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1.
Claim for Reimbursement

The following documentation is to be attached to each claim for reimbursement:-

· Original Invoices and original receipts clearly dated.  Original invoices and receipts must be stamped with the project stamp and certified correct in blue ink by the Project Leader.  

· An original letter requesting the RA to reimburse expenses incurred.  A sample is annexed 
· If the Beneficiary considers VAT as an eligible cost, a declaration from the VAT department stating that the Beneficiary is not entitled to claim VAT.  This is to be submitted at application stage
· Evidence of correct public procurement eg. three quotations 

· Financial Identification Form (Beneficiary’s details) to be completed (where applicable)
	General requirements

Original invoices/receipts are to be:-

1. Clearly dated

2. Uniquely numbered

3. Invoices should depict the VAT registration no

4. Amounts need to be clearly visible and in a specified currency

5. VAT is to be quoted separately

6. The invoice/receipt should contain information on the item/s procured

7. Signed and dated by the project leader

8. Stamped by Project Stamp

9. stamped by Organisation official stamp (if available)

10. Numerated in pencil according to the invoice sequence number

In case of small sized fiscal receipts, these are to be attached to a blank sheet with relevant stamps and signatures as per the above general requirements


1.1
Staff costs
Staff members who have a normal working contract with the organization and who dedicate a number of their normal working hours to the project may claim such contribution under the respective fund.  However, internal staff costs are not eligible if they arise from the organisation’s day-to-day duties or if they are not specifically related to the project.  Payments for unfair dismissal, redundancy payments, golden handshakes, insurances (eg. Health) and payments into private pension scheme are considered ineligible.


Calculating the hourly rate

Internal staff costs are calculated on the basis of the following formula:

Eligible staff costs = hourly rate * number of hours worked on the project

Where hourly rate = 
________Annual Salary____________




Total number of hours worked in a year

And where the number of hours worked on project must be supported by detailed time sheets.

Annual salary may include the employer’s national insurance, statutory bonuses as well as fixed allowances.  Documentary evidence in support of such fixed allowances must accompany each claim.

The total number of hours worked in a year is calculated as follows:

{(The number of weeks in a year* number of working days in a week) – (vacation leave + public and national holidays not falling either on Saturday or Sunday)] * number of hours worked each day

Eg. [(52 weeks * 40 hours) – (192 hours vacation leave + xx hours public holidays)] = xxxx hours worked in a year

Project Leaders should always refer to and the staff costs calculator attached with the MoP with the claims for reimbursement.

To include internal staff costs as part of a project, the Project Leader must ensure that the following documentation is attached to the claim:

-
A copy of the contract of employment of the employee for whom staff costs are to be charged.

-
Letter of Assignment;
· details of tasks to be delegated

· gross salary/rate of remuneration

· hours of work

· conditions of employment

· period of time over which tasks have to be carried out

-
Staff costs calculator
-
Detailed Timesheets, which should include the tasks carried out related to the project.  Those hours and tasks dedicated to the project are to be in bold format for ease of reference.  Original timesheets and payslips are to be endorsed by the person carrying out the work and the Project Leader.  If the Project Leader is claiming the cost of own salary, the documentation should be signed by a Superior (i.e. double signatures by the Project leader are not accepted)

-
Documentary evidence of fixed allowances if these are being included in the calculation of hourly rate;

-
Proof of payment to the employee eg. A copy of the relevant documentation showing the transfer of funds from the Treasury incase of public entities and bank statements in case of non-public organizations or a declaration from the persons issuing the salary and a counter declaration by the employee confirming that s/he has received the salary;

· Depending on the status of the beneficiary, a declaration from the accounting officer of the Beneficiary organisation stating that NI has been paid.
1.2
External Expertise

This consists of experts, controllers or other service providers who are contracted or employed to carry out certain tasks on the project (eg. Project coordination, website design, event organization and interpretation).  These are generally paid on the basis of definite contracts and are contracted/recruited solely for the project.  The principles of transparency, competition good governance and sound financial management overriding.

All parties including non-public entities should adhere to the principles of transparency, equal treatment and non-discrimination in case of the procurement of commercial services and national employment regulations in case of employment contracts.

The documentation requested for the verification of external staff costs should include the following documents related to procurement/recruitment process:

-
Contracts/Letters of Offer and Letters of Acceptance;

-
Timesheets and list of duties carried out during the respective timeframe;

-
Invoices and receipts or payslips;

-
Proof of transparency in the selection of the company/individual (eg. Of the newspaper adverts, quotations, tenders depending on the thresholds);

-
Proof of payment to the expert/external company

1.3
Other claims/costs

Receipts are to be issued in the Name of the Final Beneficiary

Fiscal receipts are to include:-

· A VAT Reg. number

· Receipt number (as different from an invoice number)

· Detailed description of goods/services* provided in connection to the project.  Sometimes breakdown of costs facilitates cross checking

· Cost of goods/services (exclusive of VAT) with VAT indicated separately
· Date of receipt

In case of bank transaction/transfer, evidence of payment should include value date of transaction (payment date), supported by a detailed description of goods/services provided.

