Smlouva na realizaci verejné zakazky
,Audit integrovaného projektu LIFE*

uzaviena nize uvedeného dne, mésice a roku ve smyslu ust. § 1746 odst. 2 a nasl.
zakona &. 89/2012 Sb., obtansky zakonik, ve znéni pozdéjsich predpisu
(dale jen ,Obcansky zakonik"),

(déle jen ,Smlouva®“)

mezi témito smluvnimi stranami:

Objednatel: Ceska republika — Ministerstvo Zivotniho prostredi
Se sidlem: Vrsovicka 1442/65, 100 10 Praha 10
Zastoupeny: Ing. Tomasem Kazmierskim, feditelem odboru financnich

a dobrovolnych nastroji a zastupcem nameéstka pro fizeni
sekce fondu EU, finanénich a dobrovolnych nastroju

ICO: 00164801
Bankovni spojent: CNB Praha 1
Cislo G&tu: 7628001/0710

Zastupce pro vécna jednani:  Mgr. Monika Lapackova, odbor finanénich a dobrovolnych
nastrojl, oddéleni mezinarodnich programi a projekta,
tel.: +420 267 122 587, email: Monika.Lapackova@mzp.cz

(dale jen ,Objednatel” na strané jedné)

a

Poskytovatel: BDO Audit s.r.o.

Se sidlem: V Parku 2316/12, 148 00 Praha 4 — Chodov

Zastoupeny: Ing. Ondfejem Snejdarem, jednatelem

ICO: 45314381

DIC: CZ45314381 (je platce DPH)

Bankovni spojeni: UniCredit Bank Czech Republic and Slovakia, a.s.

Cislo uétu: 2112529944/2700

Zapsany: obchodni rejstiik vedeny Méstskym soudem v Praze, oddil
C, spisova znacka C 7279

Zastupce pro vécna jednani: In_g hglnfireg Téne;da: - .ﬁ o
fe,;{?”"’f.jl_;"‘& ik ’f"“'% M* a:,ﬁ ﬁf&%wﬁ? g

(déle jen ,Poskytovatel” na strané druhé)

(Objednatel a Poskytovatel spolecné jen ,Smluvni strany”
nebo jednotlivé ,Smluvni strana®)




Evidenéni &islo z Centralni evidence smluv: 200212

Preambule

Tato Smlouva je uzavirana mezi Objednatelem a Poskytovatelem na zékladé vysledkd
zadavaciho fizeni na vefejnou zakazku malého rozsahu na sluzby s nazvem ,Audit
integrovaného projektu LIFE", systémové ¢&islo vefejné zakazky na profilu Objednatele
NEN: N006/21/V00004571 (dale jen ,Vefejna zakazka"), zadavanou v souladu s § 27 zakona
€. 134/2016 Sb., o zadavani vefejnych zakazek, ve znéni pozdéjsich predpist (dale také
jen ,ZZVZ"), mimo pusobnost ZZVZ v souladu s § 31 ZZVZ. Nabidka Poskytovatele podana
v ramci zadavaciho fizeni na Vefejnou zakazku (dale jen ,Nabidka") byla vyhodnocena jako

nejvyhodnéjsi.
Clanek I.
Ucel a predmét Smlouvy
1.1 Ugelem Smlouvy je zajisténi realizace Vefejné zakazky, resp. Uprava podminek

1.2

1.3

1.4

1.5

1.6

tykajicich se poskytovani sluzeb odborného auditu véetné vyhotoveni auditnich zprav
pro Evropskou komisi (blize viz Pfiloha €. 2 této Smlouvy).

Pfedmétem Smlouvy je zavazek Poskytovatele poskytovat Objednateli fadné a véas
sluzby spocivajici zejména v zajisténi odborného auditu integrovaného projektu
LIFE s nazvem ,Integrated LIFE project for the Natura 2000 network in the Czech
Republic* (akronym LIFE [P: N2K Revisited, ¢. LIFE17 IPE/CZ/000005, dale
jen ,projekt’), ktery je spolufinancovany Evropskou komisi z unijniho programu
.Programme for the Environment and Climate Action (LIFE). Podminky pro poskytnuti
pfispévku Evropské komise vychazi z nafizeni Evropského parlamentu a Rady
(ES) €. 1293/2013 ze dne 11. 12. 2013 a naslednych opatieni, z ustanoveni Grantové
dohody, ktera byla podepsana Objednatelem jako koordinujicim pfijemcem,
ze Spolecnych ustanoveni, které jsou pfilohou Grantové dohody a z Navrhu projektu,
ktery je predmétem (a pfilohou) Grantové dohody (dale jen ,Sluzby").

Pozadované ¢innosti v ramci Sluzeb budou zejména nasledujici:

1.3.1 Nezavisly auditor (dale jen ,Auditor®) ovéfi zavére€ny vykaz vydaju a pfijmu
predkladany Evropské komisi. Auditor ovéfi shodu vykazu s vnitrostatnimi
pravnimi pfedpisy a uéetnimi pravidly a osvédci, Ze vynalozené naklady (pouze
vzorek!) jsou slugitelné s Grantovou dohodou. Auditor rovnéz zkontroluje zdroje
financovani projektu a zejména to, zda projekt neni spolufinancovan jinym
finanénim nastrojem Evropské Unie. Audit musi byt proveden v souladu
s pokyny vydanymi Evropskou komisi a ve formatu, ktery tyto pokyny stanovi.

Od Poskytovatele se o¢ekava zajisténi kvalitni pfipravy a prubéhu auditu za dodrzeni
sjednanych podminek v uvedenych a pevné stanovenych terminech. Kazdou zménu
je tfeba pfedem zkonzultovat s Objednatelem. Po celou dobu poskytovani Sluzeb musi
byt pritomna alespor jedna osoba, ktera je zodpovédna za pIinéni Smlouvy pro pfipad
poskytnuti pomoci a soucinnosti v pfipadé neotekavanych situaci, které vzniknou
v prubéhu trvani auditu ¢&i jeho pfipravy.

Pfedmétem Smlouvy je dale zavazek Objednatele zaplatit Poskytovateli za rfadné
a v&as poskytované Sluzby cenu ve vy$i a za podminek stanovenych v Cl. IV. Smiouvy.

Smluvni strany prohlasuji, Ze pfedmét plnéni dle Smlouvy neni plnénim nemoznym,
a Zze Smlouvu uzavrely po peclivem zvazeni véech moznych dusledkil.
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Clanek II.
Podminky poskytovani jednotlivych Sluzeb

Sluzby budou Poskytovatelem poskytovany na zakladé dil¢ich pisemnych objednavek
s dalsi nezbytnou specifikaci ze strany Objednatele (dale jen ,Objednavky"
¢i jednotlivé ,Objednavka").

Pisemna komunikace mezi Objednatelem a Poskytovatelem bude probihat pfednostné
prostiednictvim elektronické posty mezi kontaktnimi osobami, jejichz Udaje jsou
stanoveny v uvodu Smlouvy, pokud se Smiuvni strany nedohodnou pro jednotlivé
pfipady jinak (dale jen ,Kontaktni osoby"). Pro takovy pfipad jsou Smluvni strany
opravnény jednostranné zménit Kontaktni osoby, pfi¢emz jsou povinny tuto zménu
druhé Smluvni strané bezodkladné pisemné oznamit. Takova zména je uUginna
ode dne dorugeni oznameni o zméné Kontaktni osoby druhé Smluvni strané, avsak
nevyzaduje uzavieni dodatku ke Smlouve.

Pfed samotnym odeslanim zavazné Objednéavky za$le Objednatel Poskytovateli
podrobné pozadavky na zajisténi auditu.

Objednavky Objednatele museji obsahovat veskeré potiebné (daje a naleZitosti
pro realizaci Objednavky, zejména oznaceni a identifikaéni (daje Smiluvnich stran,
presné urCeni pfedmétu pinéni (konkrétni pozadavek — audit), popfipadé dalsi
nezbytné (daje. Objednavky budou zasilany ze strany Objednatele na emailovou
adresu Kontaktni osoby Poskytovatele.

Poskytovatel se zavazuje pisemné potvrdit pfijeti zavazné Objednavky Kontaktnim
osobam Objednatele bezodkladné, nejpozdéji vSak nasledujici pracovni den po jejim
doruceni.

V piipadé, Ze Poskytovatel nebude schopen zajistit pozadované Sluzby nebo jejich
Cast, je povinen toto oznamit Kontaktnim osobam Objednatele bezprostfedné
po doruceni poZzadavku na zajisténi auditu (resp. zavazné Objednavky) ¢&i v terminech
v nich uvedenych a navrhnout moznost nahradniho terminu.

Poskytovatel je povinen poskytovat Sluzby standardnimi zptsoby, dodrzovat obecné
zavazné pravni predpisy a normy vztahujici se k jeho &innosti, fidit se zadavaci
dokumentaci k Vefejné zakazce, Smlouvou, pokyny Objednatele a jednotlivymi diléimi
Objednavkami. Jakykoliv nadstandardni zpisob poskytovani Sluzeb je Poskytovatel
opravnén pouzit vyhradné na své naklady s tim, Ze Objednateli bude Uétovana cena
jako pfi poskytovani Sluzeb standardnim zplGsobem, neni-li ve Smlouvé stanoveno
jinak.

Poskytovatel je povinen provadét Sluzby fadné, véas, s potiebnou odbornou pééi
a odpovédnosti za vysokou odbornost poskytovani Sluzeb. Pfi své ¢&innosti
je Poskytovatel povinen sledovat a chranit opravnéné zajmy Objednatele a brat
v uvahu a respektovat povinnosti vyplyvajici pro Objednatele z obecné zavaznych
pravnich predpisu.

Poskytovatel se dale zavazuje, Ze se svym jednanim pfi pInéni Smlouvy nedopusti
nekalé soutéze a Ze pfi plnéni Smlouvy nebude zasahovat do prav tietich osob,
ani vysledek cinnosti Poskytovatele nebude zasahovat nebo jakymkoliv zplisobem
porusovat prava tietich osob.
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Clanek IIL.
Doba a misto poskytovani Sluzeb

Poskytovani Sluzeb dle Smilouvy bude zajistovano po dobu platnosti a Géinnosti
Smlouvy dle ¢l. X. odst. 10.1 ve spojeni s ¢l. XI. odst. 11.6 této Smlouvy, a to na zakladé
dil¢ich Objednavek Objednatele dle podminek sjednanych v Cl. II. Smiouvy.

Mistem plnéni zavazku Poskytovatele je dle Smlouvy sidlo Objednatele (zejména
pro predavani hmotnych vystup poskytnutych SluZeb) a dale celé Uzemi Ceské
republiky s tim, Ze konkrétni misto plnéni bude specifikovano v kazdé dil&i Objednavce
(dle provadénych auditu).

Clanek IV.
Odména a platebni podminky

Celkova odména za poskytovani Sluzeb dle Cl. |. odst. 1.2, 1.3 a 1.4 Smlouvy ¢&ini
695.200,- K¢ bez dané z pfidané hodnoty (dale jen ,DPH"). DPH v z&konné vysi
21 % €ini 145.992,- KE. Celkova odména véetné DPH tedy &ini celkem 841.192-
K¢ (déle jen ,Celkova odména“). Poskytovatel bere na védomi, Ze Celkova odména
je maximalni a nepfekrogitelna, avéak nemusi byt v prib&hu trvani Smlouvy zcela
vyCerpana.

Uhrady za jednotlivé Sluzby poskytované dle Cl. I. odst. 1.2, 1.3 a 1.4 Smlouvy budou
vypoCteny za skutené poskytnuté Sluzby na zékladé dané Objednavky
a jednotkovych cen dle Nabidky Poskytovatele podané v ramci zadavaciho fizeni
na Vefejnou zakazku:

Jednotkova Jednotkova
Polozka cena v K¢ Vyse DPH cena v K¢
bez DPH vcetné DPH
1. diléi audit 139.040,- KE| 29.198,40 K¢ | 168.238,40 K&
2. diléi audit 347.600,- K&| 72.996,- KE| 420.596,- Ké
Zavére¢na auditni zprava . . 3
+ zpréva pro Evropskou komisi 208.560,- KE&| 43.797,60 K& | 252.357,60 K¢

(déle jen ,Jednotkové ceny").

Celkova odmeéna i Jednotkové ceny dle odst. 4.1 a 4.2 tohoto ¢lanku jsou zavazné,
konecné a nepiekrotitelné po celou dobu trvani Smlouvy zahrnujici veskeré &innosti
vCetné v§ech souvisejicich vykonu a poplatku a veskerych dal$ich pfipadnych nakladui,
byt nebyly v Nabidce Poskytovatele vyslovné uvedeny, zejména veskeré plnéni nutné
pro fadné spinéni zavazku Poskytovatele dle Cl. I. Smlouvy.

Cenové (daje uvedené v odst. 4.1 a 4.2 tohoto &lanku je mozné zménit &i prekrodit
pouze v pfipadé zmeény pfislusnych pravnich pfedpisti upravujicich vysi DPH.
V takovém pfipadé bude k cenovym Udajim bez DPH dle odst. 4.1 a 4.2 tohoto &lanku
uctovana DPH ve vysi platné k datu uskuteé¢néni zdanitelného pinéni.

Odmeéna za poskytovani Sluzeb bude Poskytovateli Objednatelem hrazena prubézné
vzdy po radném poskytnuti Sluzeb, ato na zakladé fadného dafového a Ucetniho
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dokladu (dale jen ,Faktura® ¢i ,Faktury"), jehoZz soucasti musi byt vzdy soupis
v8ech aktualné poskytnutych Sluzeb rozepsany v navaznosti na realizovanou
Objednavku. Poskytovatel je povinen provadét fakturaci poskytnutych Sluzeb
vzdy nejpozdéji do 7 kalendainich dni ode dne fadného poskytnuti Sluzeb
v navaznosti na realizovanou Objednavku.

Kazda Faktura vystavena Poskytovatelem musi obsahovat naleZitosti dafového
a U¢etniho dokladu podle zakona ¢. 563/1991 Sb., o Gcetnictvi, ve znéni pozdéjsich
predpist, a zakona €. 235/2004 Sb., o dani z pfidané hodnoty, ve znéni pozdéjsich
pfedpist a bude mit nalezitosti obchodni listiny dle § 435 Obéanského zakoniku. Jedna
se zejména o tyto nalezitosti:

a) oznaceni Faktury a jeji éislo,

b) eviden¢ni Cislo Smiouvy pfidélené z Centralni evidence smluv Objednatele:
200212 (viz takeé zahlavi této Smlouvy),

c) oznaceni nazvu projektu a registraéni Cislo — ,Projekt LIFE-IP: N2K Reuvisited,
LIFE17 IPE/CZ/000005,

d) identifikacni udaje Smiuvnich stran véetné platebnich tdaju,

e) specifikaci poskytnutych Sluzeb, identifikaci diléi Objednavky véetné jejiho ¢isla
a terminu plnéni,

f) den vystaveni Faktury a Ihatu jeji splatnosti,
qg) fakturovanou ¢astku v K& v &lenéni bez DPH, véetné DPH a samostatné sazba
a vySe DPH.

Faktura bude Poskytovatelem zaslana v elektronické podobé. E-mailova adresa
pro zaslani bude vZdy uvedena na pfislu§né Objednavce. Fakturu Ize Objednateli
zaslat také v listinné podobég, a to ve 2 vyhotovenich na adresu Objednatele ve tvaru:
Ministerstvo zivotniho prostredi, odbor finanénich a dobrovolnych nastroju, Vr$ovicka
1442/65, 100 10 Praha 10.

Lhata splatnosti Poskytovatelem vystavenych Faktur ¢&ini 30 kalendarnich
dnu ode dne jejich dorugeni Objednateli. Smluvni strany dale ujednaly, Ze veskeré
platby za poskytnutée Sluzby budou placeny bezhotovostnim prevodem na (cet
Poskytovatele uvedeny v uavodu Smlouvy. Povinnost Objednatele zaplatit
za poskytnuté Sluzby je spinéna dnem odepsani pfisluéné ¢astky z uétu Objednatele
(v souladu se skute¢né poskytnutymi Sluzbami v navaznosti na realizovanou
Objednavku).

V piipadé, Ze jakakoli Faktura bude obsahovat nespravné ¢i nelplné naleZitosti
¢i udaje nebo pokud pozadované nalezitosti a udaje nebude obsahovat vibec,
je Objednatel opravnén takovouto Fakturu vratit ve Ihaté jeji splatnosti zpét
Poskytovateli k dopInéni &i opraveni. Po doru¢eni opravené nebo doplnéné Faktury
pocina bézZet nova Ihita splatnosti. Objednatel neni v takovém piipadé v prodieni.

Posledni Faktura za pfisludny kalendarni rok, kterd ma byt v témze kalendainim roce
proplacena, musi byt doru¢ena Objednateli nejpozdéji do 10. prosince pfislusného
kalendarniho roku. Veskeré Faktury doru¢ené po tomto datu mohou byt uhrazeny
az v mesici unoru nasledujiciho kalendarniho roku, pficemz Objednatel neni
v takovych pfipadech v prodleni.
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Objednatel neposkytuje Zzadné zalohové platby. Veskeré platby budou probihat
vyhradné v K¢ (CZK), rovneéz veskeré cenove Udaje na Fakturach budou v této méné.

Clanek V.
Povinnosti Objednatele

Objednatel se zavazuje poskytnout Poskytovateli veSkerou potfebnou soucdinnost,
zejména predavat mu v€asné, pravdivé, Uplné a piehledné informace, Udaje, pokyny
apod., vCetné podkladl pro poskytnuti Sluzeb, jez je predmétem Smlouvy,
a to v souladu s obdrzenymi a vzajemné potvrzenymi pisemnymi instrukcemi.

Objednatel nebo Kontaktni osoba Objednatele je povinna Poskytovateli bezprostredné
pisemné& potvrdit obdrzeni (splnéni) Sluzby objednané v souladu s CI. Il. Smlouvy
s tim, Ze tuto fadné a véas obdrzel, popf. s jinou informaci odpovidajici skuteénosti.
Neucini-li tak, ma Poskytovatel za to, Zze Objednavka byla fadné a v€as spinéna.

Clanek VI.
Povinnosti Poskytovatele

Poskytovatel je povinen pfi poskytovani Sluzeb dle Smlouvy postupovat poctivé
a peclivé podle svych schopnosti; pfitom je povinen pouzit kazdého prostiedku,
kterého vyzaduje povaha obstaravané zalezitosti, jakoz i takového, ktery se shoduje
s vuli Objednatele. Sluzby musi byt také v souladu se zadavacimi podminkami Vefejné
zakazky, Nabidkou Poskytovatele a Smlouvou.

Poskytovatel se zavazuje provadét cinnosti dle Smlouvy vlastnim jménem,
na svlj naklad, navlastni odpovédnost a nebezpeti v ujednanych terminech
tak, aby byl schopen poskytnout Objednateli dohodnuté Sluzby ve lhuté, ktera bude
v pfipadé potieby Objednatele ujednana v Objednavce. Objednatel je vyluénym
vlastnikem hmotnych i nehmotnych vystupl Sluzeb a je opravnén tyto bez omezeni
vyuzit pro svoji potfebu a pro potfebu rezortnich organizaci Objednatele.

Poskytovatel bere na védomi, Ze objem Sluzeb uvedeny v zadavacich podminkach
na Verfejnou zakazku neni pro Objednatele zavazny a nemusi byt naplnén.

Poskytovatel je povinen bez zbyte¢ného odkladu oznamit Objednateli vSechny
okolnosti, které zjistil nebo mél zjistit pri poskytovani Sluzeb, a které mohou mit vliv
na poskytované Sluzby ¢ zménu pokynl nebo zajml Objednatele.

Zjisti-li Poskytovatel pfi plnéni Smlouvy prekazky, které znemozniuji fadné poskytovani
Sluzeb dohodnutym zpusobem, oznami to neprodlené Objednateli (pisemnég),
se kterym se dohodne na odstranéni danych pfekazek.

Poskytovatel je povinen bez zbyte¢ného odkladu Objednateli vracet podklady
a materialy, které od néj prevzal pii zacatku nebo béhem plnéni dle Smlouvy.

Poskytovatel je povinen zachovavat mi¢enlivost o v8ech udajich, které jsou obsazeny
v dodanych podkladech a materialech, nebo o jinych skute¢nostech, se kterymi piisel
pfi pIinéni Smlouvy do styku. Tyto Objednatel bezvyhradné oznacuje jako citlive,
pficemz je mozno takové informace poskytnout pouze v souladu s pfislusnymi pravnimi
predpisy nebo s vyslovnym pisemnym souhlasem Objednatele.
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Poskytovatel prohlasuje, Ze disponuje potfebnymi opravnénimi, odbornymi znalostmi
a praktickymi zkuSenostmi k fradnému spinéni ucelu Smlouvy, a Ze rozsah pfedmétu
Smlouvy bude plnit pouze k tomu Ffadné proskolenymi osobami s odpovidajici
kvalifikaci a odbornosti, jejichz jmenny seznam je uveden v Pfiloze €. 1 Smlouvy.
Vymeéna nékterého &i vech téchto osob v pribéhu pinéni Smiouvy je mozna pouze
s predchozim  vyslovnhym a pisemné udélenym souhlasem Objednatele.
Pokud Poskytovatel prokaze, Ze nova osoba spliiuje kvalifikaci a odbornost minimalné
ve stejnéem rozsahu, Objednatel s timto neodepie bezdivodné udélit sv(ij souhlas.
Pokud Poskytovatel prokéazal ¢ast kvalifikace prostiednictvim poddodavatele,
je povinen zajistit, aby poddodavatel poskytoval i tomu odpovidajici ¢ast smluvniho
plnéni.

