
annex 10
examples of supporting documents by type of expenditure to be included in the full financial report 
This annex provides a list of the types of accounting records and documents which are normally kept and frequently used for the financial management of a Programme Estimate Imprest Component. Commission staff and/or an auditor contracted by the Commission may wish to review and verify these records and documents. This list is indicative and for information purposes only. 

A file containing electronic versions of the scanned documents which relate to the expenditure claimed in the financial report shall be attached to the full financial report.

Frequently used accounting and internal control records and documents

Source documents in support of financial transactions and for accounting purposes

Source documents are the physical basis upon which transactions are recorded. Source documents are typically retained for use as evidence when auditors later need to verify that transactions have, in fact, occurred.

Examples of typical source documents are:

· proof of commitments such as contracts and (purchase) order forms;

· proof of delivery of services such as approved reports, time sheets, transport tickets, proof of attending seminars, conferences and training courses (including relevant documentation and material obtained, certificates) etc.;
· proof of receipt of goods such as delivery slips from suppliers;

· proof of completion of works, such as acceptance certificates;

· proof of purchase such as invoices (of suppliers and service provides) and receipts; 

· proof of payment such as bank statements, debit notices, proof of settlement by the contractor;

· payroll forms and documents which provide details of salaries paid, taxes withheld, deductions for social security and other salary elements (e.g. vacation pay, allowances).
Equipment and supplies (capital expenditure):
· asset register and reconciliation of asset values with trial balance and/or general ledger accounts;
· asset transfer memorandum.
Records and documents for procurement of works, supply and service contracts and grants

The Imprest Administrator must keep a list of ongoing contracts (procurement and grants) which should show contract date, type of contract, contractual period and amounts paid and to be paid.

Depending on the procurement or grant award procedure supporting documents may include:

“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;

· letter of approval from Head of Delegation's awarding the contract/grant.

“Contracting” part:
· works, supply or service contract;

· grant 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 approved by the works inspector;

· provisional/final acceptance certificate for works;

· report on services provided approved and dated;

· grant implementation report approved and dated;
· invoice endorsed with "certified correct".

.

“Payments” part:

· paid invoice;

· financial guarantees;

· debit notes;

· bank statements;
· technical and financial reports (grants).

Costs of Activities

Example of documents for activities such as seminars, workshops and meetings:
· -
attendance lists signed by delegates and evaluations from delegates;

· -
receipts for allowances paid to delegates;

· -
minutes of meetings;

· -
presentation materials (e.g. PowerPoints etc.);
· -
brochures and pamphlets.
Staff costs

· Staff and payroll records such as employment contracts, salary statements and time sheets. For local staff recruited on fixed-term contracts, details of remuneration paid broken down into gross salary, social security charges, insurance and net salary;
· Staff register by function and by name, indicating monthly and total annual gross pay;

· Documents and evidence for reimbursable travel expenses and/or allowances such as:

· Travel orders (a travel order is a document 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/her normal place of work;
· Declarations of staff travel expenses and daily allowances (per diems);

· Tickets for transport (e.g. train, bus, plane) and boarding passes;

· Mission reports.

Vehicles Operating Costs 
· Vehicle logbooks. A vehicle logbook should contain the following information: vehicle type and make, vehicle registration number, the name of the user, the reason for use, meters start and end position (kilometres/mileage) and details of fuel usage (fuel type, litres, costs). The Financial Management Toolkit provides an example of a vehicle logbook.

Administration – Office Running

· Contracts for the rent of office and equipment;
· Invoices for utilities - water , electricity and gas;
· Insurance policies.

Financial Costs

· Details of interest charged such as periodical bank specifications;

· Bank guarantees

Accounting 

· Accounting records (computerised or manual) such as trial balance, general ledger and sub-ledgers;

· Statements of the monitoring of the advances/pre-financing paid and recovered during the implementation of the contracts signed by the imprest administrator and financed by the imprest component;
· Statements of the monitoring of the financial guarantees for contracts signed by the imprest administrator and financed by the imprest component;
· Proof that taxes and/or VAT that have been paid cannot actually be reclaimed. 

Internal control

· Bank reconciliations;
· Records and reports for cash counts;
· Records and reports for stock takings;
Records and documents to prepare the financial report

· Trial balance, general and specific ledgers;
· Intermediate and support tables;
· Expenditure breakdowns and listing with details of financial transactions and journal entries 
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