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Glossary of basic terms

This glossary contains definitions of the basic terms related to implementation of the project within the framework of the Asylum, Migration and Integration Fund (hereinafter: AMIF):

Beneficiary - recipient of the Union contribution and national contribution (if any) under a project, whether a public or private body (except for natural persons and natural persons conducting a business activity) conducting an activity registered in one of the Member States of the European Union, international organisations or the International Committee of the Red Cross (“ICRC”) or the International Federation of National Red Cross and Red Crescent Societies.  Whenever a Beneficiary is referred to herein, it must be also understood as the partner, except for provisions which regard the Beneficiary as a party to a financial contract/financial agreement. A referral to national law shall be understood as partner’s national.

Target group - group of foreigners to whom the project actions are addressed. AMIF target groups are determined in point 1.1 of this Manual.

Heading (of the budget, eligible costs) - group of items of a specific type, specified in the project budget and described in Chapter 3 of this Manual.

Specific actions - projects selected by the European Commission, responsibility for performance of which lies with the Member States. Usually implemented by multi-national partnerships.

Direct costs - eligible costs of the project implemented by the Beneficiary that are directly related to the project.

Indirect costs - costs incurred indirectly in connection with the implemented project which, due to their nature, cannot be assigned to it in the specific value (e.g. secretariat, telecommunication, mail, administrative room costs) as well as project management costs.

Audit Authority (AA) - institution responsible for, including but not limited to, carrying out audits for the purpose of verification of efficient functioning of the management and control system. The Audit Authority for AMIF is the Head of the National Revenue Administration. The tasks of the Audit Authority are carried out with assistance of employees of separate unit of the Ministry of Finance, i.e. Department for Audit of Public Funds.

Delegated Authority (DA) - institution appointed by the Responsible Body for performance of specific tasks within the scope of AMIF management. This function is performed by the European Project Implementation Centre of the Ministry of Interior and Administration.

Responsible Authority (RA) - institution managing AMIF in the territory of the given country. It is responsible for, including but not limited to, preparation of national programmes, organisation of the call for proposals, formal and content-related assessment of applications, conclusion of financial contracts and agreements with the Beneficiaries, monitoring of fund implementation and reporting to the European Commission. The Responsible Authority for AMIF is the Department for European Funds of the Ministry of Interior and Administration. 

Partner - entity specified in the project application form, participating in its implementation, contributing human, organisational, technical or financial  resources to the project, implementing the project in cooperation with the Beneficiary, pursuant to the terms and conditions stipulated in the financial contract and partnership contract. The Partner cannot be concurrently a (sub)contractor of the project.

Project staff - persons engaged in performance of the content-related tasks/actions within the scope of the project who perform the tasks personally within the framework of the project, i.e., in particular, persons hired under an employment relation or civil law relation and persons conducting a single-person business activity. This definition does not regard the project management staff whose employment is included in the indirect costs.

Project management staff - staff performing activities related to project management (and not activities connected directly with content-related tasks/actions), i.e. such persons as the project manager/coordinator, technical manager/coordinator, assistant project coordinator or manager, specialist for settlements, finances, information, promotion, evaluation, accountant, office and administrative assistant, etc. The management staff costs are included in the indirect costs.


Item (of the budget, eligible costs) - line within the project budget heading representing an expenditure or a group of such expenditures defined by its type, e.g. Polish language teacher, textbook printing, cost of training room rent.

National Programme - “Asylum, Migration and Integration National Programme”, document drafted by the Responsible Authority for years 2014-2020 and approved by the European Commission, presenting the objectives to be supported within the framework of AMIF as well as areas that will obtain co-financing. The National Programme is available on http://fundusze.mswia.gov.pl and www.copemswia.gov.pl. 

Project - a specific practical means determined and described in the co-financing application, deployed  to  implement  all  or  a  part  of  an  action speciffied in the AMIF National programme by a beneficiary of a Union  contribution. 

Fixed tangible asset - fixed tangible asset under Art. 3 section 1 point 15 of the Accounting Act of 29 September 1994 (Journal of Laws of 2018, item 395, as amended) and partner’s national law.

Financial Contract - contract concluded by the Responsible Authority, Delegated Authority and Beneficiary of the project selected in the awarding body mode or executing body mode, not being a state budget unit, under which the project is implemented, co-financing from the fund is received and which determines the rights and duties of the Beneficiary as well as the Responsible Authority and Delegated Authority, principles of project financing, requirements regarding reporting, promotion, documentation storage, etc. 

Eligible expenditure/cost - expenditure/cost incurred by the Beneficiary or partner of the project in relation to its implementation pursuant to the principles of this Manual. An expenditure is deemed eligible when it is compliant with the financial contract or financial agreement together with annexes, along with the provisions hereof.

