PMTC.
Project Management Training Course for Small Non-profit Organisations in Europe
Erasmus+2019-1-PL01-KA204-065494

MATERIALY SKOLITELA

P}

PMTC

MODUL: PROJEKTOVY MANAZMENT. PROJEKTOVY CYKLUS,

MONITOROVANIE A HODNOTENIE, FINANCNE RIADENIE,
MEDZIKULTURNE ASPEKTY.

TEMA7: FINANCNY MANAZMENT

NAVOD PRE SKOLITELOV

DLZKA SKOLENIA: 120 MINUT

Cas Obsah Ako
5’ Vitajte medzi Gc¢astnikmi a tivodu do témy. Prejav Skolitela
Toto stretnutie bude velmi praktické, zaloZzené na konkrétnych nastrojoch a
priklade projektu. Zameriame sa najma na sledovanie finan¢nej realizacie
projektu, ale povieme si aj o potrebnych finanénych dokumentoch, ktoré je
potrebné vyzbierat pre prijimatela aj partnerov.
30’ Planovanie plnenia rozpoctu. Prezentdcia: Financné

Financné planovanie projektu sa najlepsSie ukaze na konkrétnom priklade
daného projektu. V naSom materidli pouzivame priklad projektu
realizovaného Nadaciou Ad Meritum Podnikatelska mladez pre zelenu
Eurdpu, Co je projekt spolufinancovany z Norskych fondov, ale realizovany
na principoch Erasmus Plus. Je to zaujimavy priklad, pretoZe zahfna
partnerov z krajin aj zo zahranicia. Narodni partneri su verejné institlcie,
ktoré podla definicie nemaju ucty v eurach, zatial ¢o zahrani¢né organizacie
takéto ucty maju, ale mena ich krajiny nie je euro.

V projektoch mame casto partnerov, v ktorych krajinach nie je menou euro.
Ako mébzeme riadit finanény manazment projektu, ktory je spolufinancovany

v eurdch, ale realizuju ho partneri v r6znych menach? V projekte Zelena je

viacero rieseni, ktoré mozu byt ndpomocné.

pravidld a
monitorovanie (priklad

projektu)
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Prezentacia, ako je ta, ktor( uvadzame tu, stoji za to urobit pre
projektovych partnerov hned na zaciatku projektu a prediskutovat ju na
online stretnuti, potom znova na prvom projektovom stretnuti.

Diskusia k prezentacii snimka po snimke:

Snimka 1

loetand %

b 000 firse

Norway grants

ENTREPRENEURIAL YOUTH
FOR GREEN EUROPE

Project no: EOG/19/K3/W/0003 — implemented in EU on ErasmusPlus rules

FINANCIAL RULES & MONITORING

Working together for a green,
competitive and inclusive Europe

Snimka 2

"\
Ad Merit_lu_n]

PROJECT BUDGET
TOTAL ELIGIBLE BUDGET —100% (247 329 Euro)

PROJECT GRANT - 90% (222 596,10 Euro)

PARTNERSHIP OWN CONTRIBUTION — 10% (24 732 Euro)

Snimka 3
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Ad Meritum

ELIGIBILITY PERIOD FOR PROJECT
EXPENDITURES

25 MAY 2020 - 24 MAY 2022

for 100% of project expenditures:
90% of project grant + 10% of partnership own contribution

Snimka 4

"\
Ad Meritum

ELIGIBILITY PERIOD FOR PROJECT
EXPENDITURES

25 MAY 2020 - 24 MAY 2022

for 100% of project expenditures:
90% of project grant + 10% of partnership own contribution

Snimka 5

Ad Meritum
L——"""" PAYMENTS FOR PROJECT PARTNERS

1% payment 40% of partner’s grant: after having annexes signed by all sides
(program operator, beneficiary, partners)

2" payment 40% of project grant: after interim report acceptance and receiving by the
beneficiary the 279 project payment from program operator

—>deadline for interim report 8 JUNE 2021 (15 days after 12-month project
implementation), then program operator has 60 days to accept it and pay

Final payment 20% of project grant (can be reduced):
after final report acceptance and receiving by the beneficiary the final payment