* Description of Goods/Services provided should provide clear link in relation to the project itself.  If this is not feasible on fiscal receipts, supporting documentation should be provide to support such claim
Service providers such as consultants, researchers, administrators etc. should provide contract of service provision

· Should contract stipulate rate per hour, a timesheet specifically indicating in bold the hours allocated to the project is to be provided

· Should contract stipulate a fixed lump-sum for the overall service provision, a detailed description of the tasks performed in relation to the project is to be provided.

1.4
Travel & Subsistence costs

The documentation requested for the certification of travel costs should include the following:-

· Invitation to the seminar/training/conference from the hosting agency (if applicable)

· Agenda/Programme of visit of the event/activity

· Boarding passes
 and travel tickets;
· Quotations in connection with air tickets;

· A printed copy of the e-ticket (or airline ticket)

· In case of government departments a copy of the GA 27 form signed by the DCS

· In case of NGOs receipts in case of reimbursements of real costs 

· In case of conference fees:  copy of invoice together with original proof of payment or receipt

· Invoice/s issued by the travel agent and the respective receipts;
· The travel  report;

-
Original Statement of Expenditure (to be filled in by the travelling official) supported by original documents/receipts (taxis etc)

1.5
Per Diem & Contingency costs

The documentation requested for the verification of per diem costs should consist of the following:-

-
Subsistence statement of expenditure;

-
Copy of Funds Transfer Report and copy of Debit Advice from CBM or other bank accounts (representing the amount credited to the payee’s account);

-
A signed declaration by the person who received the per diem stating that the money has been received;

-
All other receipts (certified true copies) such as Taxi/Bus receipts in connection with contingency expenses;

1.6
Organisation of conferences/workshops

Project Leaders should attach the documentation listed below in order for the expenses to be considered eligible for reimbursement purposes:


-
Agenda and a signed attendance sheet;


-
Contracts (where relevant) together with invoices and receipts;


-
Any quotations/tenders to verify transparency in the procurement process

1.7
Administration costs

Direct general costs eg. rent of an office, equipment rental, postage, mail, fax, telephone, copying costs, consumables incurred solely in connection with the project.  The documentation required when claiming direct costs includes the following:-
· invoices and receipts;

· proof of direct relation of such costs with the project (eg. itemised bills)
1.8
Real Estate

· Produce a certificate from an independent qualified person or duly authorised official body establishing that the price does not exceed the market value

· Provide a copy of the bill of quantities in projects which include the carrying out of works in order to verify the contents

In case of subcontracting expenditure, a contract must be drawn up for each subcontracting activity and duly signed by both parties.  A copy of contract document is to be provided.  The costs claimed for subcontracting must tally with the invoices submitted by the subcontractors.

2.
Claim for Direct Payment to Service Provider
The following documentation is to be attached to each claim for payment:-

· Original invoice including:-

· Details of the Service provider/Supplier

· VAT Registration number

· Invoice number;

· Detailed description of goods/services* provided in connection to the project.  Sometimes breakdown of costs facilitates cross checking

· Evidence of correct public procurement.  Eg. three quotations etc.

· A Financial Identification Form of the Supplier/Service provider (Very Important)
	Notes:-

· In case of direct payment to suppliers/service providers, the service providers/suppliers receive 100% of the total amount inclusive of VAT.  Hence the beneficiary requires issuing a cheque payable to the Accountant General at the Treasury covering ineligible costs (and VAT when this is not eligible) and 25% of the eligible costs as per co-financing regulations stipulated in the Grant Agreement.  No payments will be effected by the Treasury prior to the Beneficiary’s contribution.
· In cases where salaries or depreciation apply, it is strongly recommended that payments are effected through the reimbursement method (the Beneficiary pays the total amount to the service provider).  The Beneficiary would then receive 75% of eligible costs provided that the procedures for claims for reimbursement are respected.