(Sub)contractor - it is a third party who is neither a Beneficiary nor partner in the project, who provides services for the benefit of the project, consisting in performance of specialised tasks that could not be performed by own employees (or it would not be cost-efficient).

Procurement - a paid contract concluded between the Beneficiary and contractor the subject of which are services, deliveries or construction works.

Interdepartmental Team - the Interdepartmental Team for European Funds of Internal Affairs, acting as a Monitoring Committee for implementation of the National Programme.

State budget entity – part of the Polish government, financially – unit functioning within the Polish state budget.

International Organisations – should be understood as Intergovernmental organizations, also known as international governmental organizations (IGOs).
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This Manual is addressed to foreign (non-Polish) partners in projects selected by the European Commission implementing projects co-funded from AMIF under specific actions. 

The purpose of this Manual is to present the principles of expenditure eligibility and procedures regarding implementation of projects as well as application for funds and their settlement, according to the Management and Control System in place, to the foreign (non-Polish) partners of projects implemented within the framework of AMIF. The Manual contains additional information helpful in determination of the method of documentation of costs and expenditures eligible for co-financing from the AMIF funds.


Note!
The document shall be revised as a result of modifications of the existing or future legal acts or new guidelines of the European Union or national guidelines.

In case of discrepancies between the provisions of the financial contract and manual, the provisions of the financial contract concluded with the Beneficiary shall prevail.

Note!
The provisions of the Union and national legal acts must be applied jointly. In the event the particular regulations indicate a divergent approach towards the issue in question, the provisions of the more restrictive law must be applied. Furthermore, if the Beneficiary has internal by-laws, regulations, instructions, etc. in place which regulate the given issue in a more stringent manner than the Union or national legal acts, the provision of the more stringent internal provisions governing in the organisation must be applied.



For information on the legal acts, visit the DA’s website: www.copemswia.gov.pl

[bookmark: _Toc56668386]CHAPTER 1. GENERAL INFORMATION

The maximum level of project co-financing from AMIF specific action funds shall be 90%. This means that the off-fund contribution must be at least 10%. 

For the current information on open calls, see the RA’s website:  www.fundusze.mswia.gov.pl, and the DA’s website: www.copemswia.pl 
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AMIF – Asylum, Migration and Integration Fund is a financial mechanism that substitutes the European Refugee Fund, the European Fund for the Integration of Third-Country Nationals and the European Return Fund, functioning within the General Programme SOLID "Solidarity and Management of Migration Flows." 
The general objective of AMIF is to contribute to the effective management of migration flows and to implementation, strengthening and development of common policy on asylum, subsidiary protection and temporary protection and the common immigration policy.

The range of support to be implemented in Poland with the support from AMIF funds is defined by the National Programme. The AMIF National Programme details the following specific and national objectives:
I. Asylum - specific objective 
1. Reception/Asylum - national objective
2. Evaluation - national objective
3. Resettlements - national objective
II. Integration/Legal migration - specific objective 
1. Legal migration - national objective
2. Integration - national objective
3. Capacity building - national objective
III. Return - specific objective 
1. Accompanying measures - national objective
2. Return measures - national objective
3. Cooperation - national objective

Activities in the projects may include both UE nationals (host society) and foreigners. The AMIF target group (persons entitled to receive support as foreigners) are third country nationals, i.e. citizens of countries which are not EU Member States, stateless persons and persons with undetermined nationality.
The target groups (foreigners entitled to being supported) differ as per concrete specific objectives (and as per national objectives for the specific objective of Integration/Legal migration):

1. Target group for the Asylum specific objective:

a) persons who enjoy refugee status or subsidiary protection status within the meaning of Directive 2011/95/EU;
b) persons who have applied for one of the forms of international protection referred to in Letter a) and have not received yet the final decision;
c) persons who enjoy temporary protection within the meaning of Directive 2001/55/EC;
d) persons who are being or have been resettled to a Member State or persons who are being or have been transferred from a Member State. 

2. Target group for the specific objective of Integration/Legal migration. For that specific objective, the target group is diversified depending on the national objective (and as a result of the implementation of actions in or outside the territory of the EU):

- Legal migration national objective: actions taking place in a third country which need to focus on third-country nationals who comply with specific pre-departure measures and/or conditions set out in national law and in accordance with Union law where applicable, including those relating to the ability to integrate in the society of a Member State. 
- national objective Integration:[footnoteRef:1] third-country nationals who are residing legally in a Member State or, where appropriate, who are in the process of acquiring legal residence in a Member State [1:  This target group excludes third-country nationals who also have the citizenship of one of the EU states] 

  
The above group excludes persons being the target group of specific objective Asylum within the AMIF National Programme. 