- Deadline for final report 24 JUNE 2022 (30 days after project ending date), then the
operator has 60 days to accept it and pay
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Snimka 6
W tym przypadku jest réznica w poréwnaniu z ErasmusPlus,w ktérym mozna
ponie$é koszt do zakonczenia projektu, ale wydatek jest uprawniony po jego

zakonczeniu, sfinansowany z ostatniej transzy

-\

Ad Meritum

L S IMPORTANT REMARKS
The rules of the programme oblige us to spend 100% of the budget
during the project implementation period, of which:
90% is grant, 10% is own contribution
but..:
from the operator we get:
- 80% of the grant during the project implementation period
- 20% of the grant after the project is completed
= that means we have to finance that 20%, and then we get a refund

Snimka 7

"\
Ad Meritum

L S BUDGET MONITORING

Each partner has a Budget Monitoring Form:

v we report actual costs,

v according to budget categories,

v in Euro.

Exchange rate for reporting of the costs in Euro:
monthly exchange rate of European Commission

Snimka 8
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Ad Meritum
""" RECORDING PROJECT COSTS

IN THE BOOKS OF ACCOUNT

- According to the principles of the partner country
national law

- Inthe currency of the partner country

- Divided into project budget categories

Snimka 9
Ad Meritum
\ Sy Project budget categories
- Project management and implementation
- Travel (project meetings)
- Participant subsistence (project meetings)
- Staff cost related to development of outputs
- Events linked to promotion and project results implementations
- Exceptional costs
- Travel (learning and training)
- Individual support (learning and training)
Snimka 10
Ad Meritum
L S Documents of expenditures

Article 8 — Proof of expenditure
of the contracts between beneficiary and partners

Costs incurred by the Project Partner shall be supported according
to requirements described in the Guide for Applicants.

Co-funded by the
Erasmus+ Programme
of the European Union




%

Project Management Training Course for Small Non-profit Organisations in Europe

Erasmus+2019-1-PL01-KA204-065494 P MTC
Snimka 11
N
Ad Meritum
\ Sg Project budget categories - documents

Project management and implementation

Costs should be documented in accordance with
the provisions of national legislation applicable to
the institution.

Snimka 12
Ad Meritum
A S Project budget categories - documents
Travel (project meetings)
Participant subsistence (project meetings)
A daily attendance sheet specifying:
- The venue and time of the meeting,
- Full name of participant,
- Institution sending the participant,
- Participants’ signatures,
- Full name, position and signature of the person confirming attendance
from the institution organising the meeting.
Snimka 13
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& Project budget categories - documents

Staff cost related to development of outputs

Monthly work sheets for each person developing the output, gquoting their full
name, position, dates of activities and a total number of days by individual output.

The work sheet should be approved by the employee (signature) and an authorised
representative of the employer.

Confirmation of the nature of relationship bet 1 the person and the project
partner on the basis of documentation kept in the Project Promoter's/ Partner's
institution.

Snimka 14
/"\.,.-.\
Ad Meri’gum

Project budget categories - documents

Events linked to promotion and project results implementations

A daily attendance sheet specifying the venue and date of the event, full name
of participant, sending institution of participant and the signatures of
participants.

Event programme.

Presentations, material used, photographic documentation.

Snimka 15

N\
Ad Mer_ji’gu_m_

""" Project budget categories - documents

Travel (learning and training)
Individual support (learning and training)

A daily attendance sheet specifying:

- The venue and time of the meeting,

- Full name of participant,

- Institution sending of participant,

- Participants’ signatures,

- Full name, position and signature of the person confirming attendance from
the institution organising the activity.
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Snimka 16
Ad Meritum
L S Project budget categories - documents

Exceptional costs (only FAM)

Original or authenticated copies of supporting documents should be kept and made available for
inspection during checks and audits.

- Purchase of goods and subcontracting: proof of incurred costs on the basis of invoices quoting the
name and address of the entity issuing them, amount, currency and the date of issuing, as well as
proof of payment (bank transfer);

- Depreciation costs: Project Promoter's accounts. Depreciation write-downs should comply with
international accounting standards.