Poskytovatel se dale zavazuje k poskytnuti veskeré souéinnosti pfi plnéni povinnosti
vyplyvajicich ze ZZVZ, zejména k poskytnuti informaci, jejichz zvefejnéni uklada
§ 219 ZZVZ, a dale pfi pInéni povinnosti vyplyvajicich z pfislu§nych pravnich predpist
tykajicich se provadéni finanénich a jinych kontrol, a to i po ukonéeni Smlouvy.

Poskytovatel neni opravnén postoupit zavazky ze Smlouvy tfetim osobam.
Poskytovatel neni oprédvnén bez predchoziho pisemného souhlasu Objednatele
provadét jakékoliv zapolty svych pohledavek vici Objednateli proti jakymkoliv
pohledavkam Objednatele vi&i Poskytovateli, ani postupovat jakakoliv svoje prava
a pohledavky vici Objednateli, na tieti osoby.

Poskytovatel bere na védomi, Ze je podle §2 pism. e) zdkona & 320/2001
Sb., o finan¢ni kontrole ve vefejné spravé a o zméné& nékterych zakonl (zakon
o finanéni kontrole), ve znéni pozdéjSich predpisl, osobou povinnou spolupusobit
pfi vykonu financni kontroly provadéné v souvislosti s thradou zboZi nebo sluzeb
z verejnych vydaju.

Poskytovatel je povinen dokumenty souvisejici s poskytovanim Sluzeb uchovavat
nejméné po dobu 10 let od finanéniho ukonéeni projektu a zaroveri alespor po dobu
3 let od ukonceni programu, ze kterého je projekt financovan, a to zejména pro uéely
pripadné kontroly realizace projektu, ovéfovani plnéni povinnosti vyplyvajicich
z podminek danych pravnimi predpisy k archivaci téchto dokumenti (napi. zakon
€. 563/1991 Sb., o u€etnictvi, ve znéni pozdéjsich predpistl, a zakon &. 235/2004 Sb.,
o dani z pfidané hodnoty, ve znéni pozdéjsich pfedpisli). Poskytovatel je povinen
poskytovat pozadované informace a dokumentaci zamé&stnanctim nebo zmocnénctm
Objednatele a dale povéfenych organt (Ministerstva financi, Nejvyssiho kontrolniho
Uradu, prislusného financniho Gradu a pfipadné dalich opravnénych organi statni
spravy). Dale je Poskytovatel povinen vytvoiit vy§e uvedenym osobam podminky
k provedeni kontroly vztahujici se k realizaci projektu a poskytnout jim pfi provadéni
kontroly soucinnost.

Poskytovatel Cestné prohlasuje, ze v dobé& podpisu této Smlouvy neni podijat.
Pokud by v prub&hu pinéni této Smlouvy nastaly nové skuteénosti ve vztahu
k podjatosti, je Poskytovatel povinen bezodkladné o tom pisemné& informovat
Objednatele. Pokud tak neucini, ma se za to, Ze Zadné zmény nenastaly.

Poskytovatel prohlasuje, Ze neni predluzen a neni mu znamo, Ze by bylo vigi nému
zahajeno insolvencni fizeni. Dale prohlasuje, ze viéi nému neni vydano zadné soudni
rozhodnuti, €i rozhodnuti spravniho, dafového &i jiného organu nebo rozhodce
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na pinéni, které by mohlo byt divodem soudni exekuce na majetek Poskytovatele,
nebo by mohlo mit jakkoliv negativni vliv na schopnost Poskytovatele splnit povinnosti
vyplyvajici ze Smlouvy, a Ze takové fizeni nebylo vU&i nému zahéjeno.

Poskytovatel bezvyhradné souhlasi se zvefejnénim celého obsahu Smlouvy v souladu
se ZZVZ v Informaénim systému Registr smluv (dale jen ISRS") a pfislusnymi
pravnimi pfedpisy. Zvefejnéni obsahu Smlouvy nemizZe byt povaZovano za poruseni
povinnosti mienlivosti.

Clanek VII.
Utajeni a vyluénost, GDPR

Veskeré informace pfedavané Smluvnimi stranami jsou pokladany za pfisné duverné.

Poskytovatel je povinen o veskerych informacich a tdajich, se kterymi se seznami
v souvislosti s poskytovanim Sluzeb, zachovavat mi¢enlivost i po ukon&eni Smlouvy
a tyto nezpfistupnit tfetim osobam. K tomu je povinen ucinit veSkera nezbytna opateni.

Poskytovatel neni opravnén jakkoliv vyuzit informace, udaje a dokumentaci,
ktera mu byla zpfistupnéna v souvislosti s poskytovanim Sluzeb, ve prospéch svUj
nebo ve prospéch treti osoby.

Smiluvni strany jsou si védomy povinnosti vyplyvajicich zejména z nafizeni Evropského
parlamentu a rady (EU) & 2016/679, o ochrané fyzickych osob v souvislosti
se zpracovanim udajl a o volném pohybu téchto tdaju a o zruSeni smérnice 95/46/ES
(obecné nafizeni o ochrané osobnich tdaju), (dale jen ,GDPR"), popi. ze zakona
¢. 110/2019 Sb., o zpracovani osobnich udaji. Védomy si skute¢nosti, Ze pfi plnéni
pfedmétu Smlouvy miize dochazet ke zpracovani osobnich Udajt, zavazuji se Smluvni
strany v pfipadé, Ze by byly v souvislosti s pInénim pfedmétu Smlouvy zpracovavany
osobni (daje, uzaviit pfed zahajenim jejich zpracovani, smlouvu o zpracovani
osobnich udaji (dale jen ,Smlouva o zpracovani‘) s naleZitostmi a v souladu
s pfislunymi ustanovenimi GDPR. Obecny vzor Smlouvy o zpracovani je uveden
v zadavaci dokumentaci na Vefejnou zakazku. Finalni navrh Smlouvy o zpracovani
pfedklada Objednatel a Poskytovatel se zavazuje uzaviit Smlouvu o zpracovani
do 5 kalendainich dni ode dne pfedlozeni navrhu Objednatelem, nedohodnou-li
se pisemné jinak.

Clanek VIIL.
Reklamace, odpovédnost za $kodu, pojisténi

Poskytovatel odpovidd Objednateli za fadné poskytovani Sluzeb, jakoz i jejich
jednotlivych &asti. Na Zadost Objednatele bude Poskytovatel bez zbyte¢ného odkladu
po dorudeni takovéto Zadosti podavat Objednateli zpravy o stavu pinéni pfedmétu teéto
Smlouvy, a to ve formé pozadované Objednatelem.

O akceptaci poskytnutych Sluzeb, piipadné o pfedani a pfevzeti hmotnych vystupu
Sluzeb, bude sepsan protokol podepsany obéma Smluvnimi stranami (dale
jen ,Akceptaéni protokol“). Budou-li pii akceptaci poskytnutych Sluzeb, pfipadné
pfi pfedani hmotnych vystupi SluZeb, zjistény vady a/nebo nedostatky, budou
v Akceptaénim protokolu vymezeny zjisténé vady a/nebo nedostatky vCetné zpusobu
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a terminu jejich odstranéni. Po odstranéni vad a/nebo nedostatkli uvedenych
v Akceptacnim protokolu, vyzve Poskytovatel Objednatele k opétovné akceptaci
poskytnutych Sluzeb. V takovém pfipadé bude sepsan novy Akceptacni protokol
(analogicky dle predchozich vét tohoto odstavce), ktery bude podepsan obéma
Smluvnimi stranami. Pfedmét Smlouvy se povazuje za fadné poskytnuty, pripadné
pfedany a prevzaty (ve vztahu k hmotnym vystupim Sluzeb), az po odstranéni
vad a nedostatkl na zakladé finalniho Akceptaéniho protokolu podepsaného obéma
Smluvnimi stranami bez vyhrad.

Poskytovatel se zavazuje poskytnout Objednateli na Sluzby zaruku za jakost v délce
24 mésicl, ktera pocina bézet dnem podpisu Akceptaéniho protokolu, popf. finalniho
Akceptaéniho protokolu dle odst. 8.2 tohoto élanku.

Poskytnuta Sluzba ma vady, jestlize jeji provedeni neodpovida specifikaci uvedené
v zadavacich podminkach k Vefejné zakazce, ve Smlouvé ¢i v zavazné Objednavce.

Veskeré vady z poskytnutych Sluzeb je Objednatel povinen u Poskytovatele uplatnit
bez zbytetného odkladu poté, kdy vady zjistil, nejdéle v$ak do 30 kalendarnich
dnt od jejich zjisténi, a to formou pisemného oznameni obsahujicim podrobnou
specifikaci zjisténych vad.

Poskytovatel je povinen vady uplatnéné Objednatelem neprodlené na své naklady
odstranit, nebude-li mezi Smluvnimi stranami pisemné dohodnuto jinak. Poskytovatel
odpovida Objednateli za pfipadnou $kodu zplUsobenou vadami realizované
Objednavky.

Poskytovatel se zavazuje nahradit Objednateli pfipadnou $kodu, ktera mu vznikne
v dusledku poruseni povinnosti Poskytovatele, i 8kodu, ktera vznikne v dusledku
cinnosti Poskytovatele na majetku ¢i zdravi osob, a to bez omezeni vy$e nahrady této
Skody. Poskytovatel sou¢asné odpovida za Skody, které zputisobili Objednateli Ci tretim
osobam v souvislosti s poskytovanim Sluzeb zaméstnanci Poskytovatele, jeho
poddodavatelé ¢i osoby v obdobném postaveni porusenim svych povinnosti pfi pinéni
Smlouvy. Této odpovédnosti se Poskytovatel zprosti, pokud prokéaze, ze Skodu
nezavinil. Poskytovatel se vzdy zprosti odpovédnosti za skodu také v pfipade,
pokud Objednatele upozorni na nevhodnost jeho pokyni a Objednatel
presto postupuje zplsobem, ktery byl Poskytovatelem oznacen za rizikovy.

Poskytovatel dale neodpovida Objednateli za Skodu, ktera Objednateli vznikne
z nerealizovani Objednavky, pokud Poskytovatel prokaze, ze mu ve spinéni povinnosti
ze Smlouvy dotasné nebo trvale zabranila mimorfadna nepiedvidatelna
a neprekonatelna prekazka vznikla nezavisle na jeho vili.

Poskytovatel se zavazuje, ze po dobu trvani Smlouvy bude mit sjednano a platné
uzavieno pojisténi odpovédnosti za Skodu zplsobenou Objednateli Ci treti osobé
Poskytovatelem, jeho zaméstnanci, poddodavateli nebo osobami v obdobném
postaveni porusenim jejich povinnosti, a to v€etné skody zplsobené pfi podnikatelské
¢innosti, pficemz pojistna smlouva bude mit limit pojistného plnéni ve vysi nejméné
2.000.000,- K¢ na jednu pojistnou udéalost. Poskytovatel je povinen umoznit Objednateli
kdykoliv nahlédnout do originalu pojistné smlouvy ¢ mu na jeho naklad pofidit jeji
ovérenou kopii, a to nejpozdéji do 2 pracovnich dnli od obdrzeni zadosti Objednatele.
Poskytovatel je dale povinen Objednatele bezodkladné (nejpozdéji do 2 pracovnich
dnt) informovat o jakékoliv zméné pojistné smlouvy.
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Clanek IX.
Sankéni ujednani

Pro pfipad prodleni Objednatele s thradou Faktury sjednavaji Smluvni strany smluvni
pokutu ve vysi 0,05 % z dluzné ¢astky za kazdy, byt i zapocaty den prodieni.
Vedle smluvni pokuty nema jiz Poskytovatel narok pozadovat po Objednateli zakonny
trok z prodleni. Poskytovatel nema narok na dalSi nahradu $kody zplsobenou
prodlenim Objednatele s Uhradou dluzné castky.

Dojde-li ze strany Objednatele ke zruseni jiz zadané a potvrzené Objednavky,
je Objednatel povinen uhradit Poskytovateli stornovaci poplatek ve vysSi odpovidajici
jiz realizované ¢asti Objednavky.

V pfipadé prodleni Poskytovatele s fadnym a v€asnym poskytovanim Sluzeb
vterminech stanovenych Objednavkami ¢&i v piipadé prodleni Poskytovatele
s odstranénim Objednatelem uplatnénych vad dle Cl. VIIl. odst. 8.3 Smlouvy,
je Poskytovatel povinen zaplatit Objednateli smluvni pokutu ve vysi 5.000,-
K&, a to za kazdy i zapocaty den prodleni.

V pripadé poruseni povinnosti Poskytovatele vyplyvajicich z Cl. VI. (vyjma odst.
6.82a6.9) aCl VII. (vyjma odst. 8.3) Smlouvy je Poskytovatel povinen zaplatit
Objednateli smluvni pokutu ve vysi 10.000,- K& za kazdy takovy pripad.

V pfipadé porudeni povinnosti Poskytovatele vyplyvajicich z Cl. VI. odst.
6.8 a/ti 6.9 Smlouvy je Poskytovatel povinen zaplatit Objednateli smluvni pokutu
ve vys$i 250.000,- K¢ za kazdy takovy pfipad.

V piipadé poruseni povinnosti Poskytovatele vyplyvajicich z Cl. VII. Smlouvy
je Poskytovatel povinen zaplatit Objednateli smluvni pokutu ve vysi 500.000,-
K¢ za kazdy takovy piipad.

V pfipadg, ze Poskytovatel nespini jakoukoliv dal$i povinnost upravenou Smiouvou,
na kterou byl Objednatelem pifedem upozornén, zaplati Objednateli smluvni pokutu
ve vys§i 5.000,- K& za kazdy jednotlivy zjistény pfipad.

Smluvni pokuta je splatna do 30 kalendarnich dnl ode dne doruceni pisemnée vyzvy
k jeji Uhradé povinné Smluvni straneé.

Zaplacenim jakékoliv smluvni pokuty dle Smlouvy neni dotéena povinnost
Poskytovatele nahradit $kodu vzniklou Objednateli porusenim smluvni povinnosti,
které se smluvni pokuta tyka. Objednatel je opravnén pozadovat nahradu $kody v pine
vySi bez ohledu na sjednanou smluvni pokutu.

Pravo Objednatele pozadovat po Poskytovateli zaplaceni smluvni pokuty neplati
v pfipadech, kdy plnéni Smlouvy bylo znemoZnéno zasahem vy8§i moci. Tuto
skute¢nost je povinen Poskytovatel Objednateli bezodkladné sdélit a je také povinen
existenci takovych okolnosti prokazat.

Clanek X.
Trvani a ukonéeni Smlouvy

Smlouva se uzavira na dobu urcitou, a to do 29. 01. 2027 nebo do vycerpani Celkove
odmény podle toho, ktera skute¢nost nastane drive.
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Pfed uplynutim doby uvedené v pfedchozim odstavci tohoto &lanku Ize Smlouvu
ukonéit na zakladé vzajemné dohody obou Smluvnich stran, vypovédi Smlouvy
s vypovédni Ihutou v délce 2 mésice, kterd potne bézet prvnim dnem kalendafniho
mésice nasledujicho po dni doruéeni vypovédi druhé Smiuvni strang,
nebo odstoupenim od Smlouvy v souladu s pfislusnymi ustanovenimi Ob&anského
zakoniku, pficemz ucinky odstoupeni nastavaji dnem doruéeni pisemného oznameni
druhé Smluvni strané. Odstoupenim se zavazek zalozeny Smlouvou zruduje
od po&atku. Uvedené zplsoby ukongeni Smlouvy museji byt Smluvnimi stranami
provedeny vZdy v pisemné formé s uvedenim odlvodnéni a tyto museji byt druhé
Smluvni strané fadné doruceny.

Poskytovatel je opravnén od Smlouvy odstoupit v souladu s Ob&anskym zakonikem
pouze pro podstatné poruSeni Smlouvy ze strany Objednatele, kterym se rozumi
prodleni s uhradou nékteré z Poskytovatelem vystavenych Faktur po dobu delsi
nez 60 kalendafnich dnu, s vyjimkou postupu dle Cl. IV. odst. 4.11 Smlouvy, tedy
Faktur doruenych Objednateli po 10. prosinci pfisluéného kalendainiho roku.
Poskytovatel je opravnén od Smlouvy odstoupit nejdiive poté, kdy na neplnéni zavazkd
Objednatele pisemné upozornil a poskytl mu odpovidajici Ihiitu k napravé.

Objednatel je opravnén odstoupit od Smlouvy v souladu s Ob&anskym zakonikem
pro podstatné poruseni Smlouvy ze strany Poskytovatele, kterym se rozumi zejména
situace, kdy:

a) Poskytovatel poskytuje Sluzby v prokazatelné nizké kvalité, v rozporu
se Smlouvou, zadavacimi podminkami Vefejné zakazky, Nabidkou
Poskytovatele, platnymi pravnimi pfedpisy a normami; nebo

b) Poskytovatel nebude fadné a véas plnit konkrétni terminy a povinnosti
dle Smlouvy a jednotlivych Objednavek.

Objednatel je dale opravnén odstoupit od Smlouvy zejména:

a) zjisti-li, Ze Poskytovatel nabizel, daval, pfijimal nebo zprostfedkovaval né&jaké
hodnoty s cilem ovlivnit chovani nebo jednani kohokoliv, at jiz statniho Gfednika
nebo nékoho jiného, pfimo nebo nepfimo, ve Vefejné zakazce
nebo pfi provadeéni Smlouvy; nebo

b) zjisti-li, Ze Poskytovatel zkresloval skute¢nosti za Géelem ovlivnéni Veiejné
zakazky nebo provadéni Smlouvy ke s$kodé Objednatele, véetné uziti
podvodnych praktik k potlaéeni a sniZzeni vyhod volné a oteviené soutéze; nebo

c) zZjisti-li, Ze Poskytovatel nedodrzoval povinnosti vyplyvajici z pfedpist prava
Zivotniho  prostiedi, socialnich  nebo pracovné pravnich  pfedpist
nebo kolektivnich smiuv vztahujicich se k pfedmétu pinéni Verfejné zakazky;
nebo

d) pokud nebude schvalena ¢astka ze statniho rozpoétu na nasledujici rok, ktera
je potiebna k uhradé poskytovanych Sluzeb podle Smlouvy v nasledujicim roce;
Objednatel v takovém pfipadé oznami tuto skuteénost Poskytovateli
do 30 kalendafnich dnt po vyhlaSeni zakona o statnim rozpoé&tu ve Shirce
zakonu; nebo

e) neprokaze-li Poskytovatel trvani pojisténi dle Cl. VIII. odst. 8.7 Smlouvy.
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Odstoupeni od Smlouvy se nedotyka prava na nahradu $kody vzniklého z poruseni
smluvni povinnosti, prava na zaplaceni smluvni pokuty a Uroku z prodleni,
pokud jiz dospél. Obdobné plati pro i pro pfedéasné ukonéeni Smlouvy jinym zptisobem.

V pfipadé pred¢asného ukon&eni Smlouvy dohodou, vypovédi ¢i odstoupenim jsou
Smluvni strany povinny provést vypofadani vzajemnych zavazkl v souladu
s prislusnymi pravnimi pfedpisy. Timto nejsou dotéena ustanoveni tykajici se smluvnich
pokut a nahrady skody.

Clanek XI.
Zavérecna ustanoveni

Smlouva, prava a povinnosti z ni vyplyvajici se fidi pravnim fadem Ceské republiky.
Prava a povinnosti Smluvnich stran, pokud nejsou upraveny Smlouvou, se fidi
Obc&anskym zakonikem a predpisy souvisejicimi.

VesSkeré pfipadné spory vznikle mezi Smluvnimi stranami na zakladé
nebo v souvislosti se Smlouvou budou primarné feseny jednanim Smluvnich stran.
V pfipadé, Ze tyto spory nebudou v pfimérené dobé vyfe$eny, budou k jejich projednani
a rozhodnuti pfislu$né obecné soudy Ceské republiky.

V piipadé, Ze nékteré ustanoveni Smlouvy je nebo se stane v budoucnu neplatnym,
neucinnym ¢i nevymahatelnym nebo bude-li takovym shledano pfislusnym organem,
zUustavaji ostatni ustanoveni Smlouvy v platnosti a (i¢innosti, pokud z povahy takového
ustanoveni nebo z jeho obsahu anebo z okolnosti, za nichz byla Smlouva uzaviena,
nevyplyva, Ze jej nelze oddélit od ostatniho obsahu Smlouvy. Smiuvni strany
se zavazuji bezodkladné nahradit neplatné, neucinné nebo nevymahatelné ustanoveni
Smlouvy ustanovenim jinym, které svym obsahem a smyslem odpovida nejlépe
ustanoveni pavodnimu a Smlouvé jako celku.