3. Target group for the Return specific objective:

a) third-country nationals who have not yet received the final negative decision in relation to their request to stay, their legal residence or international protection in a Member State, and who may chose to make use of voluntary return; 

b) third-country nationals enjoying the right to stay, legal residence or international protection within the meaning of Directive 2011/95/EU, or temporary protection within the meaning of Directive 2001/55/EC in a Member State, and who have chosen to make use of voluntary return; 

c) third-country nationals who are present in a Member State and do not or no longer fulfil the conditions of entry and/or stay in a Member State, including those third-country nationals whose removal has been postponed in accordance with Article 9 and Article 14, section 1 of Directive 2008/115/EC.
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The evaluation of eligibility of the expenditure is carried out at the call for proposals stage as well as during project implementation, and settlement and project control. At the call for proposals stage, the verification covers potential eligibility of the expenditures included in the proposal for a project. Admission of the given project for implementation and conclusion of the financial contract with the Beneficiary does not mean that all expenditures presented by the Beneficiary in the quarterly report during project implementation will be finally eligible for co-financing from the AMIF funds.

The basic element of expenditure eligibility evaluation is determining whether the given expenditure collectively meets the following conditions:

· it falls within the scope of AMIF objectives,
· it concerns eligible actions and measures specified in the regulation establishing AMIF,
· it is necessary to carry out the activities covered by the project,  forming part of the AMIF National Programme,
· it is reasonable and compliant with the principle of sound financial management as well as reasonability, value for money and cost effectiveness (outlay - result relation),
· it was incurred by the Beneficiary or partners within the scope of the project,
· it is linked to the target groups,
· it was incurred in accordance with the relevant provisions of the financial contract and this Manual,
· it was actually incurred, i.e. a documented confirmation of incurrance within the scope of the project exists,
· it was incurred within the eligibility period,
· it is compliant with the approved project budget,
· it is compliant with the governing provisions of the Union and Beneficiary’s national law,
· it was justified by official invoices or accounting documents with equivalent evidential value together with confirmation of respective payments, it was recorded in the financial and accounting system of the Beneficiary and it is identifiable and verifiable. Expenditures settled in flat-rates or lump sums as well as depreciation are exceptions from application of these conditions. The conditions of eligibility of expenditures settled in flat-rates or lump sums as well as depreciation are further determined,
· it is not expressly prohibited under the governing law,
· according to the principle of no double financing, the expenditure or its part settled in the project was not financed from other sources, unless it is a means of co-financing for the project and the co-financing donor is aware of this fact,
· it was documented in a sufficiently transparent, clear and undisputable manner, according to the principles described in the further chapters of this Manual.
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The costs incurred within the scope of the project can be deemed eligible for support within the framework of AMIF only if they are incurred within the project implementation period.

The project implementation period is understood as the period running from the project commencement date to the project completion date.

Projects can be implemented within the period from 1 July 2015 to 31 December 2022. The admissible project duration time within the scope of the particular calls for proposals is determined for each call for proposal announcement, insofar as afterwards there was no extension of the project agreed.



NOTE!
The last day of project implementation is also the last day of cost incurring. The costs incurred upon the project implementation period completion shall not be eligible.

COST eligibility period = project implementation period

Expenditure (payment) for a cost incurred within the project implementation period can occur upon the last day of project implementation. Pursuant to the financial contract, the payment must be made not later than within 20 days[footnoteRef:2] upon completion of the project implementation period, however not later than by 31.12.2022.  [2:  “Day” means a calendar day, unless specified otherwise.] 


	Example:
Completion of performance of project actions took place on 20 December 2015, thus the last day of expenditure incurring is 9 January 2016. On 20 December the Beneficiary receives the invoice for catering at the project closing conference on 15 December 2015 as well as the receipt for the contract of mandate regarding website servicing within the period from 16.11-15.12 2015; the Beneficiary pays the invoice and the receipt on 8 January 2016, i.e. falls within the time limit of 20 days. A payment delayed in relation to the time limit provided for in the contract shall result in deeming the cost ineligible in the project and in removal of the cost from the specification of expenditures. 



EXPENDITURE eligibility period = project implementation period + max. 20 days

The date of expenditure incurring in case of cash expenditures:
· by transfer or debit card - shall be the date of debiting the Beneficiary's bank account,
· by credit card or a similar payment instrument with deferred payment - shall be the date of the transaction resulting in charging of the credit card account or a similar instrument owned by the Beneficiary,
· in cash - shall be the date of actual outflow of funds from the account or cash register of the Beneficiary.
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Expenditures arising from actions burdened with conflict of interest shall be ineligible (under Art. 57 of the Regulation of the European Parliament and of the Council No. 966/2012 of 25 October 2012 on the financial rules applicable to the general budget of the Union and repealing Council Regulation (EC, Euratom) No. 1605/2002). The conflict of interests arises when impartial and objective performance of tasks by the project staff or another person is at risk due to family, emotional matters, political sympathies or national appartenance, economic interest or any other interests shared with the other party to the transaction (e.g. order or civil law contract).

