
FINANCIAL MANAGEMENT

 Guidelines for financial management

 Eligible costs

 Co-funding

 Budget transfers

 Actual vs. Unit costs

 Equipment

 Subcontracting

 Staff costs

 Travel and Stay

 Financial supporting documents

 Partnership  agreement



FINANCIAL MANAGEMENT

Eligible costs

 Incurred during the eligibility period (15-01-2021 to 14-01-2024)

 Included in the proposal and necessary for project 

implementation

 Identifiable and verifiable (accounting records of the 

beneficiary)

 Comply with the requirements of applicable tax and national 

legislation

 They are reasonable, justified and efficient

Ineligible costs (e.g. furniture, mobile phones, repairs, activities in 3rd

countries, exchange losses,…)

GeoTAK



FINANCIAL MANAGEMENT

Co-funding principle

Grant (combination of actual costs/unit costs): 

Calculated so as to require co-funding to implement the project

Co-funding: 

• other expenses (e.g. overhead costs, furniture for labs) or higher 

expenditure than unit cost values

• not taken into account for the calculation of the Grant

• requested with final report for information purposes

Amount of the Grant ≠ Total costs of the project

GeoTAK



FINANCIAL MANAGEMENT

Budget transfers

 Budget may be adjusted 

by transfers between 

general budget headings 

(up to 10%)

 Justifiable with regards 

to the objectives and 

overall funding of the 

project

 The total grant can never 

be exceeded 

 Ceilings: Staff (40%); 

Equipment (30%); 

Subcontracting (10%)

Overall Project Budget

ANNEX III of Grant Agreement

Maximum Grant contribution to the project costs

GeoTAK



FINANCIAL MANAGEMENT

 ACTUAL COSTS:  based on the principle of the expenses 

actually incurred (equipment; sub-contracting)

 UNIT COSTS: a fixed contribution which is multiplied by the 

specific number of units to cover the costs related to the 

implementation of a specific activity or task. It is not necessary 

to justify the costs actually incurred, but to prove that the activity 

has been properly implemented (staff, travel and stay)

* Both types require specific supporting documentation

Types of costs

Examples:

•In a travel activity for teaching purposes, the teaching activity should be sufficiently 

documented (participation lists, certificate of attendance,…)

•Staff costs for the elaboration of manuals must be backed up by the presence of results, 

copyrights respected and contents correspond to what was proposed in the application

GeoTAK



FINANCIAL MANAGEMENT

Equipment costs

 Equipment costs will be reimbursed on the basis of the 

eligible costs actually incurred (actual costs)

 Exclusive for partner country higher education institutions

 Recorded in the inventory of the institution

 All equipment purchased with the Erasmus+ CBHE funds 

must bear an Erasmus+ sticker provided by the Agency

 VAT is not considered as an eligible project cost. 

Therefore, the measures for the exemption should be 

launched sufficiently in advance to the purchase

VAT exemption letter

GeoTAK



FINANCIAL MANAGEMENT

Equipment costs

 Follow principles of transparency and equal treatment of 

potential contractors and avoid conflicts of interests

 Equipment purchase > 25 000 EUR: tendering process, 

collect offers from at least 3 suppliers and retain the one 

offering best value for money

• Each tendering procedure must contain at least the following 

elements:

o Invitation to tender

o Tender specifications

o Minutes of the tender opening

o Tender evaluation report from the evaluation committee

o Commercial offers

• Beneficiaries must clearly document each tendering 

procedure and retain all the documentation in particular for 

audit purposes

GeoTAK



FINANCIAL MANAGEMENT

Equipment costs

Supporting documents

 Invoice(s) and bank statement(s) for all purchased 

equipment

 For equipment with a total value of more than EUR 

25.000, a copy of the invoice(s), documents of the 

tendering procedure and the competitive offers from 3 

suppliers

 Proof that the equipment is recorded in the inventory of the 

institution

GeoTAK



FINANCIAL MANAGEMENT

 Subcontracting costs will be reimbursed on the basis of the 

eligible costs actually incurred (actual costs)