	Recommendations:-

Beneficiaries are to implement public procurement regulations in the spirit of good governance and ensure that equal opportunities prevail in all circumstances.  Requests for quotations should be ideally issued on the same date and the same information should be given to interested bidders.  The method of award should also be disclosed to bidders, eg. the cheapest technically compliant bid would be awarded the request for service.  Copies of the requests for quotations are to be retained.  Bidders are also to be notified when their quotation has been successful and when their bid would not be awarded.  An evaluation report justifying the chosen bidder should also be drawn up for filing purposes.
All evidence of payment is to be retained.  For the purposes of on-the-spot checks during and after the action and for accountable audit trail:-
a) In cases of services provided/food – retain related documentation, photos and/or videos

b) In cases of purchasing – retain related documentation and the object 

Public Procurement Regulations are to be respected (Contracts circular 11/2010, 13/2010, Legal Notice 296 of 2010):-

Vide Manual of Procedures Chapter 8 Contracting’
a) Threshold under €2,500 (Net of VAT)
When the estimated value of the procurement does not exceed €2,500 (Lm1042), the supplies, works and services can be procured by the contracting authority (departmental) directly by obtaining quotations or direct from the market.

If the contracting authority opts for a direct order, formal approval needs to be sought, at the discretion of the Head of Department, taking into consideration the amount involved, the urgency to procure the goods and services and the limitations of choice and availability.  For purposes of good governance the three quotation system is preferred.

In case of NGOs, formal approval needs to be sought and is at the discretion of the Head of the organisation

b)  Threshold between €2,500 and €6,000 (Net of VAT)
With reference to Contracts Circular No 44/2007 issued by the Director General (Contracts), when the estimated value of the procurement exceeds the €2,500 but does not exceed €6,000 (Lm 2,500), the supplies, works and services can be procured by the contracting authority (departmental) by means of a departmental tender, or by obtaining a public call for quotations or direct from the market.  Quotations or departmental tenders will need to be published in the Government Gazette.

If the contracting authority opts for a direct order, formal approval needs to be sought, at the discretion of the Minister responsible for that department, or by such member of the department as may be authorised by that Minister.  The same considerations as noted in 7.2.1 (a) apply.  In the case of public officers approval needs to be sought by the Permanent Secretary or otherwise, as instructed.

In the case of NGOs, formal approval needs to be sought and is at the discretion of the Head of the organisation.

c)  Tender in lots not exceeding the value of €25,000 (Net of VAT)

Same or closely similar supplies, works and services can be procured in lots during a period of months, taken that the tender does not exceed the value of €25,000 (Net of VAT).  Under these conditions, the same provisions and considerations under (a) and (b) apply.

d)  Threshold between €6,000 and €47,000 (Net of VAT)

When the estimated value of the procurement is between €6,000 and €47,000, the supplies, works and services can be procured by the contracting authority by means of a departmental tender published in the Government Gazette.

In the case of NGOs, where procurement is above the €6,000 threshold but does not exceed the €47,000 threshold, the supplies, works and services can be procured by the NGO by means of a departmental tender published in the national gazette

Tenders issued after 1st June 2010 are regulated under LN 296/2010.  The above rules are not exhaustive and the beneficiary should always refer to latest regulations covering public procurement.

Treatment of VAT

As a general rule, VAT is not considered as an eligible cost, if it can be claimed back from the VAT Department.  If the VAT is borne by the Beneficiary, then it can be considered as an eligible cost.  In such cases, the Beneficiary has to provide the RA with a declaration from the VAT stating that the Beneficiary is not in a position to claim VAT.

In the case of government departments, VAT is not considered to be an eligible cost.

Consultation Documents

Manual of Procedures (latest version)

EC Eligibility Rules (latest version)




SAMPLE LETTER FOR REIMBURSEMENT OF EXPENDITURE
Letter head of the Beneficiary Organisation
Claim Reference No.:-

Date:

Name of Project Leader,

Designation (Project Leader),

Name of Organisation,

Address of Organisation

Part A – to be filled in by the officer-in-charge accounts
NAME OF FUND & ANNUAL PROGRAMME YEAR – REIMBURSEMENT OF EXPENSES INCURRED/CLAIM FOR PAYMENT
The attached documentation constitutes expenditure incurred by the Name of Organisation for services rendered in connection with the project Project Reference number titled Project Title.  Expenditure amounts to € amount in euros.
In this regard you are kindly requested to take the necessary action so that reimbursement/payment of the total eligible expenditure is effected.

Proceeds should be credited to;-

(in case of public entities)





(in case of NGO’s)

Revenue Vote Number:





Account Number:
Line Item:






IBAN:








BIC:
Name of Officer

Officer-in-charge Accounts

Part B – to be filled in by the Project Leader

Head,

Responsible Authority

The attached documentation and covering form (insert reference number) are being referred for the necessary reimbursement/payment.  All transactions are being certified as correct and refer to expenses incurred in connection with the (insert project details).
________________________






____________________

Project Leader








Date
� Due to the necessity of documentary evidence, which includes copies of boarding passes, mobile check in is not permitted.
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