A private interest of a person having a function in the project concerns any benefit for the said person, their family, related persons, friends as well as persons or organisations with whom they are or have been in contact. In particular, this regards related financial or civil liabilities. 

Employment on project staff positions of persons with whom the Beneficiary, within the period of at least one year prior to filing the project co-financing application, cooperated in a continuous or repetitive manner is possible provided that the said persons possess relevant competences, experience and qualifications to perform the tasks entrusted to them. Employment of project staff mentioned in the preceeding sentence, is not deemed a conflict of interests, therefore rules set in chapter 6.6 of the Manual during employment of this staff do not apply. 


If a person acting in a decision-making capacity for the Beneficiary is employed for engagement in the project implementation, it must be additionally noted that the contract formalising the said cooperation cannot specify the same person as the employer and employee.
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Expenditures incurred during the performance of the project, for them to be deemed eligible, should have a monetary form. An actually incurred expenditure is an expenditure incurred in cash terms, i.e. disbursements of monetary funds from cash register or bank account of the Beneficiary of the project.

Exceptions from the above principle are as follows:
· expenditures settled in flat-rates or lump sums,
· depreciation costs.
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In-kind contributions are not eligible costs.
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A write-down is a cost, but it is not an expenditure. Write-downs for depreciation of assets subject to depreciation, particularly fixed assets and intangible assets, constitute eligible costs.
The costs of write-downs may be regarded as eligible provided they meet all of the following requirements:
· purchase of assets was not financed from subsidiary funds (filing of a proper statement at the project settlement stage required); if the subsidiary funds served to acquire assets only to a particular extent (percentage share), it is admissible to consider write-downs as eligible costs for the amount corresponding to that part of asset value which was not financed from other funds,
· the assets have not been fully depreciated, i.e. they continue to be depreciated in the project implementation period,
· depreciation costs are charged according to the national law,
· costs regard only the project implementation period,
· the assets are indispensable to implement the project and are used directly for its implementation.

NOTE!
The costs of write-downs of assets used in implementation of the project can only be assigned to the project in full  in cases where the specific assets are used solely and exclusively for the purpose of project implementation. 

If the assets are also used for purposes other than project implementation, the write-down can be assigned to the project pro rata, according to the justified, accurate and fair method that must be applicable in the same form within the entire period of project implementation. 

The beneficiary shall keep the method of calculation of depreciation settled within the scope of the project together with the accounting documentation. This calculation must include the time or scope of use of the equipment as well as value of the write-downs in the particular month. Supporting documents for the value of write-downs shall be fixed tangible asset depreciation tables and other documents indicating their value.

	Example:
If the equipment is purchased prior to commencement of the project or during its implementation, when settling depreciation in the project, only the part of it that concerns the period of use for the project is included.
Project implementation period: 	01.01.2015 – 31.12.2016
Purchase of equipment: 	 	11.07.2015
Value of the purchased equipment:	PLN 10 000
Annual equipment depreciation rate: 30% (2.5% monthly)

The following amount is deemed the eligible expenditure for settlement in the project: 17 months x 2.5% = 42.5% of the equipment value
42.5% x 10 000 = PLN 4 250 
In such a case, the amount of PLN 4 250 shall be settled. It must be, however, be noted that this situation concerns equipment used exclusively for the purposes of the project. 



Depreciation can be performed in accordance with partner’s national law, respecting AMIF general rules. 
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In case of leasing, the refund of costs actually incurred can be only awarded to the lessee, i.e. the Beneficiary leasing a given asset.
If the term of the lease contract exceeds the final date of the Union contribution payment settlement, only the lessee’s costs actually incurred by the time of the project completion, indicated in the financial contract, are eligible. 
The part of the leasing instalment connected exclusively with the repayment of the principal of the leased assets is an eligible cost.
The proof of the actual expenditure is the document confirming the payment of the lease instalment.
The non-eligible leasing costs are the costs connected with the lease contract, in particular, tax, lessor’s margin, the costs of interest refinancing, overheads, insurance fees. 
The lease costs are eligible for the amount of the lease rent paid by the Beneficiary, provided that proof of expenditure is presented.
Leasing can be performed in accordance with the partner’s national law, respecting AMIF general rules.
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In accordance with the position of the European Commission, in case of international organisations or foreign partners, as ineligible are deemed costs of the so-called “terminal emoluments”, i.e. a permanent percent of remuneration costs deducted in order to cover the unpredicted costs, charged to the head office, paid at the contract termination as well as other benefits for coverage of statutory liabilities and entitlements in the scope of remuneration. 
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Within the framework of AMIF, the eligible expenditures in foreign currency are settled according to the following principles:
1) in case of non-cash payments made in foreign currencies for currency conversions, it is necessary to apply the procedures regarding conversion of the value of cash payments made in foreign currencies into Polish zloty, included in, for instance, the accounting policy and applicable in the Beneficiary’s organisation, provided that they do not include negative exchange rate differences (in particular, this regards settling cash payments in the scope of foreign trips); in case of lack of the said procedures, the currency sale exchange rate at the payment date used by the Beneficiary’s bank for the transaction must be accepted as the exchange rate (documented with the confirmation issued by the bank or bank statement);
2) in case of cash payments made in foreign currencies, the transaction value must be calculated into Polish zloty according to the exchange rate at which the currency was purchased (documented with the proof of currency purchase);
3) if the Beneficiary cannot present the actual exchange rate at which the transaction was converted, e.g. if the transaction was concluded in a foreign currency beyond Polish borders, in a bank which does not keep tables of currency exchange rates with conversion into Polish zloty, the sale currency exchange rate announced by the National Polish Bank (NBP, Polish central bank) or other appropriate institution on the date of payment transaction must be adopted as the conversion exchange rate. If the Beneficiary cannot carry out conversion into Polish zloty according to the foreign currency sale exchange rate announced by NBP since NBP does not publish such tables, e.g. Lithuanian lit, it is necessary to apply the average NBP exchange rate effective on the date of the payment transaction.