 Only those tasks identified in the proposal

 Publishing of teaching books

 Promotional booklets

 Translation services

 External auditory

 External evaluation

 Subcontracting must be done on the basis of a contract, 

including date, project number and signature of both parties

 Beneficiaries and their staff members are not allowed to 

be subcontracted

Subcontracting costs

GeoTAK



FINANCIAL MANAGEMENT

Supporting documents

 Invoices, subcontracts and bank statements

 In the case of travel activities, copies of travel tickets, 

boarding passes, invoices and receipts

 Tangible outputs/products

Subcontracting costs

GeoTAK
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FINANCIAL MANAGEMENT

Exchange rate

GeoTAK



FINANCIAL MANAGEMENT

 Staff * costs are calculated by multiplying the unit cost

(corresponding to the applicable category of country and staff) 

by the total number of days spent on the implementation of 

the project per staff member

 Staff categories (based on the nature of the work done):

 Managers (legislators, senior officials and managers) 

 Researchers, teachers and trainers (RTT)

 Technical staff (technicians and associate professionals)

 Administrative staff (secretarial duties)

 Declared working days per individual will not exceed 20 days 

per month or 240 days per year

Staff costs

* Existence of a formal employment relationship between the employee and the beneficiary institution

GeoTAK



FINANCIAL MANAGEMENT

Unit costs for staff
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FINANCIAL MANAGEMENT

Supporting documents

 Formal employment contract between the employee and the empoyer

 Joint Declaration (JD) signed by the person performing the activity, 

countersigned and stamped by the responsible (e.g. rector, dean) in the 

institution

 Time-sheets (TS) attached to each JD, signed by the person concerned 

and countersigned by the responsible in the institution

 Any material evidence to verify that the declared workloads correspond 

to actual activities/outputs (e.g. attendance lists for lectures, tangible 

outputs / products, etc.)

Staff costs
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FINANCIAL MANAGEMENT

Unit costs calculated taking into account the travel distance (for 

travel costs) and the duration in days (for costs of stay).

Travel and Stay costs

Supporting documents

 Individual Travel Report (ITR) 

 Travel tickets, boarding passes with points of departure and 

destination, dates and name of the person travelling, invoices, receipts, 

 Proof of attendance in meetings and/or events, agendas, tangible 

outputs/products, minutes of meetings). 

 It will not be necessary to prove the actual cost of the travel.

GeoTAK



FINANCIAL MANAGEMENT

Unit costs for travel

Travel distances calculator

(http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm) 

GeoTAK
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FINANCIAL MANAGEMENT

Unit costs for stay

Based on the duration of the activities of the participants

Unit costs for staff unit costs for students

GeoTAK



FINANCIAL MANAGEMENT

Unit costs Real costs
Reimbursed to 

project staff

Balance 

(UC-RC)

Travel 1 360 310 ?

Travel 2 360 520 ?

Travel 3 360 200 ?

… … … …

Travel 100 360 300 ?

Scenario 1 

TOTAL 36.000 37.000 -1.000

Scenario 2 

TOTAL 36.000 35.000 +1.000

TRAVEL COSTS (Example)
4 meetings, 25 participants each, destination 2500 km =360 €

GeoTAK



Joint declaration

FINANCIAL MANAGEMENT

Overview of supporting documents per budget headings

Keep originals (auditing)

Send readable scanned 

copies to the coordinator

Audit certificate with 

the Final report

GeoTAK



FINANCIAL MANAGEMENT

Partnership Agreement

• A Partnership Agreement is a commitment 

complementary to the Grant Agreement signed 

with the Executive Agency and to the mandates 

signed by each beneficiary

• Partnership Agreement must be signed by the 

coordinating institution and the beneficiaries. It 

must be provided to the Executive Agency within 6 

months of the signature of the Grant Agreement.

GeoTAK

Visual identity, logos and disclaimers

https://cbhegrantholders2021.eu/resources

More information in the Grant Agreement (Annex II of the 

Partnership agreement) and in the following link:

https://eacea.ec.europa.eu/about-eacea/visual-identity-and-logos-eacea/erasmus-visual-identity-and-logos_en
https://cbhegrantholders2021.eu/resources