Smlouva mlze byt ménéna nebo dopliiovana pouze formou pisemnych vzestupné
Cislovanych dodatkl odsouhlasenych a podepsanych ob&ma Smluvnimi stranami
natéze listingé s vyjimkou zmény Kontaktnich osob dle CI. II. odst. 2.2 Smlouvy.
Ke zménam ¢&i doplnéni neprovedenym pisemnou formou se nepfihlizi.

Smluvni strany na sebe prebiraji nebezpeéi zmény okolnosti v souvislosti s pravy
a povinnostmi Smluvnich stran vzniklymi na zakladé Smlouvy. Smluvni strany vylucuji
uplatnéni ustanoveni § 1765 odst. 1, § 1766 a § 2620 Ob¢anského zakoniku na svuj
smluvni vztah zaloZzeny Smlouvou.

Smlouva nabyva platnosti dnem jejiho podpisu ob&éma Smluvnimi stranami a Géinnosti
dnem jejiho uvefejnéni v ISRS dle podminek stanovenych zejména zakonem
€. 340/2015 Sb., o zvlastnich podminkach ucinnosti nékterych smluv, uverejhovani
téchto smluv a o registru smluv (zakon o registru smluv), ve znéni pozdéjsich predpisu.
Poskytovatel bezvyhradné souhlasi s uvefejnénim celého znéni Smlouvy v ISRS
a na profilu Objednatele (jakoZto zadavatele Verejné zakazky), popi. v dalSich mistech,
v souladu s prislusnymi pravnimi pfedpisy. Uvefejnéni Smlouvy na mistech
pozadovanych pravnimi pfedpisy provede Objednatel.

Smlouva je sepsana ve 4 vyhotovenich, kazdé s platnosti originalu, z nichz
1 si ponecha Poskytovatel a 3 vyhotoveni obdrzi Objednatel.
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11.8 Nedilnou souéasti Smlouvy jsou tyto pfilohy:

a) Pfiloha €. 1 — Seznam &lent realizaéniho tymu Poskytovatele;

b) Pfiloha €. 2 — Podrobna specifikace Sluzeb ,Audit integrovaného projektu LIFE;

c) Priloha ¢. 3 — LIFE audit certificate template (formulaf Evropské komise

s pravidly a pokyny pro zavéreénou auditni zpravu);

d) Priloha €. 4 — Annex X to the Model LIFE Grant Agreement, Financial

and Administrative Guidelines.

Smluvni strany prohlasuji, ze Smlouva vyjadfuje jejich svobodnou, vaznou, uréitou
a srozumitelnou vali prostou omylu. Smluvni strany si Smlouvu preéetly, s jejim

obsahem souhlasi, coz stvrzuji vlastnoru¢nimi podpisy.

OBJEDNATEL POSKYTOVATEL
\V Praze, dne A 0052821 ..... V Praze, dne //4 ‘, 3017

?*F_.":""I' _.-'__-_H' _:ﬂ_:_ :ﬁh‘b‘rﬁ.#&ﬁa%mkq ﬁﬂr?:'}_:.};{%dﬁ ._: .-. %\3 "I%.."- ﬁ?.%m

S + %Eﬁ .‘-‘:“.«f* 5

o : e

eska republlka Minis; erstvo zwotnlho

prostfedi Ing. Ondiej Snejdar

Ing. Tomas Kazmierski jednatel

feditel odboru finanénich a dobrovolnych &
nastroju a zastupce naméstka pro fizeni
sekce fondl EU, finan¢nich a dobrovolnych

nastroju

BDO Audtt s.r.o.
Ing. Petr Slavicek

jednatel

-'J-.Fl '1-{ ‘ﬂ
gﬂ-:; Hta'i- B St el

S u—ayhff

_.'.‘r:r. Horas -\."'{“ '-"'f\' l'-L?'-\.-- 'h‘ﬁﬁmﬁ?ﬂ' '\"'\i."
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Pfiloha €. 1: Seznam ¢élent realizaéniho tymu Poskytovatele’

Ing. Ondrej Snejdar

" Poskytovatel se zavazuje, Ze na realizaci Sluzeb se budou podilet osoby uvedené v Priloze ¢. 1 této
Smlouvy, jeZ byly Poskytovatelem uvedeny do Nabidky na Vefejnou zakazku a jez splfiuji Objednatelem
poZadovanou odbornost ¢i kvalifikaci ve vztahu k pfedmétu této Smlouvy. PoZadavky na zmény
takovéto osoby jsou pfipustné pouze ve vyjimecnych, fadné zddvodnénych pfipadech, a podléhaji
schvaleni Objednatelem. Poskytovatel je povinen mit v dobé predlozeni navrhu na zménu zajisténu
nahradu za nahrazovanou osobu, a to s minimalné stejnou urovni odbornosti a kvalifikace, jako je osoba
nahrazovana. Zadost spole&né s profesnim Zivotopisem nahradnika predklada Poskytovatel Objednateli
ke schvaleni. Objednatel v pfipadé, ze profesni zivotopis nahradnika neodpovida zadavacim
podminkam Vefejné zakazky na slozeni a dovednosti realizacniho tymu Poskytovatele, ma pravo navrh
Poskytovatele na zménu zamitnout.



Priloha €. 2: Podrobna specifikace Sluzeb ,,Audit integrovaného projektu LIFE*

ZPUSOB PROVEDENI AUDITU A POVINNOSTI AUDITORA

Audit bude proveden v souladu se zakonem o auditorech ¢&. 93/2009
Sb. a s Mezinarodnimi auditorskymi standardy a souvisejicimi aplikacnimi dolozkami
Komory auditort, v souladu s ustanovenimi ISA 3000. Zaméren bude zejména na:

- zda projektova ucetni evidence (pfijmy a vydaje) je spravna, davéryhodna
a oveéfitelna na zakladé adekvatnich podplrnych dokument,

- zda evidované zpusobilé vydaje, které vznikly v souvislosti s projektem, byly
vynalozeny v souladu s nafizenim Evropského parlamentu a Rady
(ES) €. 1293/2013 ze dne 11. 12. 2013 a naslednych opatfeni, s ustanovenimi
grantové dohody, ktera byla podepsana koordinujicim pfijemcem
(Objednatelem), ze Spole¢nych ustanoveni, které jsou pfilohou grantové
dohody a z navrhu projektu, ktery je pfedmétem (a pfilohou) grantové dohody,

- shodu vykazu vydaji a pfijma s vnitrostatnimi pravnimi pfedpisy a ucetnimi
pravidly,

- zda projekt neni spolufinancovan jinym finanénim nastrojem Unie.

Povinnosti auditora je na zakladé provedenych testd vyjadfit svlj nazor na vedeni
projektu. Vydani zpravy nezbavuje vedeni projektu odpovédnosti za disledky kontrol,
provedenych kompetentnimi kontrolnimi organy.

Povinnosti auditora je navrhnout a proveést testy tak, aby v rozumné mife zarucovaly
zjisténi pfipadnych nesrovnalosti vzniklych nespravnym vedenim. Nezavazuje to vSak
auditora provést detailni testy vSech operaci tak, aby byly zjistény vSechny
nesrovnalosti, které mohou existovat.

Audit musi byt proveden v souladu s pokyny vydanymi Komisi, v rozsahu a ve formatu,
ktery tyto pokyny stanovi. Pokyny jsou uvedeny ve formulafi Komise, ktery je pfilohou
C Smlouvy. Auditor je povinen tento formulaF pouzit k vyhotoveni zavérecné zpravy.

Odborny audit bude zahrnovat dvé dil¢i zpravy a jednu zavére€nou (finalni) zpravu
po skon&eni projektu 31. 12. 2026. Struktura zpracovani jednotlivych zprav bude
nasleduijici:

Polozka Provedeni auditu do
1. diléi auditni zprava 31.12. 2021
2. diléi auditni zprava 31.12. 2023
Zaveérecna auditni zprava + zprava pro Evropskou Komisi 29. 01. 2027

Auditor v dostateCném predstihu pfed provedenim kontroly projedna s vedenim
projektu harmonogram praci, podobu, rozsah a terminy pfedlozeni potfebnych
dokladl, pisemnosti a vysvétleni.



AUDITNi ZPRAVY

Auditni zpravy budou zpracovany dle vySe uvedenych pozadavk(. Auditor uvede
ve zpravé vyhrady, pokud na zakladé provedenych testu identifikuje nespravnosti
ve vedeni projektu.

Auditor ma pravo uvést ve své zpravé také omezeni rozsahu ovéreni, pokud nebyl
schopen z objektivnich dvodl nebo z viny objednatele ovéfit nékteré podstatné udaje
v projektu.

Auditor je opravnén vydat i zaporny vyrok, pokud jsou identifikované nespravnosti
takové povahy a rozsahu, ze neni mozné vydat vyrok s vyhradou. Pokud by dasledky
omezeni rozsahu prace auditora byly takového rozsahu, ze by auditor nebyl schopen
ziskat potfebnou miru jistoty u pfevazné vétSiny kontrolovanych polozek, odmitne
auditor vydat vyrok. | v tomto pfipadé vyda auditor zpravu popisujici ddvod odmitnuti
vyroku.

Kromé vlastnich vySe uvedenych auditorskych zprav maze auditor vydat také dopis
vedeni projektu, ktery by obsahoval poznatky o nedostatcich zjisténych v prabéhu
auditu a auditorska doporuceni sméfujici ke zlepSeni vnitfniho ucetniho a kontrolniho
systému.

Auditor je povinen pro vydani zavére¢né auditorské zpravy pouzit formulaf uréeny
Komisi, ktery je Pfilohou €. 3 této Smlouvy (Formulai Komise s pravidly a pokyny
pro zavére¢nou auditni zpravu). Pro stfednédobou a pribézné zpravy muze vyuzit
formulare vlastni.

Zaveérelna zprava bude vyhotovena v Eeském a anglickém jazyce, stfednédoba zprava
a pribézné nalezy pouze v Ceském jazyce.



Priloha ¢. 3: LIFE audit certificate template
(formular Komise s pravidly a pokyny pro zavéreénou auditni zpravu)



2017-18 EASME version 1.0 -

EUROPEAN COMMISSION

Executive Agency for Small and Medium-sized Enterprises (EASME)

* Xk
*

ok

GRANT AGREEMENT [XXXXX]

TERMS OF REFERENCE FOR THE CERTIFICATE ON THE FINANCIAL
STATEMENTS

LIFE ACTION GRANTS (Call 2017/2018)

TABLE OF CONTENTS

TERMS OF REFERENCE FOR AN INDEPENDENT REPORT OF FACTUAL FINDINGS ON COSTS
CLAIMED UNDER A GRANT AGREEMENT FINANCED BY THE EXECUTIVE AGENCY FOR
SMALL AND MEDIUM-SIZED ENTERPRISES (EASME) (OPTIONALY) 2

INDEPENDENT REPORT OF FACTUAL FINDINGS ON COSTS CLAIMED UNDER A GRANT
AGREEMENT FINANCED BY THE EXECUTIVE AGENCY FOR SMALL AND MEDIUM-SIZED
ENTERPRISES (EASME) (COMPULSORY)? 3

The Independent Report of Factual Findings should be provided by the Auditor
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Terms of Reference for an Independent Report of Factual Findings on costs claimed under a
Grant Agreement financed by the Executive Agency for Small and Medium-Sized Enterprises
(EASME) hereinafter referred to as “the Agency”

The following are the terms of reference ('ToR') on which <name of the Beneficiary> 'the Beneficiary' agrees to
engage < name of the audit firm> 'the Auditor' to provide an independent report of factual findings on a Financial
Statement(s)® prepared by the Beneficiary (including costs of its affiliate(s) : <name of the Affiliate(s)>") and to
report in connection with a European Union financed grant agreement, concerning < title and number of the grant
agreement> (the 'Grant Agreement'). Where in these ToR 'The Agency' is mentioned this refers to its quality as
signatory of the Grant Agreement with the Beneficiary. The European Union is not a party to this engagement.

1.1 Responsibilities of the Parties to the Engagement

'The Beneficiary' refers to the legal entity that is receiving the grant and that has signed the Grant Agreement with
the Agency.

* The Beneficiary is responsible for preparing a Financial Statement for the project financed by the Grant
Agreement, in compliance with such agreement, for providing it to the Auditor, and for ensuring that this
Financial Statement can be properly reconciled to the Beneficiary's (and where applicable also the Affiliate's)
accounting and bookkeeping system as well as to the underlying accounts and records. Notwithstanding the
procedures to be carried out, the Beneficiary (and where applicable also the Affiliate) remains at all times
responsible and liable for the accuracy of the Financial Statement.

* The Beneficiary is responsible for the factual statements which will enable the Auditor to carry out the
procedures specified, and will provide the Auditor with a written representation letter supporting these
statements, clearly dated and stating the period covered by the statements.

*  The Beneficiary accepts that the ability of the Auditor to perform the procedures required by this engagement
effectively depends upon the Beneficiary providing full and free access to the Beneficiary's (and where
applicable also the Affiliate's) staff and its/their accounting and other relevant records.

'The Auditor' refers to the Auditor who is responsible for performing the agreed-upon procedures as specified in
these ToR, and for submitting an independent report of factual findings to the Beneficiary.

The Auditor must be independent from the Beneficiary (and where applicable also the Affiliate) and must not have
been involved in preparing the Financial Statement.

* [Option 1, by default] The Auditor is qualified to carry out statutory audits of accounting documents in
accordance with the Directive 2006/43/EC of the European Parliament and of the Council of 17 May 2006 on
statutory audits of annual accounts and consolidated accounts, amending Council Directives 78/660/EEC and
83/349/EEC and repealing Council Directive 84/253/EEC or similar national regulations.

+ [Option 2, if the Beneficiary has an independent Public Officer] The Auditor is a competent and independent
Public Officer for which the relevant national authorities have established the legal capacity to audit the
Beneficiary.

* [Option 3 if the Beneficiary is an international organization] The Auditor is an [internal] [external] auditor in
accordance with the internal financial regulations and procedures of the international organisation.

The procedures to be performed are specified by the Agency and the Auditor is not responsible for the suitability
and appropriateness of these procedures.

The Auditor:

3 Financial Statement in this context refers solely to document referred to in Annex VI of the grant agreement.
4 Delete if not applicable, or include names of affiliates when applicable
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must plan work so that the Procedures may be carried out and the Findings may be assessed;
must adhere to the Procedures laid down and the compulsory report format;

must carry out the engagement in accordance with this ToR;

must document matters which are important to support the Report;

must base its Report on the evidence gathered,

must submit the Report to the [Beneficiary]
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1.2 Subject of the Engagement

The subject of this engagement is the Financial Statement in connection with the above mentioned Grant
Agreement for the period covering <dd Month yyyy to dd Month yyyy>.

1.3 Reason for the Engagement

The Beneficiary (and where applicable also the Affiliate) is required to submit to the Agency a certificate on a
Financial Statement, in the form of an independent report of factual findings produced by an external auditor, in
support of the payment requested by the Beneficiary under Article 1.4.1. of the Grant Agreement. The Authorizing
Officer of the Agency requires this Report as the payment of costs requested by the Beneficiary is conditional on
the factual findings of this Report.

1.4 Engagement Type and Objective

This constitutes an engagement to perform specific agreed-upon procedures regarding an independent report of
factual findings on costs claimed under the Grant Agreement.

As this engagement is not an assurance engagement the Auditor does not provide an audit opinion and expresses
no assurance. The Agency derives its assurance by drawing its own conclusions from the factual findings reported
by the Auditor on the Financial Statement and the payment request of the Beneficiary relating thereto.

The Auditor shall include in its report that no conflict of interest exists between it and the Beneficiary (and where
applicable also the Affiliate) in establishing this report, as well as the fee paid to the Auditor for providing the
report if the service is invoiced.

1.5 Scope of Work
1.5.1  The Auditor shall undertake this engagement in accordance with these ToR and:

- in accordance with the International Standard on Related Services ('ISRS') 4400 Engagements to perform
Agreed-upon Procedures regarding Financial Information as promulgated by the I[FAC;

- in compliance with the Code of Ethics for Professional Accountants issued by the IFAC. Although ISRS 4400
provides that independence is not a requirement for agreed-upon procedures engagements, the Agency requires
that the Auditor also complies with the independence requirements of the Code of Ethics for Professional
Accountants.

1.5.2  Planning, procedures, documentation and evidence

The Auditor should plan the work so that the procedures can be effectively performed. For this purpose he
performs the procedures specified in 1.9 of these Terms of Reference ('Scope of Work - Compulsory Report
Format and Procedures to be Performed') and uses the evidence obtained from these procedures as the basis for the
Report of factual findings.

1.6 Reporting

The Report of factual findings, an example of which is attached to this ToR, should describe the purpose and the
agreed-upon procedures of the engagement in sufficient detail in order to enable the Beneficiary and the Agency to
understand the nature and extent of the procedures performed by the Auditor. Use of the reporting format attached
is compulsory. The report should be written in the language indicated in Article 1.4.3 of the Grant Agreement. In
accordance with Article I1.27 of the Grant Agreement, the Agency and the Court of Auditors have the right to audit
any work carried out under the project for which costs are claimed from the Union, including the work related to
this engagement.

1.7 Timing
The report should be provided by [DATE].
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1.8 Other Terms

[The Beneficiary and the Auditor can use this section to agree other specific terms such as Auditor's fees, out of
pocket expenses, liability, applicable law, etc.]

[legal name of the audit firm] [legal name of the Beneficiary|
[name & function of authorised representative| [name & function of authorised representative]
<dd Month yyyy> <dd Month yyyy>
<Signature of the Auditor> <Signature of the Beneficiary>



2017-18 EASME version 1.0 -

1.9 Scope of Work - Compulsory Report Format and Procedures to be Performed

Independent Report of Factual Findings on costs claimed under a Grant Agreement financed by the Executive
Agency for Small and Medium-Sized Enterprises (EASME), hereinafter referred to as “the Agency”

To be printed on letterhead paper of the Auditor

<Name of contact person(s)>, < Position>
< Beneficiary's name>

<Address>

<dd Month yyyy>

In accordance with our contract dated <dd Month yyyy> with <name of the Beneficiary> "the Beneficiary" and the
terms of reference attached thereto (appended to this Report), we provide our Independent Report of Factual
Findings ("the Report"), as specified below.

Objective

We [legal name of the audit firm], established in [full address/city/state/province/country], represented for the
signature of this Report by [name and function of an authorised representative], have performed agreed- upon
procedures regarding the cost declared in the Financial Statement(s)’ of /name of Beneficiary] hereinafter referred
to as the Beneficiary, to which this Report is attached, and which is to be presented to the Agency under grant
agreement [grant agreement reference: title, acronym, number] for the following period [insert period covered by
the Financial Statement] and for the following amount [insert total eligible cost amount in EUR]. This
engagement involved performing certain specified procedures, the results of which the Agency uses to draw
conclusions as to the eligibility of the costs claimed.

Scope of Work

Our engagement was carried out in accordance with:

- the terms of reference appended to this Report and:

- International Standard on Related Services ('ISRS') 4400 Engagements to perform Agreed-upon
Procedures regarding Financial Information as promulgated by the International Federation of
Accountants (IFAC);

- the Code of Ethics for Professional Accountants issued by the IFAC. Although ISRS 4400 provides
that independence is not a requirement for agreed-upon procedures engagements, the Agency
requires that the Auditor also complies with the independence requirements of the Code of Ethics for
Professional Accountants,

5 Financial Statement in this context refers to the form by which the Beneficiary claims costs under the Grant Agreement.



As requested, we have only performed the procedures set out in the terms of reference for this engagement and we
have reported our factual findings on those procedures in the table appended to this Report.

The scope of these agreed-upon procedures has been determined solely by the Agency and the procedures were
performed solely to assist the Agency in evaluating whether the costs claimed by the Beneficiary in the
accompanying Financial Statement has been claimed in accordance with the Grant Agreement. The Auditor is not
responsible for the suitability and appropriateness of these procedures.

Because the procedures performed by us did not constitute either an audit or a review made in accordance with
International Standards on Auditing or International Standards on Review Engagements, we do not express any
assurance on the Financial Statements.

Had we performed additional procedures or had we performed an audit or review of the Financial Statements of the
Beneficiary in accordance with International Standards on Auditing, other matters might have come to our attention
that would have been reported to you.

Sources of Information

The Report sets out information provided to us by the management of the Beneficiary in response to specific
questions or as obtained and extracted from the Beneficiary's information and accounting systems.

Factual Findings

The above mentioned Financial Statement was examined and all procedures specified in the appended table for our
engagement were carried out. On the basis of the results of these procedures, we found:

All documentation and accounting information to enable us to carry out these procedures has been provided to us
by the Beneficiary. Except what indicated below, no exceptions were noted.

Exceptions

In some cases, the Auditor was not able to successfully complete the procedures specified. These exceptions are as
follows:

Exceptions such as inability to reconcile key information, unavailability of data which prevented the Auditor
from carrying out the procedures, etc. should be listed here. The Commission will use this information to
decide the amounts which will be reimbursed.

Use of this Report
This Report is solely for the purpose set forth in the above objective.