If foreign entities participate in the project, the expenditures in domestic currencies are translated into PLN and settled in this currency.

Request for payments and financial statements must be drafted in PLN. If foreign entities participate in the project, the expenditures in domestic currencies are translated into PLN and settled in this currency. 
Beneficiaries and affiliated entities with general accounts in a currency other than the PLN must convert costs incurred in another currency into euros at the average of the monthly  accounting rates established by the Commission on its website (available at  https://ec.europa.eu/budget/graphs/inforeuro.html ), determined over the corresponding reporting period.
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The value-added tax (hereinafter referred to as: VAT) is an eligible expenditure only if it was actually and finally incurred by the project Beneficiary, i.e. it cannot be refunded under the national law on VAT.
VAT subject to refund cannot be deemed eligible even if it was not actually recovered by the project Beneficiary. This means that in cases when the project Beneficiary can receive the VAT refund, but he resigns from this option, VAT is non-eligible. If VAT can be partially recovered, the expenditure connected with VAT resulting from the given invoice is in full ineligible.
VAT “recovery” should be understood as its deduction from the due VAT or refund. 

VAT can be calculated in accordance with the partner’s national law, including AMIF general rules. In case of a change in the legal situation, the EPiC MoIA should be informed and financial correction should be included in the report.  
The project Beneficiary who recognises VAT as eligible, is obliged to present the declaration on VAT eligibility at the stage of signing the financial contract. In the said declaration, the Beneficiary undertakes to return the refunded part of the incurred VAT if there are premises allowing for recovery of this tax by the Beneficiary.

[bookmark: _Toc56668399]2.11 No double financing

According to the no double financing principle, expenditures for which full co-financing was obtained from another financing source are not deemed eligible in terms of projects implemented under AMIF. Therefore, an expenditure or its part settled within the project should not be covered from other sources, unless this source of financing constitutes the project co-financing and the donor of the co-financong is aware of this fact. 

One ought to bear in mind that projects co-financed from AMIF funds are in principle non-profit. In case there might a surplus of revenues over costs incurred by the Beneficiary occur, that is income generated by the project,  the project’s settlement method is provided in the chapter 2.18. 


Double financing shall be, in particular:

· multiple refund of the same expenditure within the scope of the same or two (or more) different projects co-financed from the fund and European/other grants.
· refund of VAT costs from the fund, and then recovery of the said tax from the state budget funds pursuant to the Act of 11 March 2004 on value-added tax (Journal of Laws 2017, item 1221, as amended) or partner’s national law,
· purchase of a fixed tangible asset with a share of donation funds, and then refund of the costs of depreciation of this fixed tangible asset within the scope of the fund,
· settlement of the same expenditure in direct and indirect costs of the project.

If the project is co-financed by entities external  to the Beneficiary (e.g. foundations, funds, units of local government), the said entities must be expressly informed that their funds fulfil the role of co-financing in a project co-financed under AMIF. 
When third-party commitment occurs, the Beneficiary submits an agreement concluded with the institution providing this commitment together with information about the overall amount of third-party commitment at the  complete project level at the stage of submitting the final report at the latest.
Additionally, if the Beneficiary or Partner who incur costs within the project receive an operational grant from EU budget, the Beneficiary shall inform EPIC MoIA immediately once this occurs.

[bookmark: _Toc56668400]2.12 Project account or sub-account

Both at the Beneficiary and their partners, the financial operations regarding the funds provided by DA shall be carried out through a bank account or sub-account dedicated to the project and can concern exclusively eligible expenditures under the project. 

