Estonia
Latvia
Russia

\\

Joint technical Secretariat
Auditer seminar

26 Novembey, 2013
Tartu, Estonia

ENPI cross border part-financed by
cooperation programme the European Union

united by borders

National accountancy supporting
documents
Siseriiklikud kulusig v ad

AThi s do dasimeemproduced with the financial assista I Latvia T Russia Cross
Border Cooperation Programme within European Neighbourhoed:and Partnership Instrument 2007 )

positon of t he Programme partici‘pating al ongside wi't



Programme  requirements /

Progr ammi n»uded

Eligible costs must be based on real costs and backed by supporting
documents during the project implementation ;

After grant award decision, the Beneficiary  is responsible for checking that
the expenditures are supported by invoices or accounting documents
understandable to third parties; have actually been paid out by the project
within the reporting period for activities described in the approved

application; and that the products or services have actually been delivered .

Abi k»Il bl 1t kud kulud peavad p»hinema reaal s

dokument aal sel t t »endat avad:

Par ast toetuse eral damise Ot sust on toet
et kul utused on t»endatud ar v edoeia vV »I doku

raamatupidamisdokumentidega, mis on arusaadavad kolmandatele
osapooltele; et kulutused on ka tegelikult projekti aruandlusperioodijoeksul
tasutud heakskiidetud taotluses kirjeldatud tegevuste eest, jaget tooted ja
teenused on tegelikult tarnitud ja osutatud.
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Programme  requirements /

Progr ammi n»uded

— Accounting records (computerised or manual) from the Beneficiary’s accounting
system such as general ledger. sub ledgers and payroll accounts. fixed assefs
registers and other relevant accounting information:

Indicative list of
. — Proof of procurement procedures such as tendering documents. bids from
supporting tenderers and evaluation reports:

documents can be

found in article — Proof of delivery of services such as approved reports. time sheets. transport

16.3 of the tickets (including boarding passes). proof of attending seminars. conferences and

General Conditions training courses (including relevant documentation and material obtained.
certificates). etc;

— Proof of commitments such as contracts and order forms:

— Proof of receipt of goods such as delivery slips from suppliers:

— Proof of completion of works. such as acceptance certificates:

Kuludokumentide — Proof of purchase such as invoices and receipts.
indikatiivne loetelu Proof of payment such as bank statements. debit notices. proof of settlement by
on saadaval the subcontractor:
| dt i ngi MU — For fuel and oil expenses. a summary list of the distance covered. the average
artiklist 16.3 consumption of the vehicles used. fuel costs and maintenance costs:

— Staff and payroll records such as contracts. salary statements. time sheets. For
local staff recruited on fixed-term contracts, details of remuneration paid. duly
substantiated by the person in charge locally. broken down into gross salary.
social security charges. insurance and net salary. For expaitriate and/or
European-based staff (if the action is implemented in Europe) analyses and
breakdowns of expenditure per month of actual work: assessed on the basis of
unit prices per verifiable block of time worked and broken down into gross
salary. social security charges. insurance and net salary.



Programme  requirements /

Progr ammi n»uded

The project must keep supporting documents for all
expenditure (receipts, invoices etc.). Originals of

these documents must be kept in the project's
accountancy files for  at least seven years after
receiving of the balance payment .

Projekt peab alles hoi dma Kk »i
dokumendid (kviitungid, arved jne). Nende
dokumenti de originaa/ltind tuleb

raamatupidamises v 2 hemal t._s;eil t peale.aas
| » p p ma lkekumist.



Source documents (Accounting  Act of the

Republic of Estonia) [/ Algdokument
raamatupi dami se seaduse

An accounting source document is a document which certifies a
business transaction and which contains the following
information:

< <<

< <

the name and number of the document;

the date of preparation of the document;

the economic substance of the transaction;

the figures relating to the transaction (quantity, price and
total amount);

the names of the parties to the transaction;

the addresses of the seats or places of residence of the
parties to the transaction;

the signature(s) certifying the business transaction, given by
the person representing the accounting entity. who records
the business transaction in the accounts thereof;

the number of the corresponding accounting entry



Source documents (Accounting  Act of the

Republic of Estonia) /Algdokument
raamatupi dami se seaduse

Raamatupidamise algdokument on majandustehingu toimumist

Ki nnitav t»end, mil | el peavad ol eme
dokumendi nimetus ja number;

koostamise kuup?2ev,;

tehingu majanduslik sisu;

tehingu arvn?2itajad (kogus, hi nd,
tehingu osapoolte nimed,;

tehingu osapoolte asu - v » | el ukoha aadressi d.
majandustehingut kirjendavat raamatupidamiskohustuslast

esindava isiku allkiri (allkirjad), mis kinnitab (kinnitavad)

majandustehingu toimumist;