This Report is prepared solely for the confidential use of the Beneficiary and the Agency and solely for the purpose
of submission to the Agency in connection with the requirements as set out in Articles 1.4.1 and I1.23. of the Grant
Agreement. This Report may not be relied upon by the Beneficiary or by the Agency for any other purpose, nor
may it be distributed to any other parties. The Agency may only disclose this Report to others who have regulatory
rights of access to it, in particular, the Agency's monitoring contractor, European Commission and the European
Anti Fraud Office and the European Court of Auditors.

This Report relates only to the Financial Statement specified above and does not extend to any other financial
statement of the Beneficiary (or when applicable his Affiliate).




No conflict of interest® exists between the Auditor and the Beneficiary (and where applicable his Affiliate) in
establishing this Report. The fee paid to the Auditor for providing the Report was € (including €
VAT).

We look forward to discussing our Report with you and would be pleased to provide any further information or
assistance which may be required.

[legal name of the audit firm]

[name and function of an authorised representative]
<dd Month yyyy>,

<Signature of the Auditor>

5 A conflict of interest arises when the auditor's objectivity to establish the certificate is compromised in fact or in appearance when
the auditor for instance:

- was involved in the preparation of the Financial Statements;

- stands to benefit directly should the certificate be accepted;

- has a close relationship with any person representing the Beneficiary;

- is a director, trustee or partner of the Beneficiary;

- is in any other situation that compromises his or her independence or ability to establish the certificate impartially.
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Agreed upon procedures performed by the Auditor

The Auditor designs and carries out his work in accordance with the objective and scope of this engagement and the procedures to be performed as specified below. When
performing these procedures the Auditor may apply techniques such as inquiry and analysis, (re)computation, comparison, other clerical accuracy checks, observation, inspection
of records and documents, inspection of assets and obtaining confirmations or any others deemed necessary in carrying out these procedures. The procedures are carried out with
regard to the costs claimed by the Beneficiary (as well as its Affiliate when applicable) and taking into account the Grant Agreement and the related Annexes.

The Auditor will include the result of the checks performed in the last column of the table below:
'Confirmed' means that the Auditor can confirm the 'standard factual finding' and, therefore, there is no exception to be reported

'Exception' means that the Auditor carried out the procedures but cannot confirm the 'standard factual finding', or that the Auditor was not able to carry out a specific procedure
(e.g. because it was impossible to reconcile key information, or data were unavailable)

'Not applicable' means that the standard factual finding did not have to be examined by the Auditor and the related Procedure(s) did not have to be carried out. Please be aware
that the reasons of the non-applicability of a certain finding must be obvious (e.g. no costs declared under the corresponding cost category, conditions set to apply certain
Procedures are not met).

The Agency reserves the right to issue guidance, together with examples, definitions and findings to guide the Auditor in the nature and presentation of the facts to be
ascertained. The Agency reserves the right to vary the procedures by written notification to the Beneficiary. The procedures to be performed are listed as follows:

Result (Confirmed/Exception/
Procedures Standard factual finding and basis for exception reporting Not Applicable)

Accounting system

1. The Auditor performed the described procedure and verified that the
. . . Beneficiary has procedures adopted that allow reconciliation of the costs
- whether the internal accounting (analytical or other | and revenues under the project. The Auditor also verified that the

suitable internal system) and auditing procedures permit Coordinating Beneficiary has transferred all payments to the Associated
direct reconciliation of the costs and revenues declared | Beneficiary in line with the Grant Agreement.

under the project;

1. The Auditor shall examine:

- whether the actual expenditure/income under the project
has been recorded systematically using a numbering system
specific to each project;

If there are issues related to the internal accounting/auditing procedures or
the systematical recording of costs/revenues related to the project, these
should be listed as exceptions in the main report.

- whether when costs are shared between several other
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projects, the appropriate allocation keys have been
established that reflect the true burden for each project;

- whether such allocation keys have been applied
systematically and correctly;

- for Coordinating Beneficiary only: whether he
transferred all payments to the Associated
Beneficiaries in compliance with Article I1.2.3 (e).

If a risk of double funding has been identified, meaning that the Beneficiary
(or his Affiliate if applicable) has received European Union funding more
than ones for the same costs (e.g. if the Beneficiary has received other EU
operating or action grants), it should be listed (together with the amounts)
as an exception in the main report.

General financial aspects

2. The Auditor shall examine whether the expenses claimed
by the Beneficiary (or its affiliated entities — if foreseen in
the Grant Agreement under the special conditions) are
eligible in line with Art. I1.19 of the grant agreement:

- were provided for in the estimated budget (Annex III), or
have been accepted by the Agency (e.g. through an
amendment, exchanges in communication or through
reporting);

- were incurred directly by the Beneficiary (or its affiliated
entities);

- were incurred in connection with the project (e.g. invoices
including project reference, Annex II 'Description of the
project’;

- are supported by appropriate justifying documents;

- have been recorded in the Beneficiary's accounts or tax
documents;

- were incurred during the period of the project with the
exception of costs relating to the request for payment of the
balance and the related -certificate on the financial
statements;

- comply with the requirements of applicable tax and
social legislation

- are in the opinion of the Auditor reasonable,
justified, and comply with the requirements of sound
financial management, in particular regarding

The Auditor verified that the Beneficiary's expenses (including the
expenses of its affiliated entities if foreseen in the Grant Agreement), were
registered in the Beneficiary's accounting system (or when applicable, the
accounting system of the affiliate) and comply with the eligibility criteria
under Art.I1.19 of the Grant Agreement and found that no ineligible items
as defined in Art.11.19.4 were claimed.

The Auditor verified the above for all items sampled under the cost
category checks below.

If any deviation or missing document have been identified it should be listed
(together with the amounts) as exceptions in the main report.
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economy and efficiency.

The Auditor shall verify that the Beneficiary contributed
financially to the project in accordance with Art. I1.2.1.(g)
of the grant agreement (unless they participated on the basis
of zero costs).

3. The Beneficiaries' own contribution is not equal to € 0 (unless the
Beneficiary participated on the basis of zero cost)

Any discrepancy should be noted (together with the amount) as
exception in the main report.

4. VAT

- The Auditor shall verify that only non-deductible
VAT has been claimed and that in such a case the
Beneficiary has (a) document(s) emitted by the
responsible tax authorities confirming that the VAT
cannot be recovered

In lieu of the above, the Auditor might include in the
certificate on the financial statement that it has
verified that the VAT claimed by the Beneficiary
cannot be recovered

- The Auditor shall verify that VAT has not been
claimed by Beneficiaries that are public authorities,
when it relates to activities matching the concept of
sovereign powers exercised by Member States, and
that when VAT is claimed for activities not matching
the concept of sovereign powers, the Beneficiary has
provided a certificate established by the competent
national authority.

- The Auditor verified that the VAT claimed is eligible :

(1) The Auditor verified that no-deductible VAT has been claimed (either
supported by a declaration from the national tax authority or by a
declaration of the Auditor).

(2) The Auditor verified that for Beneficiaries that are public authorities a
certificate from the competent national authority has been obtained,
certifying that the related activities do not match the concept of sovereign
powers.

Any discrepancy should be noted (together with the amount) as
exceptions in the main report.

5. The Auditor shall verify that all the receipts
related to the project have been declared by the
Beneficiary (the Auditor will concentrate on co-
funding from co-financers and income generated by
the project).

The Auditor shall examine the relevant project

The Auditor verified that all the project receipts (see Art. 11.25.3 of the grant
agreement) have been declared

The Auditor verified that the Beneficiary, in the frame of the project, did
not benefit either directly or indirectly from the Structural Funds' or other
Community financial instruments' support.

Any discrepancy should be noted (together with the amount) as
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accounts and obtain representation from the
Beneficiary that the amounts listed represent a
complete record of the sources of receipts connected
with the project. The amount included by the
Beneficiary in the financial statement regarding
receipts is the same as the amount recorded in the
Beneficiary's accounting.

exceptions in the main report.

The Auditor shall verify that the Beneficiary, in the
frame of the project, does not benefit either directly or
indirectly from the Structural Funds' or other
Community financial instruments' support.

6. The Auditor shall verify, in case the Beneficiary
has general accounts in a currency other than the
euro, the correct application of exchange rates into
Euros in accordance with ArtI.4.6 of the Grant
Agreement.

The Auditor verified that the exchange rate(s) used for conversion of the
claimed costs from their local currency into euro are the exchange rates
established by the European Union
(http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/infor
euro_en.cfim)

The Auditor verified that the Beneficiary used in a consistent manner one
of the below methods [please choose one] :

- the monthly conversion rate of the date where the actual costs were
incurred

- the monthly rate applicable on the first day of the month following the
end of reporting period

The Auditor used for this check the items sampled for the checks to be
done per cost category (see below) and verified that the exchange rates
used for converting other currencies into euros were in accordance with
the following rules established in the Agreement:

Where the exchange rate(s) used was/were not in compliance with the
Grant Agreement, an exception should be noted, (together with the
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amount) in the main report

Procedures

Standard factual finding and basis for exception reporting

Result (Confirmed/Exception/
NA)

7. For the costs submitted in the cost categories 'External
assistance/subcontracting, Consumables, Durable goods
(Equipment/Infrastructure/Prototype), Other costs', the
Auditor shall verify and obtain confirmations that the
following award of contracts' rules are respected:

(1) Contracts for the supply of goods/works/services are
awarded to the tender offering best value for money (best
price-quality ratio) or to the tender offering the lowest price.
(2) The tendering procedures comply with the principles of
transparency and equal treatment of potential contractors.
(3) The contract was awarded without any conflict of
interest

(4) In case the Beneficiary uses a framework contract, It
should be checked if this was established on the basis of
best value for money, transparency and equal treatment.

Procedures should be in line with Art. II1.10 of the Grant
Agreement

For public entities the public procurement rules have to be
respected (see references in Art. I1.-10 of the Grant

Agreement)

For amounts up to 135,000 EUR, Beneficiaries', the

7. The Auditor obtained tendering documents for each purchase and the contract
entered into. The Auditor found that the correct tendering process was followed
in accordance with the procurement policy of the Beneficiary or its usual
practice. For procurement above 135,000 EUR, a written analysis was prepared
by the Beneficiary in support of the final choice of supplier/subcontractor.

The costs charged were compared to the invoices and found to be the same. No
VAT or other identifiable indirect taxes were charged, unless VAT could not be
recovered.

If the Auditor is not provided with evidence of either of the above
situations, the amount of the cost should be listed as an exception in the
main report.
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procurement policy of the Beneficiary or its usual practice
should be used (as far as they comply with the principle
'value for money'). Above 135,000 EUR, beneficiaries shall
use an open tendering procedure.

Full coverage will be checked if less than 10 items are
included in the applicable cost category, otherwise a sample
of minimum 10, or 10% of the items, whichever is the
greater.

Please note that the sample of items to be checked should
be aligned with the samples chosen for the further checks
under points 12, 13, 14, 15 and 16 hereafter.

Personnel Costs

8. Personnel costs:

The Auditor has reviewed the Grant Agreement
(including annexes describing the methodology used to
calculate the personnel costs) and obtained a list from
the beneficiary with all personnel rates calculated in
accordance with the methodologies described in the
Grant Agreement.

The Auditor will check that the calculation of the
personnel cost excludes ineligible costs.

The Auditor will check the personnel costs on the basis
of the following sample :

- full coverage if less than 10 employees (or personnel
assimilated to employees)

- otherwise a sample of minimum 10, or 10% of employees,
whichever is the greater.

Where sampling is used, selection should be random with a
view to producing a representative sample.

The Auditor sampled XX persons out of the total of XX being the personnel
assigned to the project.
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8.1 The Auditor shall verify that all personnel listed under
the Personnel cost category complies with Art. 11.19.2 (a),
ie.

* the persons are under an employment contract with
the Beneficiary or an equivalent appointing act. Staff
should be directly hired by the Beneficiary (or its
affiliates if foreseen in the grant agreement) in
accordance with the national legislation.

* the persons are assigned to the project

In case personnel concerns natural persons working
under a contract with the Beneficiary other than an
employment contract, they may be assimilated to such
costs of personnel, provided that the following
conditions are fulfilled:

(i) the natural person works under the instructions of
the Beneficiary and, unless otherwise agreed with the
Beneficiary, in the premises of the Beneficiary;

(i) the result of the work belongs to the Beneficiary;
and

(iii) the costs are not significantly different from the
costs of personnel performing similar tasks under an
employment contract with the Beneficiary

The Auditor shall obtain :

(1) the employment status/conditions/contracts (or
equivalent) and assignment letters of the employees (or
other personnel as assimilated to employees) selected and
shall compare them with the standard employment (or
equivalent) contract used by the Beneficiary

(2) a list of the persons included in the sample, indicating
the period(s) during which they worked for the project, their

8.1 For each person in the sample, the Auditor :

- has obtained the employment contract (or equivalent agreement), and verified
that he/she was directly hired and assigned to the project

- has compared the contract with the standard employment (or equivalent)
contract used by the Beneficiary

- has verified that in case of 'natural persons' working under a contract other
than an employment contract, the specific conditions were fulfilled

- has verified the eligibility components of the salary cost and has recalculated
the personnel costs for employees included in the sample.
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position (classification or category) and type of contract

(3) the payslips (employees)/invoices (natural persons other
than employees) of the persons included in the sample

(4) reconciliation of the personnel costs declared in the
Financial Statement(s) with the accounting system (project
accounting and general ledger) and payroll system

(5) the Beneficiary’s usual policy regarding payroll matters
(e.g. salary policy, overtime policy, variable pay);

(6) the applicable national law on taxes, labour and social
security and

(7) any other document that supports the personnel costs
declared.

Based on the above, the Auditor shall verify the eligibility
components of the salary cost and recalculate the personnel
costs for employees included in the sample.

8.2 The Auditor shall verify that for all personnel listed
under the Personnel cost category, daily records of hours
spent by a given person are kept (i.e. the consolidated time
of one person) in line with Annex X of the grant agreement.

Time registration is not required for personnel working full-
time on the project (or for a contractual defined percentage),
nor for personnel working in average less than 2 days per
month in a given calendar year

8.3 For personnel assigned to the project other than on a
full-time/ part-time (contractually fixed percentage)
basis :

The Auditor will recalculate hourly/daily personnel rates
per calendar year:

'Productive hours/days' represent the number of days made
available by the employee (or assimilated) in a calendar

8.2 Unless time registration was not required, the Auditor obtained for each
person in the sample the related time records and confirms that they were kept
in line with the instructions mentioned in Annex X of the Grant Agreement.

The Auditor obtained the productive hours/days from the time records of each
employee.

8.3/8.4 For each person selected, the Auditor obtained the total personnel costs
(i.e. total salary/employer's costs) from the payroll/accounting system and
recalculated the hourly or daily rate by dividing the actual personnel costs in a
given year respectively by the actual productive hours or days in that year and
comparing it with the hourly or daily rate charged by the Beneficiary.

For personnel working less than 2 days in average per month in a given year, the
Auditor recalculated the hourly rate by dividing the actual personnel cost in a
given year by 1720 hours and comparing it with the hourly or daily rate charged
by the Beneficiary.

For personnel working full time for the project, or for a contractually defined




EASME

year after the deduction of holiday, sick leave and other
entitlements.

The Auditor obtains the calculation of the productive
hours/days after inspecting all necessary records, national
legislation, labour agreements, contracts, any other relevant
documentation (e.g. timesheets).

The Auditor will use, for personnel working less than 2
days in average per month within a given calendar year (as
well as for Beneficiaries where the time registration is not
considered reliable), 1720 hours as annual productive time.

The Auditor shall obtain evidence that personnel costs are
in line with the Beneficiary's usual policy on remuneration.

8.4 For personnel fully assigned to the project, including
staff having an assignment for a fixed contractually
percentage of time

The Auditor will compare the total yearly personnel cost of
staff members that are fully assigned to the project to the
salary cost registered in the organization's accounting
system.

The Auditor will verify that, for personnel assigned for a
fixed contractual percentage of time to the project, the pro-
rata yearly salary cost has been claimed for the project.

percentage of time, the Auditor recalculated the eligible personnel costs
proportionally on the basis of the actual personnel costs incurred for the person
during a given year and compared it with the amount charged by the
Beneficiary.

In cases where the time recording system does not appear to be reliable, the
Auditor will use the standard of 1720 hours to recalculate the hourly rate and
compare it with the hourly rate charged by the Beneficiary.

8.1 till 8.4 The Auditor confirms that personnel costs are in line with the
Beneficiary's usual policy on remuneration.

The Auditor confirms that no exceptions were noted. Otherwise, they
should be listed (together with the amounts) as exceptions in the report.

The Auditor includes the calculation of the productive hours/days and the
hourly/daily rates for the personnel selected in his/her report.and shows the
differences compared with the entries in the financial statement of the
Beneficiary

If the productive hours/days or costs of personnel cannot be identified or if
they deviate from the ones reported by the Beneficiary, they should be
listed (together with the amounts) as exceptions in the report.

If there are deviations compared to the organization's usual policy on
employment contracts and remuneration, they should be listed (together
with amounts) as exceptions in the report.

9. The Auditor will verify the time recording system
of the Beneficiary, more in particular, the Auditor
will;
(1) obtain a description of the time recording system
and the related procedure to register and authorise the
time

9. The Auditor has verified that employees (or personnel assimilated to
employees) record their time on a daily basis using a paper/computer-based
system. The time-records selected were signed by the person concerned as well
as authorised by the project manager or other superior.

If no time records are available which fit the above description, this should
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(2) check that the time recording system records all
hours spent daily by a given person, i.c. that the
timesheets reconcile the total working time of the
person

In addition, the Auditor will check for the personnel
subject to the time registration (based on the same
sample as above) that :

(3) they have declared their time on a daily basis by
using the paper/computer based time registration
system

(4) time records were approved at least monthly by
the personnel concerned and authorized by the project
manager or other superior

(5) the hours declared on the project fell within the
project period (or up to three months after the project
period when it concerned the preparation of the final
reporting)

(6) there were no hours declared for the project if the
HR records showed absences due to holidays or
illness

(7) the hours charged to the project match with those
in the time recording system.

be listed as an exception in the report.

The Auditor verified that time recording reconciles with the total of hours of the
person (all hours worked, not only hours related to the project). It should be
explained further how the Beneficiary ensured a correct attribution of time spent
on the project and other activities.

If time recorded for a member of personnel deviates from the total hours
registered in the organization's accounting system, they should be listed
(together with amounts) as exceptions in the report.

The Auditor verified that the hours claimed in the financial statement are in line
with the hours registered according to the timesheets.

If time charged for a member of personnel to the project deviates from the
time registered on the project in the timesheets, it should be listed (together
with amounts) as exceptions in the report.

10. The Auditor shall verify the status of the personnel of
'public' beneficiaries, ‘'additional' or ‘non-additional’
personnel (based on the same sample as above).

- Additional personnel includes all employees (permanent
or temporary) whose contracts or contract renewals :

(i) start on or after the start date of the project or on or after
the date of signature of the grant agreement (if this takes
place before the project start date) and

(i) specifically second/assign them to the project

10. The Auditor has verified the status of personnel of public beneficiaries.

If the status of personnel declared in the financial statement deviates from
the actual status verified by the auditor, it should be listed (together with
amounts) as exceptions in the report.
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In the case of LIFE Capacity Building projects, the
notion of "additional personnel" shall also include
"employees — permanent or temporary — whose contracts
started before the start date of the project and whose
responsibilities were previously unrelated to the
implementation of the LIFE programme".

In the case of LIFE Capacity Building projects, the
Auditor shall verify that no costs have been claimed for
'non-additional' personnel.

The Auditor has verified that for LIFE Capacity Building projects, no costs for
non-additional personnel have been claimed.

Any discrepancy should be noted (together with the amount) as exceptions
in the main report

11.The Auditor verifies that the calculation of the
personnel costs excludes ineligible items as defined in
Art.I1.19.4 and Annex X to Grant Agreement.

Examples of ineligible costs are (i) non statutory costs,
(i) additional and individual pension schemes and/or
sickness insurance not required by law, (iii) company
cars, (iv) bonuses or any other similar fringe benefits
(except e.g. bonuses that are explicitly part of the
statutory costs where they are not triggered by the
participation of an employee in the EU project or that is
in any way linked to the performance of the person or the
project)

11.The Auditor has verified that:
- No ineligible costs were included in the personnel costs;
If ineligible costs were included or if estimates or budgeted amounts were

used, this should be reported as an exception in the main report (including
the amounts).

Travel and subsistence costs

12. The Auditor shall verify that:

- travel and subsistence costs for personnel working on
the project are correctly identified and allocated to the
project and they are in accordance with Beneficiary's
internal rules.

- travel outside the Member States or to the third countries

12. The Auditor verified the sample and found that the Beneficiary allocated
travel and subsistence costs to the project in line with its usual internal policy.

The costs charged were compared to the related invoices and found to be the
same. No travel and subsistence costs were included for travels outside the
Member States or to the third countries eligible under the project unless
foreseen in the budget or prior approval was received.
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eligible under the project was foreseen in the budget or has
received prior approval.

The Auditor will check the travel and subsistence costs
on the basis of the following sample:

Full coverage if less than 10 items, otherwise a sample of
minimum 10, or 10% of the items, whichever is the greater.

The Beneficiary should provide written evidence of its
normal policy for travel costs to enable the Auditor to
compare the travel and subsistence costs charged with this
policy.

