
annex 10
examples of supporting documents by type of expenditure to be included in payment files (records of expenditure)

· Works, supply and service contracts – grants
Depending on the contract or grant award procedure concerned, the supporting documents are as follows:

“Consultation” part:

· Pro forma invoices;
· Tender dossiers or call for proposals documents;
· Proof of sending dossiers to tenderers;
· Confirmation of receipt of tenders/proposals;
· Minutes of the tender/proposal opening session;
· Tender/proposal evaluation report;
· Contract/grant award proposal;
· Head of Delegation's letter of approval of the award of the contract/grant.
“Contract” part:
· Works, supply or service contract;
· Grant contract;
· Letter of contract;
· Order form;
· Confirmation of the order by the contractor, supplier or service provider.
“Certified correct” part:
· Delivery note or acknowledgement of receipt;

· Provisional/final acceptance certificate for supplies;

· Works progress report duly approved by the works inspector;

· Provisional/final acceptance certificate for works;

· Report on services provided duly approved and dated;

· Grant implementation report duly approved and dated;
· Invoice endorsed with words "certified correct".
Each delivery note or acknowledgement of receipt must be signed by a person other than the person who signed the corresponding order form.

“Payment” part:

· Paid invoice;

· Financial guarantees (in copy);

· Debit note;

· Bank statement;
· Receipted payment request;

· Proof of receipt by the contractor, supplier or service provider;

· Technical and financial report (grants).

Invoices must be made out to the project or programme estimate concerned and mention the name and address of the contractor, supplier or service provider, the date and number of the invoice, clearly identify the works, supplies or services provided, the number of units supplied and their unit price, the total amount to be paid, the means of payment and the contractor, supplier or service provider’s acquittance.
· Staff costs

The various supporting documents may be as follows:

If need be, costs of civil servants/other staff from the beneficiary country seconded to the project:

· List of the persons concerned;

· Receipted statements of allocations, allowances or any other financial benefit paid to them.

Costs covered by the imprest component of the budget of the programme estimates in relation to non-civil servants and other staff recruited for project requirements:

· List of the staff concerned;

· Copies of their employment or work contracts and any addenda thereto;

· Receipted statements for monthly wages (advance and balance payments separately, where appropriate), allocations, allowances or payments of social benefits in the form of signed statements of salaries with indication of payment or individual pay slips or other documents initialled by the employee;

· Any other proof of payment, e.g. copies of cheques and cash receipts;

· Copies of documents relating to tax and social security contributions covered by the imprest component of the budget of the programme estimate;

· Leave statements;

· On completion of the employment contract or in the event of dismissal, the statement of allowances paid, proof of their payment and acceptance of the full and final settlement signed by the person concerned.

Reimbursable travel expenses and/or travel allowances:

· Mission orders signed by the person authorised to approve the mission and the person on mission;

A mission order is a document personally authorising a member of staff to carry out a specific task for a fixed duration at (a) precise location(s) which is(are) distinct from his or her normal place of work. A mission order must therefore be issued in the person's name and stamped wherever possible on departure, en route and on arrival as proof of actual travel.

· Receipted statement of the employee's mission expenses and daily allowances (per diems);

· Ticket stubs or tickets for the means of transport;

· Boarding card(s) for each flight taken; Exceptionally, for original boarding cards which, in certain cases, are not provided by the airline company, any other form of proof may be accepted (list of presence for participation to a meeting for example) provided that the person concerned undertakes not to be refunded by any other means of this expense.
· Proof of payment of the ticket or invoice for the means of transport;

· Approved mission report.

· Cost of vehicles
The various supporting documents are as follows:

· List of vehicles whose running costs are covered by the imprest component of the budget of the programme estimate; 

· Records of running expenses for vehicles allowing expenses to be monitored by vehicle (analytical accounting), backed by relevant supporting documents (log books, invoices for fuel, servicing, spare parts, etc.).

The log book for each vehicle should contain the following information: type and make of vehicle, the registration number, the name of the user, the reason for each trip, trips made, daily kilometrage/mileage, the amount of fuel put in the tank and the price paid each time, and average consumption.

All supporting documents should carry the registration number of the vehicle concerned.
· Seminars, workshops and meetings 

The various supporting documents may be as follows:

· Attendance list signed by each participant for each session;

· Receipts of allowance paid to each participant;

· Minute of the meeting;

· Evaluations of the participants.
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