Cvastava raamatupi dami sk g,fendi- | 2
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Types of costs  / Kululiigid

Human Resources [/ Inimressursid

Travel costs/ Reisikulud

Equipment and supplies / Seadmed ja tarvikud

Direct local office costs / Otsesed kohaliku kontori kulud
Other costs and external services / Muud kulud ja
sisseostetavad teenused

Infrastructure /  Taristu

In T kind costs / Mitterahalised kulud

Administrative costs / Halduskulud



V

V

General supporting documents

kul usi d t»endavad

Proof of purchase such as invoices and receipts / Ostu
t »endusdokumendi d nagu .arved ja Kk
Proof of payment such as bank statements, debit notices /

Makse t»endusdokumendi d nagu kont
maksekorraldused

Proof of delivery of services such as approved reports, proof
of attending seminars, conferences and training courses
(including relevant documentation and material obtained,

list of attendees, certificates), etc/ Teenuse kaatte s
t »endavad dokumendi d nagdu,..Ki nni t a
seminari st Kkonverent si/ siaviaj a ,kur s

(sh vastav dokumentatsioon ning saadud materjalid,
osalejate nimekiri, tunnistused) jne..



General supporting documents

kul usi d t»endavad

V The Beneficiary and project partner separate Accounting
records (computerised or manual) such as general ledger,
sub ledgers and payroll accounts, fixed assets registers and

other relevant accounting information / Toetusesaaja ja
projektipartneri eraldi raamatupidamislikud dokumendid

(kas arvuti p»hi sed v »inagh peanaamsatija k o o
pal gaarvestus, p»hivara registrid

raamatupidamismaterjalid



AHuman Resources i supporting documents

/

¢ Inimressursid ekulusid t»enda

dokumendid

Labour (employment) contracts ( in case of public servants and/or members of
management/controlling bodies current contracts, orders, appointment acts
and other documents (instructions, orders etc.) mandatory for particular
employment relationships, which legally defines and clearly identifies the
empl oyment relationship between the
organization;

A clear assignment including information on the extent of involvement with the
project, job description;

Documents that justify the calculation of the monthly rates of the staff of the
project, with identifiable Net salary, social security costs and other compulsory
taxes related to the staff costs;

Timesheets which prove the overall working time and the time spent on carrying

out activities for the project (name of the employee, date, time and detailed

etc)

staff

of

description of the activity),; thenti mesheet
assigned employee and by the employer;

Documents that justify payment of holiday pay I order on granting,ofleave, and
calculation of holiday pay;

Documents that justify payment of sickness leave - calculation of sick -pay;
Documents that terminate employment relationship I order on terminating

employment relationship with employee and calculation of sum that is due to the

redundancy of employee (for instance compensation of unused annual holiday
etc).

10



AHuman Resources i supporting documents /

¢ Inimressursid ekulusid t»enda
dokumendid

Too (t°°%v»twu) |l epingud (avali ku sektori jalv
] »us ol evad | epingud, korral dused, kaskkirj)a:
(juhi sed, korral dused |jne), mi s on kohustusl
m2aratlevad »iguslikult t°°vahekorra projekt]
vahel;

Selge t°°%;,l esannete m22aratlus koos informats
ulatuse ja t°°¢sl esannete kirjelduse koht a;
Dokumendi d, mi s t»endavad projekt.i t°°%tajate
netopalga va&alja toomisega, sotsiaal kindlustu

personalikulude kohustuslike maksetega;
To%ajat,abmilsg dt »endavad ¢(1 dist t°°%aega ja konlk

ellu viimiseks kulunud aega (t°°taja nimi, K
cksi kasjali k kirjeldus); t % ajatqahiel | al |l kir
Dokumendi d, mi s t»endavad pphhkusekogaldashja t as umi
puhkusetasu arvestust;

Dokumendi d, mi s

t »endavad -hahapgussahadehavebis; ma k s m
Dokumendi d, mis | »pétdadvasdht ©° $vlpteée ami se k2 sk
| »pet ami sel makstavate summade arvestus (nt
puhkuse eest jne).

