all relevant rules on
publicity and information and European visibility?
Do all the publications produced contain
appropriate references to the ERDF support and
contain logos respecting the URBACT graphic
charter?

Yes
Y
Y

Y

If applicable, pay particular attention to contracts that are awarded directly.

For direct awards because of
- Urgency: is it proven that the urgency is due to
unforeseeable circumstances?
- Technical/exclusivity reasons: is it ruled out (based on
objective evidence) that any other supplier is capable of
providing the services?
Have invoices been issued and payments been done in
respect of the procurement budget and the amounts fixed in
the contract/the accepted offer (global price, unit prices)?

Section 9 Information and publicity rules

Confirm that the possibility to submit a tender has been correctly advertised
with a fair and clear description of the subject of the tender, the deadline and
procedure for submitting bids, the selection and award criteria and the
estimated contract value were respected.
Confirm that decisions of the evaluation committee are properly documented
and selection and award criteria have been applied in a consistent way and
no new criteria were added.

N/A

If ‘no’ should be justified and have an explanation as a comment.

Y

No

N/A

Comments/Follow-up
If ‘no’ should have an explanation and note the action.
Confirm that project publicity items including brochures, agendas of conferences, studies
and deliverables meet the publicity requirements outlined in Annex XII of Reg. (EU) No
1303/2013.
If ‘no’ should have an explanation and note the action.

Section 10 Compliance with other EU rules

First level controllers are asked here for a professional judgment as a controller, but not for an expertise on EU policies on sustainable development, equal
opportunities and non-discrimination. Controllers are asked to confirm that they have not come across anything that makes them doubt that the EU horizontal
principles are not adhered to. It is important to indicate what the professional judgment is based on, such as reported activities compared to the application form or
partner confirmations obtained on these matters or insights gained during an on-the-spot check, interviews with the project partner or further internal documents that a
partner provides.
Control question
Yes
No
N/A
Comments/Follow-up
1. Is there evidence that the project activities have complied with the EU horizontal objectives of
If ‘no’ should have an explanation and
Y
sustainable development?
note the action
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2. Is there evidence that the project activities have complied with the EU horizontal objectives of
equality between men and women and non-discrimination?
3. Is there evidence that the project activities have complied with Community rules on state aid?

Section 11 Other Considerations
1.

Control question
Has an administrative /desk based
check been carried out?

Yes

No

Y

N/A

Y

If ‘no’ should have an explanation and
note the action

Y

If ‘no’ should have an explanation and
note the action

Comments/Follow-up
If ‘no’ should have an explanation stating that an on the spot check has been carried out

2.

Has an ‘on the spot’ check been carried
out?

Yes or
No

Yes
or No

If ‘yes’, please state if this is normal or exceptional procedure. If yes, please attach the OSC
report (even if in national language).
Please note that it is recommended that at least once during the project lifetime
the verifications are conducted on-the-spot.

3.

Any recommendations/issues to be
followed-up in the next progress report?

Yes or
No

Yes
or No

If ‘yes’ please provide details. Specify the findings and observations if any, that you made
during your checks for this report. Provide recommendations that help to avoid similar errors
in the future.
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