No VAT or other identifiable indirect taxes were charged, unless VAT could not
be recovered.

Travel costs and subsistence allowances were in line with the written policy
provided by the Beneficiary.

Costs which are not allocated to project, not in line with the usual internal
policy or include non-eligible costs like deductible VAT should be listed
(together with the amounts) as exceptions in the main report.

Depreciation & Durable goods (Equipment/Infrastructure/Prototype)

13. The Auditor will verify that the (depreciated) costs
related to durable goods
(equipment/infrastructure/prototypes), are correctly
identified and allocated to the project. The depreciation
costs charged to the project cannot include costs related to
durable goods already owned by the Beneficiary at the start
of the project.

The Auditor shall verify that Equipment and Infrastructure:
(1) were depreciated in accordance with the
internal/national accounting standards taking into account
the duration of the project and the rate of actual use for the
project;

(2) comply with the ceilings identified in the grant
agreement (i.e. the depreciated eligible amount is limited to
25% of the total purchase costs for infrastructure and 50%
of the total purchase costs for equipment)

=> unless the costs are incurred by public authorities or
non-profit organizations in the frame of LIFE Nature and
Biodiversity projects if these costs were intrinsically
connected with the implementation of the project and used
to a significant degree within the duration of the project,

13. The Auditor traced the durable goods charged to the project to the
accounting records and the underlying invoices and confirms that the durable
goods were not already owned by the Beneficiary at the start of the project and
they bear the LIFE logo (and Natura 2000 logo when applicable).

The Auditor verified that:

- The Beneficiary has documented the link with the project on the invoice and
purchase documentation, and, where relevant, the project accounting

- The depreciation method used to charge the durable goods to the project is in
line with the Beneficiary's normal accounting policy and the national accounting
standards and found to be the same

- Equipment/infrastructure costs, not depreciated by public authorities or non-
profit organizations in the frame of the LIFE Nature and Biodiversity/Integrated
projects, comply with the conditions set in the grant agreement

- The amount charged to the project complies with the maximum ceilings for
equipment and infrastructure mentioned in the grant agreement

- Prototypes comply with the conditions set in the grant agreement

- Durable goods were procured respecting the award of contract rules
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and on condition that the Beneficiary undertakes to continue
to assign the durable goods definitively to nature
conservation activities beyond the end of the project.

=> or unless the costs are incurred by public authorities or
non-profit organizations in the frame of LIFE Integrated
projects if these costs were intrinsically connected with the
implementation of the project and used to a significant
degree within its duration and on condition that the
Beneficiary undertakes to continue to assign these goods
definitively to activities implementing the targeted plan
beyond the end of the integrated project.

The Auditor shall verify that Prototypes:

(1) were not used for commercial purposes during the
project period

(2) were specifically created for the implementation of the
project

(3) were not available as serial product

(4) played a crucial role in the demonstration activities of
the project

For all durable goods sampled, the Auditor will physically
check that the durable goods exist and bear the LIFE logo
(and the Natura 2000 logo when applicable)

The Auditor will verify that the award of contracts' rules
(see point 7 above) for items charged under the 'durable
goods' have been correctly followed.

For LIFE Capacity Building and LIFE Technical Assistance
projects, depreciation costs of durable goods and costs of
rental or lease of infrastructure are not eligible

The Auditor will check the 'depreciation and durable
goods costs' on the basis of the following sample :

In case of LIFE Capacity Building and LIFE Technical Assistance projects, the
Auditor has verified that no depreciation costs of durable goods, nor rental or
lease of infrastructure costs have been claimed

If costs have been charged which do not comply with the above, they should
be listed (together with the amounts) as exceptions in the main report.
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Full coverage if less than 10 items, otherwise a sample of
minimum 10, or 10% of the items, whichever is the greater.

Other costs

14. The Auditor shall verify that:

- the 'other costs' are eligible, correctly identified and
allocated to the project

- the items charged were not placed in the inventory of
durable equipment and accounted in line with the
beneficiary's usual accounting practices.

The Auditor will verify that the award of contracts' rules
(see point 7 above) for items charged under the 'other costs'
have been correctly followed

The Auditor will check the Other costs on the basis of
the following sample :

Full coverage if less than 10 items, otherwise a sample of
minimum 10, or 10% of the items, whichever is the greater.

14. The Auditor traced the 'other costs' charged to the project to the accounting
records and the underlying invoices.

The Auditor verified that :

- the Beneficiary has documented the link with the project on the invoice and
purchase documentation, and, where relevant, the project accounting

- the other costs claimed were eligible, not included in the inventory of durable
equipment and accounted in line with the Beneficiary's usual accounting
practices

- for financial support to third parties in the frame of 'Integrated Projects', that
all minimum conditions are met

- the other costs claimed were procured respecting the award of contracts' rules.

If the Auditor is not provided with the required evidence, the amount of the
'other costs' concerned should be listed as an exception in the main report.

Consumable costs

15. The Auditor shall verify that:

- the 'consumable costs' are eligible, correctly identified and
allocated to the project

- the items charged were not placed in the inventory of
durable equipment and accounted in line with the
Beneficiary's usual accounting practices

15. The Auditor traced the 'consumable costs' charged to the project to the
accounting records and the underlying invoices.

The Auditor verified that :

- the Beneficiary has documented the link with the project on the invoice and
purchase documentation, and, where relevant, the project accounting

- the consumable costs claimed were eligible, not included in the inventory of
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The Auditor will verify that the award of contracts' rules
(see point 7 above) for items charged under the 'consumable
costs' have been correctly followed.

Full coverage if less than 10 items, otherwise a sample of
minimum 10, or 10% of the items, whichever is the greater.

durable equipment and accounted in line with the Beneficiary's usual accounting
practices

- the consumable costs claimed were procured respecting the award of contracts'
rules.

If the Auditor is not provided with the required evidence, the amount of the
'consumable costs' concerned should be listed as an exception in the main
report.

External assistance/subcontracting costs

16. The Auditor shall verify that the ‘'external
assistance/subcontracting costs' are eligible, that they
comply with Article II.11 of the Grant Agreement, that they
are correctly identified and allocated to the project.

The Auditor will verify that the award of contracts' rules
(see point 7 above) for items charged under the 'external
assistance/subcontracting costs' have been correctly
followed and that subcontracts were not awarded to other
beneficiaries or affiliates.

The Auditor will verify that there are signed agreements
between the Beneficiary and the subcontractor and that
there is evidence that the services were actually provided.

The Auditor will check the External
assistance/subcontracting costs on the basis of the
following sample :

Full coverage if less than 10 items, otherwise a sample of
minimum 10, or 10% of the items, whichever is the greater.

16. The Auditor traced the 'external assistance/subcontracting costs' charged to
the project to the accounting records and the underlying invoices.

The Auditor verified that :
- the subcontracting complied with Article II.110f the Grant Agreement

- the Beneficiary has documented the link with the project on the invoice and
purchase documentation, and, where relevant, the project accounting

- the external assistance/subcontracting costs claimed were eligible

- the external assistance costs claimed were procured respecting the award of
contract rules

- there were subcontracts in place and the services were not subcontracted to
other beneficiaries or affiliates.

If the Auditor is not provided with the required evidence, the amount
of the 'external assistance/subcontracting costs' concerned should be
listed as an exception in the main report.




EASME

Land purchase or long-term lease of land or one-off compensations for land use rights

17. The Auditor shall verify that the costs claimed related to
land  purchase/long-term  lease  of  land/one-off
compensations for land use rights are eligible, comply with
the conditions under Article 11.19.2 (i) of the Grant
Agreement, that they are correctly identified and allocated
to the project.

The Auditor will verify that the award of contracts' rules
(see point 7 above) for items charged under the land
purchase/long-term lease of land/one-off compensations for
land use rights cost category have been correctly followed.

The Auditor will check the Land purchase or long-term
lease of land or one-off compensations for land use
rights costs on the basis of the following sample :

Full coverage if less than 10 items, otherwise a sample of
minimum 10, or 10% of the items, whichever is the greater.

17. The Auditor traced the 'land purchase/long-term lease of land/one-off
compensations for land use rights charged to the project' to the accounting
records and the underlying invoices.

The Auditor verified that :

- the land purchase/long-term lease of land/one-off compensations for land use
rights fulfil the conditions of Article I1.19.2 (i) of the Grant Agreement.

- the Beneficiary has documented the link with the project on the invoice and
purchase documentation, and, where relevant, the project accounting

- the land purchase/long-term lease of land/one-off compensations for land use
rights claimed were eligible

- the land purchase/long-term lease of land/one-off compensations for land use
rights claimed were procured respecting the award of contract rules.

If the Auditor is not provided with the required evidence, the amount of the
'consumable costs' concerned should be listed as an exception in the main
report.

18. The Auditor shall verify that the indirect
cost/overhead flat rate claimed does not exceed 7% of the
eligible direct costs - personnel, travel, external

assistance/subcontracting, consumables & other costs -.

For LIFE Capacity Building indirect

costs/overheads are not eligible.

projects,

18. The Auditor verified that indirect cost/overhead charged to the project are
not exceeding 7% of the eligible direct costs - personnel, travel, external
assistance/subcontracting, consumables & other costs - .

The Auditor verified that no indirect costs/overheads have been charged for
LIFE Capacity Building projects.

Any discrepancy should be noted (together with the amount) as exceptions
in the main report.
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The Auditor will attach a list with all the costs sampled as well as an overview sheet as included below:

Cost category (€) © © ©

DIRECT COSTS

1. Personnel

2. External
assistance/Subcontracting

3. Travel and subsistence

4. Durable Goods

4a Infrastructure

4b Equipment

4c Prototype

5. Land purchase/lease/one-
off compensation

S5a Land purchase

5b Land lease

Sc One-off-compensations

6. Consumables

7. Other costs

INDIRECT COSTS
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8. Overheads max 7% on
total direct costs (excl. land
purchase/land lease/one-off
compensations)

[legal name of the audit firm], [name and function of an authorised representative| <dd Month yyyy>

<Signature of the Auditor>
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Annex X to the Model LIFE Grant Agreement

Financial and Administrative Guidelines

(Update 25.11.2020)

Main changes to Annex X compared to the previous version relate to :

-the correction of an example re. Volunteer Costs, where references in a formula to a column
that was deleted have been taken out (the amounts were always zero);

- the additional clarification that VAT is not included in the threshold for open tendering

- further guidance on ‘open tendering’ in case the beneficiary only published the request for
tender on its website



PURPOSE OF THE GUIDELINES

These guidelines have been prepared to help proposers and beneficiaries under the LIFE
programme understand:
- the financial and administrative provisions of the LIFE grant agreement when
preparing their proposal and their future financial reports;
- the administrative guidance for requesting changes to the grant agreement (i.e.
amendments).

If the guidelines conflict with the provisions in the specific or general conditions of the grant
agreement, the latter shall prevail.

L. COST REIMBURSEMENT

Funding is based on cost-sharing. This means that the Agency/Commission contributes up to
a maximum percentage of the eligible costs incurred for the performance of the work as
defined in the grant agreement, the rest of the costs need to be financed through own
contribution of the beneficiaries, co-financing received from third parties or income of the
project.

IIL. RELIABLE ACCOUNTING AND REPORTING SYSTEM

In order to prepare and ensure comprehensive and compliant financial reports, beneficiaries
need to establish and operate, throughout all phases of project implementation, a reliable
system for collecting, recording and reporting financial transactions. They will need to keep
supporting documents related to these transactions to justify all actual costs incurred and
income generated by the project. The accounting procedures must therefore permit a direct
reconciliation of the costs and revenue declared in respect to the project with the
corresponding supporting documents.

Original documents, especially accounting and tax records, stored on any appropriate
medium, including digitalised originals in accordance with their national legislation, must be
kept for five years after the date of payment of the balance payment of the Union contribution.
This period is limited to three years if the maximum amount of the grant is not more than EUR
60,000.

In order to establish that claimed costs are identifiable and verifiable in the beneficiary's
accounting records, it is highly recommended to establish project codes in the analytical
accounting system(s) and it is mandatory in the time registration system(s). The beneficiary’s
usual accounting and internal control procedures must permit direct reconciliation of the
amounts declared with the amounts recorded in its accounting statements. Costs not clearly
attributed to a specific project risk otherwise to be considered ineligible. Beneficiaries are
advised to regularly monitor the project costs, in view of the agreed project budget.

2 of 40 25/11/2020



Exception :

Indirect costs do not need to be supported by accounting documents in the financial reporting
on the project, as they are calculated as a flat rate (flat rate is identified in Annex III to the
grant agreement).

I1.1 Time Registration System

II.1.1 GENERAL PRINCIPLE

Beneficiaries must have daily records of all hours worked by a given person. Please note that
the timesheet shall not only record the time spent on a specific project, but it shall reconcile
the total working time of each person. The purpose of recording the total hours actually
worked by each person is to allow the Agency/Commission to verify the correct working time
unit (i.e. hours, with decimal system to report periods other than full hours, e.g 5 hours and 30
min reported as 5.5 hours).

If a beneficiary does not have a time registration system in place at the time that the grant
agreement is signed, he should, as a minimum:

o establish registration and submission procedure for the project staff,

o introduce a validation procedure for the supervisors/line managers to
certify the correctness of the timesheets.

It is recommended, but not obligatory, to use the model timesheet available on the LIFE
website under the link: https://ec.europa.eu/easme/en/section/life/life-contract-financial-
aspects (template section).

Beneficiaries are free to fine-tune the model, e.g. in order to provide a further break-down of
the working time into different actions or tasks. However, any own-developed timesheet
should at least contain equivalent information. Employing incomplete, inappropriate or
unreliable timesheets or time registration systems may jeopardize the eligibility of the
personnel costs reported, resulting in a reduction in the eligible costs which may lead to a
reduced payment amount or a recovery of payments previously made.

In practice, every coordinating and associated beneficiary must establish a time registration
system that, as a minimum, includes at least the following elements:

a) Clear identification or reference to the LIFE project.

b) Clear identification of the beneficiary and employee.

¢) Clear identification of the year, month and day.

d) Number of working time units worked for the LIFE project.

e) Number of working time units worked for other EU-funded projects.
f) Number of working time units worked in total by the person.

g) Date and signature of the employee.

h) Date and signature of the supervisor.

The beneficiary shall ensure that the project file contains a short description of the time
registration system employed in particular for the registration and submission routines for the
employees and the validation procedure for the supervisor/line manager. The timesheet
should be updated in a timely manner — ideally every working day.
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Information included in the timesheets should reconcile with the records of annual leave,
statutory holidays, sick leave, other leaves and work related travels.

The completed timesheet for a given month must be signed and approved in a timely manner —
ideally during the first week of the following month.

The timesheet of a project manager or coordinator should be approved by her/his superior. If
such a superior does not exist (e.g. CEO, owner of company,...) then the timesheet should be
signed by a staff member with responsibilities at the same level, or in absence of such a
person, as a last resort, by the individual him/herself (meaning that the person will sign for
both functions).

The beneficiary shall ensure that the project file contains a short description of the time
registration system used, covering the registration of the time worked, the submission of time
records by the employee and the validation of the time records by the supervisor/line manager.

I1.1.2 EXCEPTIONS

a) If the beneficiary can provide evidence that a member of staff is employed for the project in
full time capacity or for a fixed contractually defined percentage of time, it is not
necessary to maintain timesheets. This should be documented through the contract of
employment or an instruction letter from the HR department or from the relevant managers, in
which the employee in question is instructed to work exclusively or for a fixed percentage of
time for the project for the period in question. The instruction letter, if any, shall contain at
least the following details: name of employee, function in the project and description of the
tasks assigned for the project, explicit indication of the specific time percentage or full time
nature of the assignment, start and end date of the assignment period. In case the assignment is
not full time, the letter should also specify the other tasks and corresponding percentages of
time and in particular any assignments related to other EU financed projects including their
identification. See also the frequently asked question section below for further guidance.

b) Timesheets, unless a formal requirement within the beneficiary’s organisation, are also not
required for staff working on average less than 2 days per month in a given calendar year.
The "timesheets" for such staff are in fact the monthly/yearly records in the financial report
and the validation process is the signing off when the financial report is submitted.

Frequently Asked Questions about Timesheets and assignment to the project for a
contractually defined percentage of time:

Are personnel costs refused if the LIFE model time sheet is not used to register the time
actually worked for the project?

No, as long as the time registration system used by the beneficiary (including electronic
registration systems) contains, as a minimum, all the information required by the LIFE model
timesheet.
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Should the time worked for the project always be registered on a daily basis?

Yes. In general, only timesheets where time per day devoted to the project (as well as any
other activities) is specified and registered are accepted. There are two main reasons for this:
- reliability of information provided — it is unlikely that an employee would be able to
remember the time actually worked on the project after a long time, for example after a
month.

- audit trail - a daily work record can be cross checked with other time records (holidays,
travel, sickness, meetings etc.).

There are exceptions to the daily registration requirement in cases where the employee might
not have immediate access to the time recording system, for example during fieldwork,
travels, meetings and conferences. The time recording system should in such cases be updated
as soon as the employee gets access to the time recording system.

Time sheets that only state the total number of time units devoted to the project in a given
period (e.g. one month) without providing daily details are unacceptable since they will not
fulfil the two functions mentioned above: reliability and a possibility to cross check records.
Please note that timesheets based on estimates of the time needed to complete each task
cannot be accepted.

Should non-standardised electronic time registration records be printed out and
certified with a signature?

Yes. Electronic systems such as Outlook or Excel are acceptable only if the time is registered
on a daily basis, they comply with the requirements described at section II.1.1 and the records
are printed out and signed monthly. If such systems are used, it is strongly recommended that
the LIFE model timesheet is used.

Standardized and certified time registration systems are accepted, as long as they include the
level of information as described in II.1.1. If such electronic time registration is used by the
employee and validated on a regular basis by a supervisor, it is not necessary to keep signed
paper copies in addition to the forms certified electronically. However, a description of the
time recording system should be provided on request. In addition, print-outs of time
registration records may be requested by the Agency/Commission to support the personnel
costs reported. Please note that it must be possible to obtain such print-outs at any time during
the project and for three!/five years after the final payment is made for audits purposes.

What time registration units should be used in the financial report?

It should be the time units used in the time registration system employed by the beneficiary,
i.e. if hours are used in the time registration system hours should also be used as time units in

! Three years if the maximum amount of the grant is not more than EUR 60,000.
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the financial report. The decimal system shall be used to report periods other than full hours
(e.g. for 5 hours and 30 minutes, please report 5.5 hours).

When is it possible to use the 'contractual percentage of time' and be exempted from the
completion of timesheets?

The usage of a 'contractual percentage of time' should only be considered if the assignment
of the person to the project is consistent throughout the duration of the project (e.g. not when
the percentage of assignment can fluctuate over the project implementation period). The
beneficiary should also consider that the application of this exception makes sense due to the
particular role in the project.

If it is a formal requirement to keep timesheets within the beneficiary’s organisation, then the
actual time spent on the LIFE project should in any case be registered.

Does the usage of a 'contractual percentage of time' need to receive prior approval by
the Agency/Commission?

No formal approval is required, but it is advisable to identify the staff for which this option
will apply and report them to the monitor already at the time of the first project visit.

In general, the usage of the assignment of staff for a 'contractual percentage of time' in the
project should already be flagged at the time of the proposal. It is advised that any change to it
should be reported to the Agency/Commission to avoid rejection of the costs later on if the %
of time allocated would not be deemed necessary for the implementation of the project.

I1.2 Invoicing

It is advised that there should be a clear reference to the project on all invoices from suppliers
and subcontractors to link the cost directly to the project. It is recommended to use the format
LIFE[Year] [NAT/ENV/GIE/GIC/...]/[Country]/[Number] - acronym. Inform your
suppliers and subcontractors accordingly.

However, if invoices do not bear the above references, a stamp with the project number on the
invoice, a reference to the project on the purchase order/in the contract or/and an electronic
link in the cost accounting system to the project can also serve as proof that a cost is incurred
in the frame of the project, provided that the eligibility conditions indicated at article 11.19.1
are met.

TIP : Include the project reference in the postal address that you provide to your suppliers so
that it automatically appears on your invoices.

I11. AFFILIATES & SOLE TRADERS

II1.1 Affiliates

For private beneficiaries, the Agency/Commission may accept that affiliated entities to a
beneficiary participate in a project as long as all conditions listed in the Model Grant
Agreement and its Annex X (Financial and Administrative Guidelines) are fulfilled. However,
the association of entities as affiliates may complicate the project structure and thus have a
negative impact on the technical and financial coherence of the project. It is therefore entirely
in the Agency's/Commission's administrative discretion to accept affiliates, and in no case
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will affiliated entities be accepted for public beneficiaries or entities that do not comply with
the description of affiliated entities hereafter.

Affiliated entities that have an important budget/role in the implementation of the project are
recommended to be included in the project as an associated beneficiary.

Affiliated entities need to comply with the eligibility and non-exclusion criteria applying to
applicants and should have a structural link with the beneficiary concerned (i.e. a legal or
capital link) that is neither limited to the project nor established for the sole purpose of the
project implementation (so the link would exist independently of the award of the grant; it
should exist before the call for proposals and remain valid after the end of the project).