[bookmark: _Toc56668401]2.13 Territorial scope

In case of AMIF, the expenditures can be incurred, depending on the specific objective and national objective, both on the territory of the Member States of the European Union as well as on the territory of third countries (i.e. not belonging to the EU).
Expenditures on the territory of third countries can be incurred in the following cases:
Specific objective: ASYLUM
· in case of actions regarding persons applying for international protection or covered with such protection, residing in transit and processing centres for refugees in particular to support resettlement operations in   cooperation with the UNHCR,
· in case of actions increasing the ability of the Member States to collect, analyse and disseminate information on the country of origin of persons applying for international protection,
· in case of actions connected with resettlement[footnoteRef:3] of third country nationals who are being resettled or have been resettled in a Member State, well as actions regarding other humanitarian admission programmes[footnoteRef:4], [3:  “  ‘resettlement’ means the process whereby, on a request from the United Nations High Commissioner for Refugees (‘UNHCR’) based on a person’s need for international protection, third-country nationals are transferred from a third country and established in a Member State  where they are permitted to reside with one of the following statuses:
(i)  ‘refugee status’ within the meaning of point (e) of Article 2 of Directive 2011/95/EU;
(ii) ‘subsidiary protection status’ within the meaning of point (g) of Article 2 of Diretive 2011/95/EU;  or
(iii) any other status which offers similar rights and benefits under national and  Union law as those  referred to in points (i) and (ii);]  [4:  „other humanitarian admission programmes” means an ad hoc process whereby a Member  State admits a number of third-country nationals to stay on its territory for a temporary period of  time in order to protect them from urgent humanitarian crises due to events such as political  developments or conflicts;] 

Specific objective: INTEGRATION/LEGAL MIGRATION - national objective LEGAL MIGRATION
· actions addressed to third country nationals who comply  with specific  pre-departure measures and/or conditions set out in national  law and  in accordance with Union law where applicable, including those  relating to the ability to integrate in the society of a Member State. In this context, the Fund shall support, in particular, the following actions: 
a) information packages and campaigns to raise awareness and promote intercultural dialogue, including via user-friendly communication and information technology and websites;
b) the assessment of skills and qualifications, as well as enhancement of transparency and compatibility of skills and qualifications in a third country with those of a Member State;
c) training enhancing employability in a Member State;
d) comprehensive civic orientation courses and language tuition;
e) assistance in the context of applications for family reunification within the meaning of Council Directive 2003/86/EC 

Specific objective: RETURNS
· when they regard creation, preparation, introduction, performance, maintenance, increasing efficiency, development, improvement of all and any measures related to returns of third country nationals - pursuant to the definition included in Art. 3 of Directive 2008/115/EC.
Potential precise specification and/or limitation of the territorial scope of implementation of projects is provided for in the call for proposals documentation and, thus, in the application form.
In case of projects within the scope of the Common European Asylum System and Integration of Third-Country Nationals and Legal Migration implemented beyond borders of Poland, it is necessary to include this expressly in the application form for the given project (with detailed specification of the planned project implementation place) and to present proper justification.
All the above actions are to contribute to accomplishment of the AMIF objectives determined in the EU Regulation 516/2014.

[bookmark: _Toc56668402]2.14 Principle of proportionality

The principle of proportionality regards project settlement in financial terms according to the degree of accomplishment of content-related assumptions specified in the application form for the project, forming an appendix to the financial contract. Thus, in case of failure to accomplish the project objective, expressed with the product indicators and/or result specified in the indicators form appended to the contract, the value of approved expenditures can be decreased proportionally together with approval of the final payment application. In consequence, this also means adequate decrease of the co-financing amount specified in the financial contract. The value of the decrease in co-financing regards expenditures connected with the given content-related action (content-related actions), which were not accomplished and including indirect costs. 
The degree of accomplishments of the project indicators is verified (in terms of application of the principle of proportionality) by DA at the stage of verification of the final report.
Application of the principle of proportionality takes place provided that the failure to accomplish the content-related project assumptions arises from reasons attributable to the Beneficiary. When determining the degree of failure to accomplish the planned content-related activities and results of the project, DA considers, among other things, the degree of fault or failure to observe due diligence by the Beneficiary resulting in the failure to accomplish the said activities and results, external circumstances having an impact on this fact, especially delays on the part of RA and DA in conclusion of the contract or on the part of DA in providing the funds.
DA can resign from settlement of the project according to the principle of proportionality or decrease the value of funds subject to the said principle if the Beneficiary so applies and provides proper justification for the reason of failure to accomplish the assumptions, in particular - they demonstrate their effots aimed at accomplishment of the project assumptions. 
The principle of proportionality does not apply in case of occurrence of force majeure.
In case of partnership projects, the Beneficiary’s method of enforcement of results from the project partners arising from application of the principle of proportionality due to failure to accomplish the project assumptions due to the partner’s fault shall be governed by the partnership contract.
The principle of proportionality shall also cover the heading of indirect costs (which include the project management costs). In this case, the degree of accomplishment of content-related assumptions is understood as meeting the time limits for submission of documents provided for in the financial congtract. Failure to meet the time limits for submission of the documents may result in – after DA issues a call for immediate submission of documents – decrease of value of eligible indirect costs to a level below the percentage value resulting from the financial contract.