Snimka 17

-\
Ad Merltum
= Project budget categories - documents

Own financial contribution
concerns those partners who do not transfer 10% of their own contribution to the project account

Article 6 — Project bu and eligibility of expenditures
of the contracts between beneficiary and partners

The Partner undertakes to present to the Beneficiary, as the own financial contribution costs, the invoices
and the bills issued to the Partner's institution as well as the evidence of incurri ng these costs in the form
of bank transfer confirmations and the print out from Partner’s accounting book.

The Partner will bear these costs and present financial evidence twice du rinﬁ the project - by the end of
the 12th month of project implementation and by the end of the 18th month of project implementation

Snimka 18
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Ad Meritum Reporting deadlines by partners
\ S & type of documentation to be sent

Report no 1 after completion of full 6 months of project implementation (from the start of the project)

Report no 2 after the completion of the full 12 months of project implementation (from the start of the project)
Report no 3 after the completion of the full 18 months of project implementation (from the start of the project)
Report no 4 after the completion of the full 24 months of project implementation (from the start of the project).

Each report will be submitted by the Project Partner within 7 working davs from the end of the reporting period,

Snimka 19
N\
Ad Meritum Reporting deadlines by partners
L S & type of documentation to be sent

Documentation to be sent by the the partner:

- Confirmation of the nature of relationship between the person involved in 10
development and the project promoter on the basis of documentation kept in the
Project Promoter’s/ Partner’s institution.

- Monthly work sheets for each person developing the output.

- Budget monitoring form (in Excel).

- Printout from the project ledger's account.

- Documents related to own partner’s financial contribution.

- Any other required documents (in accordance with the rules of Program Guide)

30’

Kontrola rozpo¢tu. Formular na sledovanie rozpoctu.

Cielom tejto casti je oboznamit Ucastnikov s praktickymi nastrojmi na
kontrolu rozpoctu projektu. Najprv prerokujeme dokument, v ktorom je
uvedeny rozpocet celého projektu, rozdeleny na vsetkych partnerov a so

samostatnymi harkami pre kazdého partnera, ktoré sa tykaju zdlohovej

Excel dokument:
Projekt — rozpocet —
vsetci partneri

Dokument Excel pre

platby: potom - dokument monitorovania rozpotu pre daného partnera. | kaZdého partnera:

Formular na sledovanie

rozpoctu
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30’ Simulacia projektovych vydavkov Cvicenie
Ucastnici su rozdeleni do skupin. Kazda skupina vypracuje simuldciu | Dokument Excel pre
projektovych vydavkov pre jedného z partnerov na zdklade dokumentu s | kaZdého partnera:
celym rozpoctom a rozpoctovym monitoringom formuldrov daného | Formuldr na sledovanie
partnera. rozpoctu

20 Finanéna dokumentacia Sabléna pracovného
PredloZenie potrebnej finanénej dokumentécie éastnikom: listu
Diskutujte o tom, ako spravovat pracovné karty pre intelektualne vysledky, | V20" vYhldsenia o
kto moze na vysledkoch pracovat — zamestnanci partnerskej organizécie, vztahu zamestnanca k
ktori su s organizaciou prepojeni ako zamestnanci. Pozor - v pripade Institucit
dobrovolnickej prace, ak je takdto praca uznana, nemozno za tuto osobu -

Popis vydavkov
ucétovat Ziadne pausalne vydavky.
Vykaz vydavkov

Popis vydavkov v dokumente ulahduje identifikdciu vydavkov v projekte a
ich priradenie do prislusnej rozpoc¢tovej kategorie.
Vykaz vydavkov je alternativou monitorovania rozpoctu a podpisany méze
nahradit vypis z Uc¢tu Uétovnika projektu, ktory zvy€ajne nema zahrani¢nych
partnerov.

5’ Zhrnutie a zdvery Prejav Skolitela
Toto stretnutie bolo zalozené na konkrétnych nastrojoch a priklade
projektu. Zamerali sme sa najma na sledovanie financnej realizacie
projektu, ale hovorili sme aj o potrebnych financnych dokumentoch, ktoré
je potrebné vyzbierat pre prijimatela aj partnerov.
Dufam, ze po tomto stretnuti odidete s praktickymi ndstrojmi v rukach, ktoré
vam pomozu efektivne riadit financie projektu.

10

Co-funded by the
Erasmus+ Programme
of the European Union