As affiliated entities could be accepted those directly controlled by the beneficiary (i.e.
daughter companies or first-tier subsidiaries), entities controlling the beneficiary (mother
company) OR in case of Memberships, the beneficiary has to be legally defined as a
network, federation or association in which the proposed affiliated entities participate.
However, if several beneficiaries want to work with the same 'affiliate’, the 'affiliate' should be
proposed as 'beneficiary' instead.

Private beneficiaries wanting to involve their affiliates shall :

- Provide a duly completed legal entity form as well as a copy of the related legal documents
(legal registration, VAT registration, statutes, legal act establishing the entity,...)

- Provide a clear description and evidence of legal or capital link between the entities, i.e. the
ownership structure that demonstrates the 'control/'decision power' over the daughter
company (in case of affiliates) or the association’s structure and membership list (in case of
associations).

- Provide the contact details related to the affiliate: name legal representative, official legal
name of the entity, legal address, other contact details (phone, e-mail).

- Provide the confirmation from their affiliate that it is not in any of the situations stated in
Form ‘Declaration by Affiliate’ attached to this Annex X.

- Where a beneficiary participating in the project involves its affiliates to carry out work, the
costs incurred by the affiliates can be accepted provided they can be verified as being 'actual’
and follow the guidance below:

- Provide a clear description and evidence of the beneficiary's structure including evidence of
legal or capital link between the entities, i.e. the ownership structure that demonstrates the
‘control'/'decision power' over the daughter company (in case of affiliates) or the association’s
structure and membership list (in case of associations).

- Ensure that contractual provisions applicable to the beneficiary are also applicable to the
affiliate, especially those related to the eligibility of costs and the checks and audits that the
Agency/Commission can carry out.

- Retain sole responsibility to carry out the project and for compliance with the provisions of
the grant agreement

- Affiliates involved in the project shall be clearly identified and their activities duly described
in Annex II to the grant agreement and their costs budgeted in Annex III to the grant
agreement (i.e. under the costs budgeted by the beneficiary concerned, with in the description
field the acronym of the affiliate between brackets).
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The affiliate will carry out the tasks in relation to the project on behalf of the beneficiary
concerned without profit and at no additional financial cost (i.e. the affiliate cannot act as a
‘subcontractor’).

When submitting reports (progress/interim/final), the beneficiary shall identify the work
performed and resources deployed by each affiliate involved in the project.

For what concerns the financial reporting, beneficiaries involving affiliates should submit:

-An individual financial statement for each affiliate — to be signed by the legal
representative of the affiliate

- A consolidated financial statement for the beneficiary (using the standard template)
identifying its own costs, line per line, as well as grouping in one line per cost category
the costs per affiliate — to be signed by the legal representative of the beneficiary.

II1.2 Sole Traders

Please note that 'Sole traders' are considered natural persons and are therefore not eligible to
participate as beneficiary or affiliate as such in LIFE projects.

As a reference, entities owned and run by one individual and where there is no legal
distinction between the owner and the business can be considered as sole traders. The
definition of Sole Trader should also be checked against the applicable national legislation.

IV.PUBLIC BODIES

IV.1 Who are considered public bodies ?

- the State, a regional or local authority,

- a body governed by public law, or an association formed by one or more of such
authorities or bodies governed by public law,

- or an entity registered as private law body wishing to be considered for the purpose of
the LIFE call as equivalent to "public body" when it fulfils all four following criteria:

» it is established for the specific purpose of meeting needs in the general interest,
not having an industrial or commercial character, and

» it has a legal personality and

» it is financed, for most part, by the State, or regional or local authorities, or other
bodies governed by public law; or subject to management supervision by those
bodies; or having an administrative, managerial or supervisory board, more than
half of whose members are appointed by the State, regional or local authorities or
by other bodies governed by public law, and

» in the event the organisation stops its activities, its rights and obligations, liability
and debts will be transferred to a public body.
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Upon request by the Agency/Commission, the beneficiary will provide evidence.

IV.2 2% Rule?

If any of the beneficiaries are public bodies, it is important to be aware of the 2% rule in
article I1.19.2(a)(iii) of the grant agreement. In order to be able to check if a project is in
compliance with this rule, it is necessary to clarify whether each member of the project staff is
classified as ‘additional’ personnel or not.

‘Additional’ personnel includes all employees (permanent or temporary) of public bodies
whose contracts or contract renewals :

- start on or after the start date of the project or on or after the date of signature of the
grant agreement (if this takes place before the project start date), and

- specifically second/assign them to the project (i.e. personnel file must contain a
written instruction to work for the project, e.g. for ten hours per month)

Please note that ‘renewal’ of the contract means the extension of a temporary contract.
Renewals of ‘permanent contracts’ are by definition not possible since the contract has in
principle no end date and therefore should not be renewed.

Examples :

- Permanent staff (civil servants) already employed before the start date of the project is
considered 'mon-additional' (please note that permanent contracts that are artificially
terminated or put on hold until after the end of the project, with the only intention to avoid the
2% rule, will not change the status of the staff member to ‘additional’)

- Temporary staff already employed before the start date of the project working on another
project (as defined in the temporary contract) can be considered 'additional' as of the moment
of 'renewal’ of the contract if then assigned to the LIFE project concerned.

- Temporary staff already employed before the start date of the project but not for specific
projects will still be considered mon-additional' if the renewal of the contract (that starts
on/after the start of the project or on/after signature of the renewal if later than the start of the
project) is not mentioning the assignment to the LIFE project concerned.

The rule of 2% is assessed at the level of Consortium, meaning that the sum of the own
contributions to the project budget of all public bodies must exceed (by at least 2%) the sum
of the salary costs charged by them to the project for personnel not considered 'additional'.

Please note that co-financing obtained by public beneficiaries from public third parties® is
considered as ‘own contribution’ for the checking of the compliance with the 2% rule. It is

2 At the end of the project, the cumulative own contribution of all public beneficiaries should be at least 102% of
the cumulative non-additional staff costs of these public beneficiaries at project level.

3 Co-financing obtained from third parties :

- Has been included in the budget at grant agreement signature stage or has been communicated to EASME
subsequently and formalised through an amendment where required (either through a formal amendment, letter
amendment or an exchange of e-mails).

9 of 40 25/11/2020



therefore important to indicate clearly in the financial statement of the public beneficiary
concerned, that the co-financing reported comes from a public third party or not !

1! The coordinating beneficiary should, BEFORE, submitting the final financial statement
check if the 2% rule is complied with. If not, the public beneficiaries may wish to claim only
part of the non-additional staff costs to avoid a cut in Union Contribution. Please note that
the re-calculation of the own contribution of the public entities is done taking into account the
individual percentage of own contribution foreseen in the grant agreement.

IV.3 Non-additional personnel in Capacity Building projects

Costs of non-additional personnel of public bodies are not eligible.

V. WHAT ARE ELIGIBLE COSTS ?

V.1 To be eligible all costs must be:

- actually incurred within the duration of the project (see Art. 1.2.2 of the grant
agreement), i.e. the legal obligation to pay was contracted after the starting date and
before the end date of the project, or after the signature of the grant agreement by the
Agency/Commission in case this signature takes place before the project starting date
With the exception of :
> the request for payment of the balance and
» the corresponding supporting documents, i.e. final report on implementation of
the project, final financial statement, certificate on the financial statements and
underlying accounts (if applicable);
Cost related to the final reports and certificates on the financial statements can be
considered eligible when incurred within a maximum period of three months
following the end date of the project (the beneficiaries have three months to
provide the reports)

Examples :

- a flight related for a meeting that takes place within the duration of the project can be
purchased/paid as of the moment that the grant agreement is signed or as of the
moment that the project has started.

- A flight for a meeting that takes place outside the duration of the project is not an
eligible cost

- An event that is organised outside the duration of the project, even if ordered and paid
in full before the end of the project is not an eligible cost.

- Contracting/Ordering of durable goods, consumables or services after signature of the
grant agreement but before the start of the project is allowed, as long as the durable
goods and services required for the implementation of the project are delivered and
used within the actual project duration.

- Does not constitute double funding
- The financial contribution by a public third party must be provided exclusively for the purpose of the project
(otherwise it is considered ‘own funding’).
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- indicated in the estimated budget of the project (Annex III) or have been accepted by
the Agency/Commission as technical justified and necessary to achieve the objectives of
the project;

Please note that the acceptance of the need for certain costs by the Agency/Commission
other than those costs specifically detailed in the Annex IIl, can either be done :

- during the implementation of the project (prior approval, letters following project
visits or through approval of progress/mid-term reports when this is clearly highlighted
in the report concerned);

- or at the latest at the time of the approval of the final report.

- in connection with the project as described in Annex II

- necessary for its implementation;

- identifiable and verifiable, in particular being recorded in the accounting records of
the beneficiary and determined according to the applicable accounting standards of the
country where the beneficiary is established and with the usual cost accounting practices
of the beneficiary;

- in compliance with the requirements of applicable tax and social legislation; and

- reasonable, justified, and comply with the principle of sound financial management, in
particular regarding economy and efficiency.

Costs related to specific cost categories will be further explained in section VIII of this guide.

V.2 Actual costs as opposed to budgeted costs:

"Budgeted" costs are used for establishing a budget estimate only. Once the project has started
only "actual" costs incurred must be used as a basis for completing the Interim and Final
financial statements (except for the indirect costs which are subject to a flat rate).

Incurred costs must be supported by evidence that they are actual. As a general rule, neither

estimated amounts, nor budgeted amounts, are acceptable. Where these conditions are not met,
the amounts will be deemed to be ineligible.

VL WHAT ARE INELIGIBLE COSTS ?

All costs that do not fulfil the criteria of ‘eligible costs’, including :

- return on capital and dividends paid by a beneficiary;

- debt and debt service charges;

- provisions for losses, debts or other liabilities;
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- interest owed;

- doubtful debts;

- exchange losses;

- costs of transfers from the Agency/Commission charged by the bank of a beneficiary;

- costs declared by the beneficiary under another project receiving a grant financed from
the Union budget. Such grants include grants awarded by a Member State and financed
from the Union budget and grants awarded by bodies other than the
Agency/Commission for the purpose of implementing the Union budget. In particular,
beneficiaries receiving an operating grant financed by the EU or Euratom budget cannot
declare indirect costs for the period(s) covered by the operating grant, unless they can
demonstrate that the operating grant does not cover any costs of the project

- contributions in kind from third parties including voluntary work for calls 2014-2019
(as of call 2020, voluntary work is eligible);

- excessive or reckless expenditure (including unnecessary or wasteful outlays);

- any costs related to actions that may be considered as compensatory or mitigation
measures for damages caused to nature or biodiversity by permitted plans or projects
(unless such damages would be caused by the objectives of the LIFE project itself);

- unless explicitly foreseen in Annex II, any costs related to management plans, action
plans and similar plans*, drafted or modified in the context of a LIFE project, if the
related plan is not legally operational before the project end date. This includes the
completion, before the project end date, of all procedural/legal steps in Member States
where such procedures are foreseen;

- costs for major infrastructure or fundamental scientific research unless explicitly
foreseen in the project description in Annex II;

Examples of other costs that are considered not eligible further to the ‘eligibility
criteria) :

- costs for EMAS and ECOLABEL registration procedures;
- internal invoices, i.e. costs resulting from transactions between departments or

affiliated entities of beneficiaries, except when agreed and where all elements of profit,
VAT and overheads are excluded;

- distribution, marketing and advertising expenses to promote products or commercial
activities, except where specifically indicated in the project description in Annex II;

4 Obligatory "After-LIFE plans" are not included in this category.
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- costs related to finding/obtaining alternative or additional sources of funding for the
project;

- costs incurred by co-financers to the project;

- travel and accommodation expenses or any form of remuneration in the name of
agents of the Union institutions and of the external monitoring teams

- 'notional interests', 'opportunity costs‘' or 'imputed interests'

- costs related to the proposal preparation or to the review phase.

- deductible VAT

- any expenses that do not comply with the eligibility criteria formulated in
Commission notice Nr.2013/C-205/05 (OJEU C-205 of 19/07/2013, pp. 9-11),
concerning the eligibility of Israeli entities and their activities in the territories
occupied by Israel since June 1967, for grants, prizes and financial instruments funded
by the EU from 2014 onwards, including with respect to third parties referred to in
Article 137 of the EU's Financial regulation.

VIL. AWARD OF CONTRACTS

As mentioned in the grant agreement (Art. I1.9 for 2014-2016 grants and Art. I1.10 as of 2017
grants), if the project requires the procurement of goods, works or services, the beneficiaries
shall award the contract to the tender offering best value for money or, as appropriate, to the
tender offering the lowest price. In doing so, they shall avoid any conflict of interests.

Please note that the Agency/Commission is not imposing the EU public procurement rules on
non-public beneficiaries. Unless otherwise stipulated in the grant agreement, beneficiaries are
in principle free to organise the procurement in their usual way as long as they respect the
criteria on 'best value for money or lowest price and 'absence of conflict of interest'. However,
beneficiaries should keep in their project file a short description of the tender rules (including
their internal guidelines for selecting contractors if any) and the regulatory references used
within the project.

In all cases, including cases where according to a beneficiary it does not make sense to
organise a formal tendering process (e.g. monopoly situation,...), this should be substantiated
with supporting documents in the project file.

Beneficiaries should ensure and be able to demonstrate that their tender procedures for the
selection of suppliers/subcontractors comply with :

- the principles of ‘best value for money’ and ‘no conflict of interest’

- the principles of transparency, proportionality, equal treatment and non-
discrimination of potential contractors

- the EU public procurement rules (if beneficiary is ‘public’)
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- the requirement to use an open tendering procedure for private beneficiaries and
affiliated entities when the value of a contract (exclusive of VAT) exceeds EUR
130,000 for 2014-2016 grants, EUR 135,000 for 2017-2018 grants and EUR 139,000
for 2019 grants (including publication of the call for tender in the relevant media, such
as e.g. the official journal, newspapers,...). For the 2020 grants, the open tendering is
no longer a requirement. See under the ‘tips’ here below, further guidance for
beneficiaries publishing on their own website

- Below the threshold mentioned above for open tendering, the beneficiary shall award
the contract to the tender offering best value for money or, as appropriate, to the tender
offering the lowest price, while avoiding any conflict of interests and maintain written
evidence of how the criterion of best value for money was met in accordance with the
usual procurement policy and/or practise of the beneficiary (i.e. their internal
procurement rules of the beneficiaries). Please note that the internal procurement rules
should also guarantee the lowest price or best value for money/no conflict of interest

Public beneficiaries need to comply with the national public procurement rules.

It should be noted that contracts may not be split in smaller contracts ("saucissonage") only
for the purpose of avoiding the requirement of asking for competitive price offers or launching
an open tendering procedure.

Beneficiaries should ensure that the awarded contract is back-to-back with the grant
agreement (i.e. that certain conditions — ‘Liability for damages’, ‘Conflict of Interest’,
‘Confidentiality’ and ‘Pre-existing rights and ownership and use of the results’— are also
applicable to the contractor.

TIP : For each contract involving significant expenditures, it is recommended to keep in the
project file the following:

Short description and justification of the selection procedure employed with reference
to the statutory documents, if applicable,

Copy of the requests of offers sent by the beneficiary and the offers received by the
subcontractors or in case of tender, a copy the publication of the call for tender
published in the relevant media and the offers received;

Copy of the report from the selection committee, if relevant, or internal memo
Jjustifying the choice of the contractor,

Copy of the contract,
Short description of the service/item purchased,
Approval of the item/service purchased by the project manager,

Explanation if invoice amounts differ from the contractual amount (particularly where
the invoiced amount exceeds contracted amounts),

Justification for any unusual tendering procedures.
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TIP : Beneficiaries that publish the call for tender on their own website, in order to comply
with the ‘open tendering procedure’, should note that this action alone will not be considered
sufficient. To consider the publication as an ‘open tendering’ further evidence would be
needed, here is a non-exhausted list:

It should be demonstrated that publication on the website attracted a reasonable
number of relevant suppliers (a minimum would be 3);

Any requests for clarifications or further information received by the beneficiary,
based on the publication, should be kept in the project file since it demonstrates that
potential suppliers were aware of the publication;

A report of the unique number of visitors of the website page where the call for tender
has been published;

Evidence that the call for tender was also published in other media or that publicity
was made through other channels (presentations, conferences, ...)

Evidence that the internal rules of the beneficiary provide for publishing calls on the
own website (this could e.g. be used to demonstrate that in similar past procedures a
reasonable number of relevant suppliers was attracted);

Any other evidence that demonstrates that enough publicity has been made to attract
as many relevant suppliers as possible.

VIII. COST CATEGORIES

VIII.1.a PERSONNEL COSTS

The costs of personnel comprises :

- actual salaries plus the employer's portion of social security contributions;

- other statutory costs included in the remuneration, provided that these costs are in
line with the beneficiary's usual policy on remuneration;

- additional remunerations, including payments on the basis of supplementary
contracts® regardless of the nature of those contracts, provided that they are paid in a
consistent manner whenever the same kind of work or expertise is required,
independently from the source of funding used.

Or for non-employees:

- costs resulting from specific work contracts (when applicable)

3 Please note that there should be a direct link between the supplementary contract and the LIFE project
concerned !
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Please note that the cost of personnel should not contain costs that are deemed to be
included in the indirect costs, also called ‘overheads’ (i.e. these are covered by a flat
rate).

‘Personnel’ means :

- persons working under an employment contract with the beneficiary or an equivalent
appointing act and assigned to the project

- natural persons working under a contract with the beneficiary other than an
employment contract or who are seconded to the beneficiary by a third party against
payment.

The costs related to natural persons may also be included under personnel costs,
provided that the following conditions are fulfilled:

(i) the person works under conditions similar to those of an employee (in particular
regarding the way the work is organised, the tasks that are performed and the
premises where they are performed);

(i1) the result of the work belongs to the beneficiary (unless exceptionally agreed
otherwise)

(ii1) and the costs are not significantly different from the costs of personnel performing
similar tasks under an employment contract with the beneficiary.

Moreover, for direct personnel costs to be considered eligible:

e The cost must respect the eligibility criteria under Art. I1.19 of the grant agreement
(see also point V).

e Only costs related to the actual hours worked by the persons directly carrying out
the project actions may be charged. Administrative and secretarial personnel, unless
specifically agreed in the grant agreement cannot be charged as direct personnel
costs. These costs are considered overheads and are deemed to be covered by the
indirect costs.

Direct personnel that comply with Article 11.19 of the General Conditions are eligible
provided that they are charged on the basis of one of the three following methods:

Method 1 -- Hourly rate times actual hours worked

The following three elements must be known in order to calculate the cost per
employee that can be charged to the project on the basis of the hours actually worked
on the project:

- Annual productive hours
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A default value of 1720 total annual productive hours is used for those beneficiaries
exempted from keeping timesheets

All other beneficiaries must justify the annual productive hours on the basis of a
reliable time registration system (see point II.1).

The total actual annual productive hours for each employee is the time actually worked
according to the time registration system. It will normally result in a different number
of annual working time units for each employee.

The following time is considered 'non-productive' and should not be included in the
total: holidays actually taken, bank holidays, flexitime compensation, weekends,
parental leave, sickness or other similar absences. However, if due to the character of
the work, some of it has to be done during bank holidays or on weekends, this time
should be included in the productive time. Time used on meeting activities, training
and similar activities is considered as productive time.

- Actual salary

This must be taken from the payroll and should be the total gross remuneration, any
other statutory costs provided that these costs are in line with the beneficiary's usual
policy on remuneration and the employer's portion of social charges. Remuneration
costs should be calculated individually for each employee on an annual basis.

Please note that the annual gross salary should not be calculated on the basis of a
monthly salary times 12. If an employee has not worked a full calendar year for the
beneficiary (i.e. starting date of employment or end date of employment falling during
the calendar year), the gross salary should not be extrapolated to a yearly figure, but in
such cases the gross salary of the corresponding employment duration during the
calendar year should be used. Similarly, the productive hours should reflect the period
in which the employee has actually worked at the beneficiary's place.

When establishing the annual personnel costs the following elements should be
considered:

® EASME will not reject hourly rates that have been calculated using the 1720 hours, if the total productive time
yearly recorded in the timesheets is less than 1720 hours (in that case there is no overestimation of the cost).
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Item | Text

1 Annual gross salary inéiuding 13" and 14™
salaries, if applicable. B

+2 | Holiday allowance, if not included in #1

above %

+3 | Obligatory/compulsory ~ social  charges
imposed by law, such as pension schemes,
health  schemes, insurance  schemes,
I contribution to labour market funds, etc

+4 | Pension schemes according to general trade
union agreements _
+5 | Company specific pension schemes (that
existed before the submission of project
proposal) if offered to all employees in a
non-discriminatory manner

-6 | Compensation received from insurance or
other schemes in case of sickness, maternity
leave, re-employment schemes to reactivate
unemployed people, etc

= Annual personnel cost

(sum of 1-5 minus 6)

Any additional and individual pension schemes and/or sickness insurance are not
eligible, nor are company cars, bonuses’ or any other similar fringe benefits.
Dividends or profit sharing are also not eligible.

Estimations or average salaries cannot be accepted. The rates indicated in the project
budget in the grant agreement are only indicative and cannot be the default reference
when reporting personnel costs.