[bookmark: _Toc56668403]2.15 Project sustainability

The Beneficiary shall maintain the sustainability of project results according to the provisions of the financial contract concluded with RA and DA.
Equipment (assets entered into a register of fixed tangible assets of a net value over the threshold of an instant asset write-off) acquired as part of the project upon its completion shall be used to continue the tasks under the project or the objects of the Beneficiary at least during a period of:
· 3 years for IT-communication equipment, software and other furnishings;
· 5 years in case of means of transport.
RA/DA reserves the right to shorten or extend the project sustainability period on basis of analysis of individual cases.
As a purchase date one should understand the date of signing an acceptance protocol, in case the acceptance protocol is lacking, date of sales given in the invoice or the date of another document confirming purchase shall be used.
Fixed tangible assets may – in justified circumstances and upon consent of DA – be handed over to the participants in the project free of charge.
Financing real estate purchase costs, construction, refurbishment and modernization within the framework of the project is possible under condition that the Beneficiary remains its owner or holder in the period of time indicated in chapter 3.5 (excluding minor modernization or refurbishment works described in chapter 3.5) and utilized solely for the project objectives set in the project. Project sustainability verification after project completion includes checking fulfilment of the above-mentioned conditions.

[bookmark: _Toc56668404]2.16 Documenting costs and expenditures

Cost documentation
As a rule, costs incurred as a result of the project shall be documented with invoices. Should it be impossible, the costs incurred shall be proved with accounting documents with the equivalent effect of evidence. 

The accounting documents as evidence of the costs of the project shall be properly described: the description of the cost shall expressly indicate a connection with the project. The description of the cost should be prepared on the original accounting document and contain at least the following elements:
· project no. or title,
· name of the specific objective and national objective (applicable to the projects for which the costs concerning individual specific/national objectives have been distributed in separate specific budgets),
· information on the amount of eligible expenditures within the project (if it is different than 100% of the cost), 
· percentage of mixed use rule applied (if applicable),
· short description of direct connection of the incurred cost with the implementation of a given project,
· name of the budget heading a given expense is related to,
· information that the project is co-financed from AMIF (and state budget, if applicable), 
· information on content-related and formal-accounting correctness,
· information on the mode of selection of the contractor along with the contract number.

NOTE!
Invoice or other accounting document with the equivalent effect of evidence shall be prepared according to the Accounting Act of 29 September 1994 (Journal of Laws of 2018, item 395, as amended) or partner’s national law and contain, inter alia, the description that will be made on the reverse or – if there is no space– on a separate piece of paper (in such a case, it should also contain the name of the issuer of the accounting document and their number). The description on a separate piece of paper shall be inseparably bound with the accounting document and a stamp should be pressed in the binding place of both documents (e.g. a company stamp). 
The above description shall be placed on all invoices and other accounting documents with the equivalent evidentiary effect. 
In the case of costs financed from various sources, the document shall include the indicated description as well. 
Both the description and the stamp shall be on the original accounting document. Only in exceptional circumstances shall it be allowed that the description be on a separate piece of paper being an attachment to the accounting document. Nevertheless, in such cases the stamp of "Asylum, Migration and Integration Fund" shall be on the original accounting document. 

Expenditure documentation 
Any and all expenditures included in the Quarterly report (specification of expenditures/statement of eligible expenditures) for a given reporting period must be actually incurred expenditures. Actually incurred expenditure is an expenditure incurred in cash terms, i.e. disbursements of monetary funds from cash register or bank account of the Beneficiary of the project. The documents confirming the incurring of expenditure are as follows:
· bank statements and possible bank transfers,
· cash evidences (cash register disbursements or confirmation of withdrawal of funds in an invoice or a document with equivalent evidentiary effect and cash report – all cash expenditures must be confirmed both with the cash register disbursements and with the cash report). 

Note!

Confirmation of the payment should bear the item number in the specification of expenditures connected with a given expenditure. Where the value of the reported expenditure is different from the payment amount, the eligible amount should be entered on the payment confirmation.

When providing DA with the invoice, the accounting documents of equal evidential value, payment confirmations (including also bank transfer confirmations which do not require the bank stamp), social security declarations, timesheets, remuneration calculations, remuneration regulations, tickets, registered attendance list, depreciation tables, tender documentations, price research, results of expert opinion performance they must be true certified copies. In any case where reference is made to in the true certified copy, it must be understood as a copy including the clause “true certified copy” with signature of the person(s) authorised for that purpose with a name stamp of that person or in case of lack of a name stamp - legible signature, as above.
The documents drafted in connection with the project, i.e. specification of expenditures, content-related report or financial declarations must be signed by an authorised person (including the electronical form).