11
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ATravel costs fi supporting documents /

¢ Reisikulud e kul usi d t»endavad

Orders issued by the institution regarding business trip of
particular employee;

Agendas or programmes of events;

Invitations to the events, if applicable;

Business trip report of the employee;

Invoices related to the business trip (invoice from hotel etc.);
Supporting documents (tickets, boarding passes, receipts etc.);
Copy of passport page with visa and originals of payment
documents for visa processing :

Originals of insurance documents ;

In case of using company car or private car, partner organisation
internal order on use of the respective car for Project

In case of renting the car I renting agreement and supporting
documents (invoices, receipts etc.)

Reports on mileage/petrol and documents that set out the average
consumption (if applicable);

Payment documents (payment orders, bank print -outs, receipts

etc).

12
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ATravel costs fi supporting documents /

¢ Reisikulud e kul usi d t»endavad d

Vastava t °°t aja t°°andja poolne | @2hetuskorral
i rituse pa@evakord v»i programm,;

Kut se ¢r it geeenasjgkohd&nea i;

L2hetuse aruanne;

L2hetusega seotud arved (hotelliarve |jne);
T»endavad dokumendid (piletid, pardakaardi
Viisaga passilehek¢l je koopia ja viisataot
originaalid;

Kindlustusdokumentide originaalid;

Asut us e/ etatudwvo» tvt»a eraauto kasutami sel par
sisekorral dus sell e koht a, et vastavat aut
Auto rentimise korral irendileping ja t»endusdokumenc
kviitungid jne);

Kilometraagi ja k¢tusekuhbhu dokumendi.d? mi ¢
k¢tusetarbe (kui see on rakendatav) ;
Maksedokumendi d (maksekorraldused, panga f

kviitungid jms).

13
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AEquipment and supplies i supporting

documents / $eadmed ja tarvikud e kulusid
t »endavad dokumendi d

Public procurement documents or sufficient audit trail in case no

procurement procedure was organized;

For equipment, supplies and vehicles with the cost over EUR 5 000 per unit
I the certificate of origin; with costs below EUR 5000 per unit I tenderer
can submit its own declaration;

Value assessment for second hand equipment;

Documents approving services supplied - supplies (delivery) agreement;
Invoices from suppliers;
Payment documents (payment orders, bank statements, etc);

Delivery and acceptance acts.

Avali ku hanke dokumentatsioon v »i val i ku g
el korraldatud;
Seadmete, tarvikute ja s»iduki 80p&HRI ¢ h mi

konta -p2ri tolusertifi kaat; K ui Kudsigt d- vorni=ba | | &
pakkumuse esitaja esitada oma deklaratsiooni;
Kasutatud seadmete puhul vadartuse hinnang,;

Dokumendid, mis kinnitavad teenuste saamist, tarvikute puhul tarneleping;

Tarnijate esitatud arved,;

Maksedokumendi d (maksekorral dused, kont o \
Tarnete ¢l eandmise/ vastuv»tu akti d. 14



O 000000

O O0000 O

ADirect local office

documents
kulud e k ul u

/

S |

costs i supporting
Qtsesed kohaliku

kontori
d t»endavad

Orders on expenditure limits spent by project staff for telecommunication;
Invoices from suppliers of goods, services;
Payment documents (payment orders, bank statements, receipts

Delivery acceptance acts;

A copy of the office rental contract/agreement;
Public procurement documents or sufficient audit trail in case no
procurement procedure has been organized,
Reports on car petrol/mileage and documents that set out the average
consumption (orders, lending or lease agreements,

etc).

etc);

Kaskkirjad
m&arami seks:;

projektit®°tajate t

Tarnijate poolt esitatud arved kaupade ja teenuste kohta ;
(maksekorral dupsyeid ,

Maksedokumen

Tarnete ¢l eandmi se/ vastuv»t u

di d

Kontorirendi lepingu koopia;

Avaliku hank e
el korraldatud;

Aut o k¢igtusek
k¢t usetar be

ul u
(tel

] a
| i

dokument at si oon

kil ometraagi

mus ed,

V o» i

rendi

el ekommuni

a kytsip d ;

pl I sav

V » |

kont o

Kk

p»hj

S i
15
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AOther costs and external services N supporting

documents /  Kluud kulud ja sisseostetavad
teenused e kul usi d t»endavad d

Public procurement documents or sufficient audit trail in case no
procurement procedure was organized,;

Service (works) agreement;

Documents approving services supplied, works done, for example,
developed documents (researches, translations, etc.), reports etc.;
Payment documents (payment orders, bank statements, etc);
Delivery acceptance acts;

Invoices from suppliers

Copies of publications;

For seminars, conferences, working meetings - agenda, list of
presentations (participant list with signatures) shall be provided in
each case of nAcatering expen’sesuats,
list of participants, list of speakers, Minutes (if applicable), press
clippings, feed -back questionnaires (if applicable);

For external experts - activity reports, service acceptance acts.