- Working time

Only the costs of the actual hours worked on the project may be charged. The actual
hours that each employee spends working on the project shall be recorded using
timesheets or an equivalent time registration system established and certified by the
employee and the employer. For staff working on tasks other than the LIFE project for
the same employer, any working time spent on professional tasks unrelated to the
project shall also be recorded. See section II.1 of this document for further information
on what constitutes a reliable time registration system. Personnel working for the
LIFE project less than 2 full days per month on average within a calendar year are

7

Bonuses can only be considered an eligible cost if :

Part of the beneficiary's usual remuneration practices & based on objective conditions
Paid to the employee regardless if he/she is involved or not in EU specific projects
Paid in accordance with national law/collective labour agreement and the employment
contract/equivalent appointing act

Social security contributions are paid on the bonus

Should be linked to the project or required for the implementation, so bonuses based on
commercial/sales targets or fund raising targets are NOT eligible

!!! bonuses based on the overall financial performance of the organization (e.g. profitability or surplus) may be
accepted, if they are part of the usual remuneration practices
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exempted from the time registration obligation for the calendar year. (Note that in this
last case, the default number of 1720 annual productive hours must be used.)

Calculation of the hourly rate:

The hourly rate for a given year is obtained by dividing the actual annual gross salary
or wages plus em’loyer's portion of obligatory social charges and any other statutory
costs included in the remuneration of an employee by the total annual productive hours
(1720 hours standard for those beneficiaries not required to use timesheets or as
registered in the timesheets).

Hourly rates shall be calculated on a yearly basis.
Method 2 — Gross Salary

For personnel working full time for the project, or for a contractually defined
percentage of time, the eligible salary cost will be calculated proportionally on the
basis of the actual annual gross salary plus employer's portion of obligatory social
charges and any other statutory costs included in the remuneration of an employee as
defined above. In this case, the beneficiary must justify the individual
secondment/assignment by providing a contractual document or a letter of assignment
signed by the responsible service or authority of the relevant beneficiary. It shall
contain at least the following details: name of employee, function in the project and
description of the tasks assigned for the project, explicit indication of the specific time
percentage or full time nature of the assignment, start and end date of the assignment
period. Personnel whose costs are charged on this basis are exempted from the time
registration obligation.

Method 3 - Specific work contracts

This typically covers the costs of consultants and similar persons that work on the
project (i.e. self-employed natural persons working part time or full time for the project
under a contract which is not governed by labour law; this does not apply to contracts
with companies, the related costs can be accepted under personnel costs provided that
the other eligibility conditions are met.

Costs of natural persons working under a contract may be charged on the basis of such
contracts, on condition that :

(i) the person works under conditions similar to those of an employee (in particular
regarding the way the work is organised, the tasks that are performed and the
premises where they are performed);

(i1) the result of the work belongs to the beneficiary (unless exceptionally agreed
otherwise); and

(iii) the costs are not significantly different from the costs of personnel performing
similar tasks under an employment contract with the beneficiary.

The remuneration must be based on working days/hours rather than on delivering
specific outputs/products (the latter applies more in the frame of external assistance).
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This implies that the beneficiary must keep records of the hours/days worked by the
person concerned under this specific contract.

Costs of natural persons working under a direct contract for a beneficiary must be
calculated according to the same formula as for employees (hourly rate multiplied by
the number of actual hours worked on the project).

However, the hourly rate is calculated differently, as it is not based on the annual
personnel costs as registered in the payroll.

For the hourly rate, the beneficiary must use one of the following options:
- if the contract specifies an hourly rate, this hourly rate must be used;

- if the contract states a fixed amount for the services of the natural person and the
number of hours to be worked: this global amount must be divided by the number of
hours worked for the beneficiary under that contract.

- if the contract fixes only a global amount and does not specify the time to be worked,
the costs cannot be declared as personnel costs, they may be eligible under external
assistance provided that the specific eligibility conditions are met (article 11.19.f).

Please note that the specific work contract should be set-up in accordance with the
normal practise of the beneficiary and the applicable legislation, the rate should be in
line with the level of competence required for the position and with other similar
beneficiaries or projects. The contract should be detailed enough and in particular it
should specify the amount of time the person shall work under this contract. It should
specify the daily/hourly rate or the total amount for the contract.

The salary costs of public body employees may be funded only to the extent that they relate to
the cost of project actions that the relevant public body would not have carried out had the
project concerned not been undertaken. The employees in question, irrespective of whether
they are working full or part time for the project, must be specifically seconded/assigned to the
project described in Annex II. The individual secondment/assignment shall either take the
format of a contractual document or that of a letter of assignment signed by the responsible
service or authority of the relevant beneficiary.

For LIFE Capacity Building projects, the costs of non-additional personnel of public bodies
are not eligible. For Capacity Building, 'additional’ personnel is defined as personnel whose
contracts:

(a) do not begin before the date of signature of the grant agreement, or whose contractual
responsibilities were previously unrelated to implementation of the LIFE programme; and

(b) mention (including through amendment) responsibilities related to the implementation
of the LIFE programme in the target Member State specifically.

When submitting the final financial statement, additional supporting documents may need to
be submitted by each of the beneficiaries to the Agency/Commission if requested.

In general, supporting documentation should be kept in the project file and provided at the
Agency’s/Commission’s (or the Monitoring Team’s) first request.
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Frequent misunderstandings

Hourly rates included in the Annex III do not constitute 'agreed’ hourly rates, they are only
to be considered as 'estimates'.

The financial reports to be submitted at the time of the interim/final report on the project
should present the actual costs incurred and therefore use the actual rates, recalculated on the
basis of the real personnel costs paid. These actual costs need to be evidenced by the
corresponding time records, payslips, bank transfers,—etc. - evidence which might be
requested by the Agency/Commission on a case by case basis.

Only costs can be reimbursed and not prices that would normally be charged to customers
when engaging in commercial activities (price = personnel cost + commercial uplift).
Personnel costs will only be considered eligible if they are reasonable and justified, and if they
accord with the principles of sound financial management (i.e. (i) they may not unnecessarily
increase the cost of the project and (ii) substantial deviations from the average cost of similar
labour in the country concerned must be justified and agreed by the Agency/Commission.

Only costs registered in the accounting system of the beneficiary can be reimbursed.
Dividends or participation in the profit of the organisation do not constitute a cost and are
therefore not eligible for reimbursement.

VIIL1.b COST OF VOLUNTEERS (Call 2020 - traditional/IP projects ONLY)

“Volunteer" means a person working on a non-compulsory basis for an organisation without
payment

Volunteers will only be accepted if they comply with the following basic requirements:
e they comply with the relevant national legislation,
e they are part of a structured approach within the project and their role is clearly
explained,
e areliable system to register the time they worked for the project will be put in place.

Applicants are invited to provide a detailed description of the volunteer’s activities and
organisational set-up in their proposal.

For the call 2020 the work performed by volunteers can be considered as an eligible personnel
cost and shall take the form of a unit cost per day (based on the country where the volunteer
performs the work) to be charged in line with Annex XII of the grant agreement. In case the
volunteer works not full days, the unit cost is to be divided by 8 to obtain the unit cost per
hour.

The unit cost only covers the direct ‘personnel costs’. Any other direct costs related to
volunteers, like e.g. travel and subsistence — when specifically incurred for the LIFE project —
have to be declared under the respective cost category.
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The volunteer costs may be included in the basis for the calculation of the flat rate for

overheads. All other costs related to volunteers that are not only nor specifically incurred for

the LIFE project, are deemed to be covered by the flat rate for the overheads.

There are two limitations to the usage of volunteer costs :

- the Union Contribution shall be limited to the estimated eligible costs other than those
covering volunteers’ work.

- the value of the volunteers’ work is limited to 50% of the funding sources of the
project, including in kind contribution.

The maximum volunteer costs to be charged to the project is fixed at the time of signing the
grant agreement. See hereunder an example :

Estimated budget of the project

Estimated
volunteer costs (=
sum of number of

max 55 % Union

volunteer days *
unit cost for the

Estimated Eligible

Total estimated
eligible costs

Contribution country) (a) costs (b) (c)=(a)+(b)
1. Beneficiary 1 (profit) 10 20 30
2. Beneficiary 2 (non-profit) 0 50 50
3. Beneficiary 3 (profit) 30 30 60
40 100 140

= The estimated eligible volunteers' costs represent max 50 % of the overall estimated
co-financing

= The estimated volunteers' costs (40) that can be charged to the project, will be limited
to 50 % of (c) =70

= The max. Union Contribution = (140 * 55%) = 77
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At final payment stage :

Costs declared

55 % co-financing

Volunteer costs
(= sum of
number of
volunteer days *
unit cost for the
country) (a)

Eligible costs
actually incurred

(b)

Total eligible
costs (c)=(a)+(b)

1. Beneficiary 1 (profit) 15 25 40
2. Beneficiary 2 (non-profit) 0 55 55
3. Beneficiary 3 (profit) 40 40 80

55 120 175

1t CAP :

The eligible amount of volunteer's work to be accepted at time of the final payment shall be
the lower value between:

- declared volunteers costs = 55

- and the capped estimated eligible volunteers costs = 70

2" CAP:
The amount of the grant will be limited to the sum of the accepted eligible costs actually
incurred = 120

The amount of the grant shall be the lowest of the following amounts:

- the amount obtained after applying the co-financing rate to the eligible costs (including the
max. volunteer costs), i.e. ((55+120)*55%) = 96,25.

- the maximum amount of the grant according to the grant agreement = 77

- the eligible costs and contributions other than those for volunteers = 120

The theoretical amount of the grant at this stage (before non-profit check and possible cuts due
to non or partial implementation & 2% rule) will be 77

VIIL.2 SUBCONTRACTING (external assistance)

Subcontracting costs are eligible when:

(1)The cost respects the eligibility criteria under Art. I1.19 of the grant agreement (see
also point V);

(i1)The "subcontract" is awarded in line with Art. IL.9 (for 2014-2016 grants) and Art.
I1.10 (as of 2017 grants) of the grant agreement (see also point VII);
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(ii1)It covers the implementation by a third party of tasks described in Annex II;

(iv)It covers the implementation of a limited part of the project, in principle limited to
35% of the total budget unless a higher level is justified

(v) Justified having regard to the nature of the project and what is necessary for its
implementation

Beneficiaries that use subcontracting should ensure that:

- For 2014-2016 grants, Article I1.3, IL.4, IL.5, I1.7, I1.8 and II.27 of the grant agreement &
for grants as of 2017, Article 11.4, 11.5, 11.6, I1.7, I1.8, I1.9 and I1.27 of the grant agreement
are also applicable to the subcontractor;

- Subcontractor invoices bear a clear reference to the LIFE project (i.e. number, title or
short title) and to the order/subcontract issued by the beneficiaries; If invoices do not bear
the above references, a stamp with the project number on the invoice or an electronic link
in the cost accounting system to the project can also serve as proof that a costs is incurred
in the frame of the project, provided that all eligibility criteria listed at article II1.19 are
met.

- Subcontractor invoices are sufficiently detailed as to allow identification of single items
covered by the service delivered (i.e. clear description and cost of each item).

If the project requires the procurement of goods, works or services, the beneficiaries shall
award the contract to the tender offering best value for money or, as appropriate, to the tender
offering the lowest price. In doing so, they shall avoid any conflict of interests. See section
VII for more details.

When submitting the final financial statement, additional supporting documents may need to
be submitted by each of the beneficiaries to the Agency/Commission if requested.

In general, supporting documentation should be kept in the project file and provided at the
Agency’s/Commission’s (or the Monitoring Team’s) first request.

Examples of subcontracting ('external assistance') costs:

- the creation of a logo

- establishment of a dissemination plan

- design of dissemination products

- publication of a book

- renting of material

- creation of a website

- lease of land use rights if they concern a short-term lease that expires prior to the project
end date

However, services related to prototype development should be budgeted under prototype and
not under external assistance.
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Frequent misunderstanding related to subcontracting:

Subcontracting between beneficiaries or their subdivisions
Subcontracting is not allowed between beneficiaries or between subdivisions of the same
company. Each beneficiary should declare its own costs.

The same logic applies to the supply of goods. If e.g. beneficiaries, in the frame of their grant
agreement, have to use ‘products’ that they have produced internally (i.e. internal invoicing),
then the unit cost for producing these products can be claimed as long as no VAT, overheads
or profit margin is included.

Subcontracting to Affiliates

In view of the rules on conflict of interest, the same generally applies to companies related to
one of the beneficiaries or departments of beneficiaries. Such transactions are only permitted
where it can be shown that the subcontractor/supplier is independent of the beneficiary placing
the order, and where all elements of profit, VAT and overheads are excluded from the
invoiced costs.

If contracts/subcontracts are awarded by the beneficiaries to their affiliates, it should be
noted that they have to comply with the same ‘subcontracting’/’award of contract’
obligations as other third parties. The beneficiary should consider in this case, the
possibility of using the participation of their affiliates under Art. 1.7 of the grant
agreement instead (see also point III)

VIII.3 TRAVEL AND RELATED SUBSISTENCE ALLOWANCES

What are subsistence costs ?

These costs are daily allowances or direct payment of meals, hotel costs, local transportation
etc.

Travel and subsistence costs are eligible when:

(1) The costs respect the eligibility criteria under Art. II.19 of the grant agreement (see
also point V).

(i) They are charged in accordance with the internal rules of the beneficiary. However :

- Beneficiaries shall endeavour to travel in the most economical and environmentally
friendly way — video conferencing must be considered as an alternative

- In absence of internal rules governing the reimbursement of the use of an
organisation's own cars (in opposition to private cars) costs related to the use of these
are to be estimated at the rate as indicated in the guide for applicants. A mileage cost per
km/mile can be charged to the project in line with the use of the car for the project as
registered in the related log book. The mileage cost shall be calculated on a yearly basis
by dividing all costs generated by the vehicle (insurance, fuel, maintenance etc) by the
km/miles driven. Costs related to the depreciation of the vehicle may be taken into
consideration only if the depreciation costs are considered a ‘direct cost’ in the
organisation’s accounts (if generally considered under the overheads, then this cost will
be excluded).
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If only costs for fuel are foreseen, they should also be listed here.

- Meals related to travel / meetings of the beneficiaries are not to be charged if
subsistence costs are already budgeted as per diem allowances

Please note that travel costs of persons whose costs are not charged under personnel costs but
whose travels are linked to the project (e.g. invitees for conference speakers, volunteers, etc.)
should be declared under the ‘other cost’ category. Travel costs of subcontractors are to be
claimed under 'external assistance' cost category.

Missions to any destination outside the Member States and outside the third countries eligible
to participate in the programme should be reasonable and justifiable as necessary for the
fulfilment of the project (see definition of eligible costs), and agreed beforehand by the
Agency/Commission, if not already mentioned in the grant agreement.

In the case of travel costs are actual costs, the beneficiary should keep all travels documents
according to its accounting practices (boarding passes, hotel bills, invoices, invitations,
agenda, attendance list) in order to substantiate the costs and to prove that travel is related to
the project.

When submitting the final financial statement, additional supporting documents may need to
be submitted by each of the beneficiaries to the Agency/Commission if requested.

In general, supporting documentation should be kept in the project file and provided at the
Agency’s/Commission’s (or the Monitoring Team’s) first request.

VIII.4 DURABLE GOODS - EQUIPMENT (new or second hand), PROTOTYPE &
INFRASTRUCTURE COSTS

Costs related to durable goods are eligible when:

(1)  The costs respect the eligibility criteria under Art. II.19 of the grant agreement (see
also point V).

If the project requires the procurement of goods, works or services, the beneficiaries
shall award the contract to the tender offering best value for money or, as appropriate,
to the tender offering the lowest price. In doing so, they shall avoid any conflict of
interests.

(i1))  The accounting rules of the beneficiary in question classify the costs as durable goods;
they are included in the inventory of capital expenditure of the beneficiary;

(i11))  The depreciation rate applied must be in line with the beneficiary’s internal accounting
rules and/or in accordance with national accounting rules, a copy of which should be
included in the project file;
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Please note that depreciation is limited to a maximum of 25% of the total purchase cost
( for infrastructure and a maximum of 50% of the total purchase cost (please note that
this is verified per item).

Exceptions:
- for prototypes, the eligible costs are equal to the actual cost of the goods.

A prototype is equipment or infrastructure specifically created for the implementation
of the project and that has never been commercialised and/or is not available as a serial
product. The prototype must play a crucial role in the demonstration activities of the
project

Should the prototype or any of its components be used for commercial purposes (i.e.
sold, leased, rented or used to produce goods or services) during the project, this shall
be declared. The costs of creating the prototype shall then be depreciated in
accordance with the rules applicable to the purchase of new or second-hand equipment
and infrastructure. Any related income must be declared."

- for LIFE Nature and Biodiversity and LIFE Integrated projects (calls 2014-2019), the
cost of durable goods purchased by beneficiaries that are public bodies or private non-
commercial organisations shall be considered eligible at 100%, if the organisation
complies with all conditions set under Article I1.19.2 (c¢) of the 2014-2016 grant
agreement and Article 1.13 as of the 2017 grant agreement.

- for all LIFE traditional and Integrated projects under the 2020 call and all
beneficiaries, the cost of durable goods purchased shall be considered eligible at 100%,
if the organisation complies with the conditions in Art. I.13 of the grant agreement.

Please note that beneficiaries can be exempted from depreciating their
equipment/infrastructure costs only if they respect the following :

o The beneficiaries concerned will need to certify the compliance with the
aforementioned conditions by signing a certificate that has to be included with
the financial reporting (template can be found on the LIFE website)

o The assignment of durable goods after the end of the project for the same
purpose or for implementation of the targeted plan also means that these
durable goods continue to be maintained to ensure their further usage.

o The transfer of these durable goods (free of charge !®) to another legal entity
after the end of the project will also require the same certification as the one
provided by the beneficiary. The beneficiary will also have to ensure that the
new entity receiving the durable good will be subject to the audit clause(s) in
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the grant agreement and therefore allow EASME, the European Commission or
OLAF (or its designated representative(s)) to carry out audits with regard to the
related equipment/infrastructure. If the new legal entity does not comply with
the above conditions, the beneficiary can be requested to repay the difference
in contribution related to the 100% purchase cost and the maximum
depreciated amount.

(iv)  Only the rate of actual use for the purposes of the project may be taken into account :

Please note that in case the durable good is not allocated for 100% to the project,
the (depreciated) costs submitted for reimbursement should be multiplied with
the 'allocation percentage' in line with the actual use. The allocation percentage
used should be reasonable and duly justified.

(v)  Durable goods purchased before the start of the project are not eligible for funding

(vi)  Costs of rental or lease of equipment/infrastructure when these costs do not exceed the
depreciation costs of similar equipment or assets and are exclusive of any finance fee
are eligible for funding. (see also remark below on leasing of equipment). Please note
that (rental/lease) costs related to offices/office equipment for staff that is working on
the project are deemed to be covered by the overheads (flat rate indirect costs).

Finance Leasing of equipment: Capital or Finance Leasing costs (with the possibility to buy
the equipment) should be depreciated in the beneficiary's accountancy and therefore these
costs should be charged under "Durable Goods". Operating Leasing costs without a possibility
to buy cannot be depreciated in the balance sheets and therefore these costs should be charged
under "external assistance".

Please note that all costs related to infrastructure, even if the work is carried out under sub-
contract should be reported under this heading.

Projects dedicated to the construction of large infrastructure do not fall within the scope of the
LIFE Programme and are therefore not eligible. A project is considered to be dedicated to the
construction of large infrastructure if the cost of a "single item of infrastructure” exceeds €
500,000. A "single item of infrastructures" means all elements physically bound to ensure the
functionality of the infrastructural investment (e.g. for an eco-duct the bridge, barriers,

8 Durable goods that are ‘sold’ to another entity cannot benefit from the non-depreciation exemption.
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signposting, etc.). Such amount may be exceptionally exceeded upon agreement with the
Agency/Commission.

In LIFE Capacity Building or LIFE Technical Assistance projects, costs related to
infrastructure, including depreciation costs and the costs of rental or lease of infrastructure, are
not eligible.

Electricity and gas for operating the equipment are deemed to be covered by the indirect costs
unless otherwise agreed.

Costs incurred for the purchase of durable goods, including notice boards, can only be eligible
if they bear the LIFE logo (and the Natura 2000 logo, when applicable);

Each beneficiary should keep in the project file an explanation of the depreciation method
used to calculate eligible costs for durable goods.

When submitting the final financial statement, additional supporting documents may need to
be submitted by each of the beneficiaries to the Agency/Commission if requested.

In general, supporting documentation should be kept in the project file and provided at the
Agency’s/Commission’s (or the Monitoring Team’s) first request.

Frequent misunderstanding related to depreciation:

Difference in depreciation, i.e. national accounting rules vs tax rules

In some EU countries, the tax authorities have granted companies the possibility to freely
depreciate assets for tax purposes, as an extraordinary measure to foster investment and create
jobs. In this framework, depreciation amounts declared for tax purposes can be different from
depreciation amounts for accounting purposes. Please note that only depreciation costs in line
with accounting rules of the beneficiary are eligible. Accelerated depreciation costs in line
with possible existing extraordinary tax measures are not acceptable, unless they are in line
with the accounting rules. When there is divergence between the applicable tax rules and
accounting rules, the accounting rules prevail.

VIIL.S CONSUMABLES AND SUPPLIES

Costs related to consumables and supplies are eligible when:

(1)  The costs respect the eligibility criteria under Art. I1.19 of the grant agreement (see
also point V).

If the project requires the procurement of goods, the beneficiaries shall award the
contract to the tender offering best value for money or, as appropriate, to the tender

offering the lowest price. In doing so, they shall avoid any conflict of interests.

(i1))  They are directly assigned to the project.
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Please note that they should not include costs for general office supplies which are deemed to
be covered by the indirect costs.

Consumable costs do not cover electricity or gas used for the running of the project as they are
deemed to be covered by the overheads. Only in very exceptional cases where these costs are
incurred directly for the project (e.g. green house only used for the LIFE project with
individual meter), it may be accepted by the Agency/Commission to include them under the
direct costs.

Insurance costs/registration costs related to durable goods (e.g. cars) are deemed to be covered
by the overheads. Only when the durable good is exclusively purchased and used by the
project, these costs can be included under the direct costs.

When submitting the final financial statement, additional supporting documents may need to
be submitted by each of the beneficiaries to the Agency/Commission if requested.

In general, supporting documentation should be kept in the project file and provided at the
Agency’s/Commission’s (or the Monitoring Team’s) first request.

VIIL.6 COSTS FOR LAND PURCHASE/LONG-TERM LEASE of LAND/ONE-OFF
COMPENSATIONS FOR LAND USE RIGHTS.

Costs related to land purchase/long-term lease of land/one-off compensations for land use
rights are eligible when:

(1)  The costs respect the eligibility criteria under Art. I1.19 of the grant agreement (see

also point V).

(i1)  The plot of land is intrinsically connected with the implementation of the project and
envisaged therein

(i11))  The duration of a land lease is at least 20 years (long-term lease) and is compatible
with the needs of habitat and species protection

(iv)  The costs are for payment of compensation for foregone income and the expense was
necessary for reaching the objectives of the LIFE Nature and Biodiversity, LIFE
Climate Change mitigation or LIFE Climate Change Adaptation project. The payment
should correspond to the market prices, is formalised through a legal document and
compensation is not paid to a public authority, with the exception of a temporary
compensation to a local authority (as of 2017 grant agreements, the latter should be
explicitly authorised by the Agency/Commission as essential to achieving the goals of
the project).

When submitting the final financial statement, additional supporting documents may need to
be submitted by each of the beneficiaries to the Agency/Commission if requested.

In general, supporting documentation should be kept in the project file and provided at the
Agency’s/Commission’s (or the Monitoring Team’s) first request.

VIII.7 OTHER COSTS

30 of 40 25/11/2020



What are other costs ?

Other costs are those costs arising directly from requirements imposed by the grant agreement.
In the frame of the LIFE programme, costs related to ‘Financial Support to third parties’
should also be charged under this cost category with a clear indication of ‘Financial Support’
in the description field of the budget or financial statement.

Other costs are eligible when:

®

The costs respect the eligibility criteria under Art. I1.19 of the grant agreement (see
also point V).

If the project requires the procurement of goods, the beneficiaries shall award the
contract to the tender offering best value for money or, as appropriate, to the tender
offering the lowest price. In doing so, they shall avoid any conflict of interests.

Examples of other costs :

costs of audit certificates required by the grant agreement;

costs related to dissemination of information and reproduction (e.g. purchase
dissemination materials/products...)

printing (e.g. of dissemination material or posters).

costs related to specific evaluation of the action

translation costs

charges for financial guarantees required by the grant agreement;

bank charges of the co-ordinating beneficiary related to opening a specific bank
account for the grant agreement (unless already included in the indirect costs);
subscription fees for fairs and events/conferences;

costs of organising seminars, workshops, conferences (unless a subcontract has been
concluded with a service provider, in which case these costs should be charged under
“Subcontracting”);

travel and subsistence allowances of persons who are not under personnel costs
(conference speakers, volunteers...);

Financial Support to third parties

Financial support to third parties can be provided to assist entities outside the project
partnership (e.g. non-profit organisations, local authorities or citizens groups) in the
implementation or development of local initiatives that will contribute to the project’s
objectives.

The following should be provided to the Agency/Commission at the time of the proposal :

why financial support should be provided to third parties;
how the process will be managed;
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- a list of the different types of activities for which a third party may receive financial
support;
- adescription of the results to be obtained.

Costs related to financial support will only be considered eligible if:

- this type of support is foreseen in the proposal/budget, described and justified as
requested above;

- the criteria for allocation and financial support are transparent, non-discriminatory and
clearly documented;

- the support is provided to legal entities and regulated by specific contracts;

- The maximum amount allocated to any third party involved may not exceed EUR
20,000 (traditional projects)/EUR 60,000 (integrated projects) and the total amount of
such costs overall may not exceed EUR 100,000 (traditional projects)/EUR 200,000
during the lifetime of the project.

When submitting the final financial statement, additional supporting documents may need to
be submitted by each of the beneficiaries to the Agency/Commission if requested.

In general, supporting documentation should be kept in the project file and provided at the
Agency’s/Commission’s (or the Monitoring Team’s) first request.

VIIL.8 ELIGIBLE INDIRECT COSTS (OVERHEADS)

They are subject to a flat-rate of up to a maximum of 7% of the beneficiaries’ total eligible
direct costs excluding costs for land purchase/long-term lease of land/one-off compensations
for land use rights. The flat rate is defined in Annex III to the grant agreement. Indirect costs
do not need to be supported by accounting documents.

Any organisation receiving an operating grant from the EU for the period of the project or
parts of the period cannot claim the flat rate for the period in question.

For grants as of 2017, indirect costs for the period(s) covered by the operating grant could be
claimed if the beneficiary concerned can demonstrate that the operating grant does not cover
any costs of the project. For grants 2014-2016, the above can also be envisaged, but please
note that beneficiaries in that situation should then request an amendment to their
existing grant agreement.

What does this mean in practise?

Where the operating grant of the beneficiary covers the entire usual activity of the beneficiary,
the latter is not entitled to claim any indirect costs under an action grant (i.e. for specific
project like e.g. the LIFE traditional projects, Integrated Projects, Capacity Building projects,
etc...). Indeed, in that case the operating grant covers the entire overheads needed for the
functioning of the beneficiary. Paying indirect costs under the action grant would therefore
lead to double financing

Where the operating grant covers only part of the usual activity of the beneficiary indirect
costs under the action grant may be considered eligible if the beneficiary is able to
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demonstrate clearly that the operating grant does not cover any costs (including overheads)
incurred in relation to the action grant.

To demonstrate this, the beneficiary must:

a. use analytical cost accounting that allows to separate all costs (including overheads)
attributable to the operating grant and the action grant. For that purpose the beneficiary must
use reliable accounting codes and allocation keys ensuring that the allocation of the costs is
done in a fair, objective and realistic way.

b. record separately: all costs incurred for the operating grants (i.e. personnel, general running
costs and other operating costs linked to the part of its usual annual activities), and all costs
incurred for the action grants (including the actual indirect costs linked to the action)

IX. REVENUES

Besides co-funding from third parties, any revenue generated by the project needs to be
recorded and must be reported to the Agency/Commission at the latest in the final financial
report. As of call 2019, only revenue generated by the project for beneficiaries and affiliated
entities other than non-profit organisations needs to be reported in the financial statements.

For call 2020, in-kind-contributions to match the volunteer cost should also be included under
the ‘revenue’ part in the financial statement as well as in the budget where it should be
included under the co-financer’s section, clearly detailing that it concerns ‘in-kind-
contribution of volunteers’.

Account must be taken of revenue which is:
- established (revenue that has been collected and entered in the accounts),

- generated or confirmed (revenue that has not yet been collected but which has been
generated or for which the participant has a commitment or written confirmation) on the
date when the request for payment of the balance of the grant is established.

Revenue can be, for example, income generated by selling of a product, which is the core of a
project. Another example would be fees charged to third parties to attend conferences or
training events.

Beneficiaries are allowed to generate income, even DURING the project. They may use it, for
instance, as matched funding to the funding you receive from the E.U.

If beneficiaries would make net profit during the project, the EU funding will be reduced

accordingly on a pro-rata basis. This assessment is done at the level of the Consortium.

X. FINANCIAL GUARANTEES

Where required by the grant agreement, the beneficiary concerned shall provide a financial
guarantee from a bank or an approved financial institution established in one of the Member
States of the European Union.
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XI. CERTIFICATE ON THE FINANCIAL STATEMENTS AND ACCOUNTS

When is it needed ?

The following thresholds might be applicable for your grant agreement (please check your
grant agreement and subsequent amendments!!!)

Previous versions of the grant agreement might indicate the following :

1) For each project for which the total contribution in the form of reimbursement of actual
costs is at least EUR 300 000.

2) For each beneficiary for which the total contribution in the form of reimbursement of actual
costs as referred to in Annex III is at least EUR 325 000.

Grant agreements signed as of May 2018 indicate the following :

3) For each beneficiary and for each affiliated entity, if :
(i) the cumulative amount of payments the beneficiary requests as reimbursement of
actual costs is EUR 325 000 or more;
(1) the maximum grant amount indicated for that beneficiary and its affiliated entities
in the estimated budget as reimbursement of actual costs is EUR 750 000 or more.

Please note that the threshold might have been updated during subsequent amendments to the
grant agreement.

In case the threshold was changed further to an amendment, then costs for audits that were
already ordered by the beneficiaries up to the date of notification of the change of threshold,
can still be accepted as eligible cost.

Who should produce it ?

An approved auditor or, in case of public bodies, by a competent and independent public
officer. It can either be the auditor designated by the coordinating beneficiary or the auditor
designated by the associated beneficiary concerned. The cost will need to be declared by the
beneficiary that has incurred the cost of the audit.

What should be included ?

The certificate should be drawn up in accordance with Annex VII.

It shall clearly and explicitly certify that the costs declared in the final financial statement by
each beneficiary or its affiliated entities for the categories of costs reimbursed in accordance

with Article [.3(a)(i) are real, accurately recorded and eligible in accordance with the
Agreement.
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In addition, for the payment of the balance, it shall certify that all the receipts have been
declared.

For practical reasons, an audit report for an individual associated beneficiary may be issued
separately and by a different auditor, as long as the auditor of the coordinating beneficiary
includes and refers to any separate individual audits in the conclusions of the main audit
report.

Internal auditors of public bodies and corporate entities can be considered as 'independent’ and
can provide the required audit report if the internal auditor is:
- is a certified auditor, and
- independent from and not under the direct control of the person who signs the
payment request and the financial statement
In such cases, the costs of the internal auditor may be reported under 'personnel' provided that
appropriate time sheets are maintained.

With a view to avoid delays in the submission of external audit certificates, beneficiaries
should select and contract the external auditor well before the financial report is due.

XII. PAYMENT SCHEME

The grant to the action shall be paid in several instalments as stipulated in your grant
agreement (Article 1.4). Depending on the type of project it may include a first pre-financing,
second/third pre- financing, an interim payment and payment of the balance.

Payments will occur in accordance with the provisions of Articles 1.4, I1.23 (for grants 2014-
2016 only), I1.24 and I1.25 of the grant agreement.

Requests for payments (in line with the Article 1.4 of the grant agreement) should be
submitted in accordance with the reporting schedule defined in Annex II.

XIII. REPORTING

Further guidance on the templates to be used for the technical and the financial reporting as
well as on how to complete them will be published on the LIFE website in the LIFE toolbox
found at https://ec.europa.eu/easme/en/section/life/life-reporting ).

XIV. CHANGES TO THE GRANT AGREEMENT

Please note that every amendment is a time-consuming process and leads to more
administrative burden, so please make sure that you provide correct information before
signing the grant agreement.

You should also be aware that if an amendment request is launched and a payment should be
done at the same time, the payment can be suspended if it is impacted by the amendment until
the amendment process is closed.
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Amendments shall have neither the purpose nor the effect of making changes to the grant
agreement which might call into question the grant award decision.

Any amendment to the Agreement must be made in writing.

Only substantial changes require a formal amendment of the grant agreement and will only be
accepted in duly justified cases. Amendments can be done in 2 ways, either by contract
amendment or by a simple letter amendment. Other non-substantial changes can be approved
by exchange of e-mails (or through approval of progress/mid-term reports if the change
request is clearly highlighted in the report).

Substantial amendments to the grant agreement require the signature of both, the
Agency/Commission and the coordinating beneficiary. For letter amendments, the request
made by the coordinating beneficiary is originally signed and the acceptance letter of the
Agency/Commission as well. In case of a contract amendment, both coordinating beneficiary
and the Agency/Commission sign.

Examples of substantial changes that require a formal ‘amendment to the Grant
Agreement’ are:

(a) Significant changes to the nature of actions or deliverables;

(b) Changes of the legal status of the coordinating beneficiary or of an associated
beneficiary

(©) Changes to the project partnership structure;
(d) Changes to the duration of the project period as specified in Article 1.2.2;

(e) Changes to the provisional project budget, shifting more than 20 % of the maximum
amount as specified in Article 1.3 between two or more categories of actual costs.

If the amendment concerns the termination of the participation of a beneficiary, please note
that the beneficiary concerned is requested to submit to the coordinating beneficiary its input
to the final report (technical, financial and supporting documents), at the time of the signature
of the amendment. Non-submission of a final report of a withdrawing beneficiary could imply
that eventual costs of this beneficiary are considered as zero by the Agency/Commission, if as
a result no evidence of completion of tasks is provided.

Non-substantial changes :

Non-substantial changes and changes to the content of actions or deliverables that improve the
quality or quantity of the results achieved in relation to the foreseen actions, deliverables
and/or targets, without modifying their nature nor affecting their overall cost-benefit ratio are
considered to be minor changes. The Coordinating beneficiary shall inform the
Agency/Commission of these and other minor changes in a report pursuant to Article I1.23.
Minor changes can be accepted by the Agency/Commission by e-mail, by factual acceptance
or through the acceptance of the eligibility of the related actual costs at the time of final
payment. In order to be assured about their eligibility, individual costs not explicitly foreseen
in the budget are incurred, it is recommended that the Coordinating beneficiary discusses the
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issue with the external monitor to clarify the applicable rules, and if appropriate request prior
authorisation of the Agency/Commission.

XV. RELATIONS AMONG BENEFICIARIES

In case a project includes associated beneficiaries, partnership agreements should be signed
between the coordinating beneficiary and each associated beneficiary’. A model partnership
agreement is available on the LIFE web page.

These agreements should establish routines for when and how the associated beneficiaries
submit their project reporting, including financial information to the coordinating beneficiary.
Experience shows that collecting documents every quarter is a minimum to ensure adequate
financial management.

The partnership agreements should also clarify the obligations of the associated beneficiaries
in case of audit.

XVI. BUDGET TRANSFERS

Budget transfers within the flexibility mentioned in Agreement (Art. 11.22), should be
included in the Final Financial Statement (i.e. in the Cost Summary sheet of the Financial
Statement — part that has to be completed by the Coordinating Beneficiary).

Beneficiaries are allowed to make changes to the budget through :
- transfers between beneficiaries,
- and up to a limit of 20% of the overall eligible costs, transfers between the different
budget categories
on condition that the project is implemented as described in Annex II.

Please note that a shift of budget to cover costs of subcontracting that was not foreseen in the
budget, would require a prior approval of the subcontracting by the Agency/Commission.

° Meaning that an individual agreement with each of the associated beneficiaries or one single agreement
grouping all the beneficiaries is acceptable.
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XVII.

PAYMENT SCHEDULE

For all action grants excl. Integrated Projects:

1st pre-financing
(might be subject to
the receipt of a
financial guarantee)

Further pre-financing(s)

Final payment

No Mid-term
report 70% 0% | max. 30%

30% or 40% (as of max. 30% or 20% (as
1 Mid-term report call 2019) 40% | of call 2019)

30% or 40% (as of max. 30% or 20% (as
2 Mid-term reports call 2019) 20% per report | of call 2019)

In exceptional cases, the percentage of pre-financing might be reduced if the coordinating

beneficiary does not pass the financial viability check.

For Integrated Projects:

Integrated projects will receive a first pre-financing of 20% of the Union Contribution (might
be subject to a financial guarantee). Further interim payments can be made as long as the
maximum of 80% of Union Contribution for all pre-financing/interim payments combined is

not exceeded.

In exceptional cases, the percentage of pre-financing might be reduced if the coordinating

beneficiary does not pass the financial viability check.
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DECLARATION BY AFFILIATE

The undersigned,.............cooeviiiiiiiiiiiiiiiiiiiinenn. (name &  title), representing
.................................. (name  of  the  organisation)  with  legal  address
............................................................................ in the frame of LIFE project
‘LIFEXX XXX/XX/XXXXXX affiliated with ..........coooiiiiiii (name of
the beneficiary) declares that it is not in one of the situations mentioned below :

a) the affiliate is bankrupt, subject to insolvency or winding-up procedures, its assets are
being administered by a liquidator or by a court, it is in an arrangement with creditors, its
business activities are suspended, or it is in any analogous situation arising from a similar
procedure provided for under EU or national laws or regulations;

(b) it has been established by a final judgment or a final administrative decision that the
affiliate is in breach of its obligations relating to the payment of taxes or social security
contributions in accordance with the applicable law;

(©) it has been established by a final judgment or a final administrative decision that the
affiliate is guilty of grave professional misconduct by having violated applicable laws or
regulations or ethical standards of the profession to which the applicant belongs, or by having
engaged in any wrongful intent or gross negligence, including, in particular, any of the
following:

1) fraudulently or negligently misrepresenting information required for the verification of
the absence of grounds for exclusion or the fulfilment of eligibility or selection criteria or in
the performance of a contract, a grant agreement or a grant decision;

(i1) entering into agreement with other applicants/affiliates with the aim of distorting
competition;

(i11))  violating intellectual property rights;

(iv)  attempting to influence the decision-making process of the Agency/Commission
during the award procedure;

(v) attempting to obtain confidential information that may confer upon it undue
advantages in the award procedure;

(d) it has been established by a final judgment that the affiliate is guilty of any of the
following:

(1) fraud, within the meaning of Article 3 of Directive (EU) 2017/1371 of the European
Parliament and of the Council and Article 1 of the Convention on the protection of the
European Communities' financial interests, drawn up by the Council Act of 26 July 1995;

(i1) corruption, as defined in Article 4(2) of Directive (EU) 2017/1371 or Article 3 of the
Convention on the fight against corruption involving officials of the European Communities
or officials of Member States of the European Union, drawn up by the Council Act of 26 May
1997, or conduct referred to in Article 2(1) of Council Framework Decision 2003/568/JHA,
or corruption as defined in the applicable law;

(iii))  conduct related to a criminal organisation, as referred to in Article 2 of Council
Framework Decision 2008/841/JHA;
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(iv)  money laundering or terrorist financing within the meaning of Article 1(3), (4) and (5)
of Directive (EU) 2015/849 of the European Parliament and of the Council;

V) terrorist offences or offences linked to terrorist activities, as defined in Articles 1 and 3
of Council Framework Decision 2002/475/JHA, respectively, or inciting, aiding, abetting or
attempting to commit such offences, as referred to in Article 4 of that Decision;

(vi)  child labour or other offences concerning trafficking in human beings as referred to in
Article 2 of Directive 2011/36/EU of the European Parliament and of the Council;

(e) the affiliate has shown significant deficiencies in complying with main obligations in
the performance of a contract, a grant agreement or a grant decision financed by the Union's
budget, which has led to its early termination or to the application of liquidated damages or
other contractual penalties, or which has been discovered following checks, audits or
investigations by an authorising officer, OLAF or the Court of Auditors;

) it has been established by a final judgment or final administrative decision that the
affiliate has committed an irregularity within the meaning of Article 1(2) of Council
Regulation (EC, Euratom) No 2988/95;

(2) It has been established by a final judgement or final administrative decision that the
affiliate has created an entity in a different jurisdiction with the intent to circumvent fiscal,
social or any other legal obligations of mandatory application in the jurisdiction of its
registered office, central administration or principal place of business;

(h) it has been established by a final judgement or final administrative decision that an
entity has been created with the intent referred to in point (g);

1) for the situations referred to in points (c) to (h) above, the applicant is subject to:

@) facts established in the context of audits or investigations carried out by European
Public Prosecutor's Office after its establishment, the Court of Auditors, the European Anti-
Fraud Office or the internal auditor, or any other check, audit or control performed under the
responsibility of an authorising officer of an EU institution, of a European office or of an EU
agency or body;

(i1) non-final judgments or non-final administrative decisions which may include
disciplinary measures taken by the competent supervisory body responsible for the
verification of the application of standards of professional ethics;

(i11))  facts referred to in decisions of persons or entities being entrusted with EU budget
implementation tasks;

(iv)  information transmitted by Member States implementing Union funds;

(v) decisions of the Commission relating to the infringement of Union competition law or
of a national competent authority relating to the infringement of Union or national competition
law; or

(vi)  decisions of exclusion by an authorising officer of an EU institution, of a European
office or of an EU agency or body.

SIgNAtUIE & .ot
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