C

16
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AOther costs and external services N supporting

documents /  Kluud kulud ja sisseostetavad

teenused e kul usi d t»endavad d

Avalku hanke dokumentatsioon v »i pil i sav
hankeprotseduuri ei korraldatud,

Teenuste (t°°de) | epi ng;

Dokumendid, mis kinnitavad teenuse teostamist , t °°de | 2 Dbi

nt valja t°°tatud dokumendi d
jms;

Maksedokumendi d (maksekorral
'l eandmiasde uv»t;uaktid

Tarnijate poolt esitatud arved,

Tr ¢ k ikeopiad,

(uuringu

dused, k o

Seminaride, konverentsidelipteéevabot dmi
presentatsioonide loend, osalejate nimekiri koos allkirjadege(ttileb

esitada 1 gal korr al eral di , K'u | on te
kul udegan) , konverent sl aruanded,. J ao
nimekiri, esinejate nimekiri, protokoll (kui on kohaldatav),

vadl|ljav»tted ajakirjandusest, tagasi si
rakendatakse);

Va]l i seksperitegepubBakruanded,

teenuse
17
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Alnfrastructure A supporting documents /

cTari skukbusi d t»endavad do

Public procurement documents or sufficient audit trail in case no
procurement procedure was organized,;

Environmental impact assessment, if required by national
legislation;

Service/works agreement;

Documents approving services provided, works done, delivery
acceptance acts;

Payment documents (payment orders, bank statements, etc);
Invoices from suppliers;

Documentation that proves ownership rights of the land and/or
long term rental agreement of land, if it is required by national
legislation;

Certificate of origin, if applicable;

Documentation that proves building rights on the land in case of
building.

18
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Alnfrastructure fi supporting documents /

cTari skubkusi d

t »endavad do

Avalku hanke dokumentatsioon v »i pil i sav

hankeprotseduuri ei korraldatud,
Keskkonnam»j ude
riigi seadusandlus;
Teenuste/t°%°de
Dokumendi d, mi s
tarne vastuv»tu
Maksedokumendi d
Tarnijate esitatud arved,;
Dokumentatsi oon
pi kaaj ali ne maa
seadusandlus;
Pa2ritolusertif.i
Ehituste puhul
maale ehitist rajada.

hi ndami saruanne, k Ui
| epi ng;

t »endavad teenuse o0osu
akti d:

( maksekorral dused, kK o
, mi s t»mameg@a/ omandi »i
rendi |l epi ng, K ui seda
kaat |, K Ui see’“on *1r~aken
dokument at si 00n, mi s t

19



Aln -kind contribution i supporting documents

[ Wlitterahaline panus e kulusi d t»en

dokumendid

C In case of unpaid voluntary staff:

(1) Written agreement;

(I1') Timesheets indicating the hours worked for the Project and
description of performance;

(1) Calculation method of in  -kind contribution

In case of own premises are used (can be calculated only in case of
use of own premises for implementation of the project activities
not daily office running):

(1) Copy of the rental agreement or ownership justification;
(11') Renting price list, if applicable;

(I11') Calculation method of in  -kind contribution (for example,
organisation order ).

20



Aln -kind contribution i supporting documents

[ Wlitterahaline panus e kulusi d t»en
dokumendid
C Tasustamata vabataht!li ku t°° korral
() kirjalik leping;
(11)y t°e°ajatabel i d, kus n2idatud pr o]

ning tegevuse Kkirjeldus;
V (Il) mitterahalise panuse arvestamise metoodika.

C Omaenda ruumide kasutamise korral (v »
kui ruumi kasutatakse projektitegevuste elluviimiseks mitte
|l gap@evased kontori kulud):

(1) rendil epingu koopia vVv»i omandit t
(I1) rendi hinnakiri, kui see on rakendatav;
(1'I'l') mitterahali se panus/e Resa| jaair vut

organi satsiooni K2 s k K i “feju) |

21



JIScontacts / | T S|

www.estlatrus.eu

Email/e -post: info@estlatrus.eu
Phone/tel: +371 6750 9520
Address/aadress: Ausekla Str. 14 -3;«Riga

22


http://www.estlatrus.eu/
http://www.estlatrus.eu/
mailto:info@estlatrus.eu

Thank You for attention!

®name t2hel ep:
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