[bookmark: _Toc56668405]2.17 Payments

Both at the Beneficiary and their partners’, the financial operations regarding the funds provided by DA shall be carried out in a bank account or sub-account dedicated to the project and can regard exclusively eligible expenditures under the project. 
In case of unjustified omission of the aforementioned principle, the expenditures can be recognised as ineligible. Omission is justified when the general expenditures not referring only to the project, e.g. social security contributions of the entire organisation are paid from the general account and, then, refunded from the AMIF project. The refund should be performed not later than in 14 calendar days upon the expenditure or financial means inflow in the beneficiary’s account (provided that the beneficiary did not have a sufficient amount in that account earlier). It is important that the refunded amount is compliant with the actual cost and expenditure of the part financed from AMIF and state budget (if any).
Expenditures which are finally a contribution from other sources than AMIF as well as the state budget can be covered from other bank accounts.

Keeping a dedicated bank account is recquired solely for projects, within which the Beneficiary receives an advance payment.

The payment can be performed in a non-cash form (transfer from the account or sub-account to the supplier’s/contractor’s/staff member’s account), or in cash form from the cash register.

Payments from the heading “Staff costs” can be performed only in a non-cash form, in the form of transfer to the employed person’s account. 


[bookmark: _Toc56668406]2.18 Revenue and income generated by the project

The projects co-financed with AMIF funds are, as a rule, of non-profit nature. This means that they cannot be profit-oriented. In exceptional situations, it can happen, however, that the project will generate financial revenue from:
· registration fees,
· participation fees,
· sale,
· lease,
· services or other equivalent received inflows under the project.

Examples of revenue generated by the project:
· registration fee authorising to obtain support and advice in the scope of conducting business activity,
· fee for participation in the language course,
· sale of tickets for a film display,
· sales of meals from cuisines of countries of origin of the immigrants during a festival organised under the project (meals prepared within the scope of the project),
· sales of publications developed by the Beneficiary under the project,
· sales of works performed during the classes organised under the project,
· entrance fees for the meetings organised by the Beneficiary under the project,
· sales of scrap metal from disassembly of devices/installation under the project.


NOTE!
It is necessary to distinguish between the revenue generated by the project and income. 
Revenue is all inflows connected with the project, i.e. AMIF co-financing, contribution from the state budget, contribution from third parties (e.g. local government, foundations), fees for participation in training, sales of publications, etc.
Income is the surplus of revenue above the costs of project implementation incurred by the Beneficiary. In such a case, the AMIF contribution is adequately reduced. The calculation method of AMIF co-financing amount in case of possible income is presented below:

	Example
The calculation method of the final co-financing in case of possible income (profit) earned by the Beneficiary.
Total eligible cost:	            100 000 
% of project co-financing from the fund	 75
Originally assumed co-financing amount	 75 000 (100,000x75%)
Revenue e.g. third party contribution to the project	 30 000 
If co-financing was left at the level of 75 000, the Beneficiary would earn profit from the project (75 000 + 30 000 = 105 000).
The final amount of fund co-financing will be calculated in the following manner in this case to balance the inflows and outflows of the project: 100 000 – 30 000 = 70,000



In case of a project co-financed both from AMIF funds and state budget, the potential income decreases both sources of financing on a prorated basis.

If as a result of the project implementation, a Beneficiary imposed contractual penalties for untimely and/or improper performance of a contract on a supplier/contractor of services/works, such penalties need to be accounted for in the settlement of a specific cost item. The contractual penalty decreases the value of a qualified cost. Similarly, the settlement needs to include financial adjustments made as a result of an improperly performed supplier/contractor selection procedure.
If expenditures are settled based on the “mixed use” principle, a contractual penalty or financial adjustment decreases the value of a qualified cost on a prorated basis, as per the share of the qualified cost in the total amount of expenditure and the percentage of co-financing the qualified cost from AMIF.

Example:
Expected cost PLN 100
Mixed use 65% 
The amount assumed in the project budget is PLN 65 (PLN 100 * 65%)
% of qualified cost co-financing from AMIF 75% 
Actual cost PLN 120
Contractual penalty PLN 10

In this example, the penalty needs to be subtracted on a prorated basis. First, the ratio of expected cost to actual cost is calculated. The proportion is 100/120 (83.33%) The resulting ratio (83.33%) then needs to be multiplied by the “mixed use” percentage: 83.33% * 65% = 54.16%. Therefore, the amount of penalty accounted for in the project (qualified cost) is PLN 10 * 54.16% = PLN 5.42. The amount to be given as qualified cost in the project is PLN 65 - PLN 5.42 = PLN 59.58. Here, 75% AMIF amounts to PLN 44.69.

In case of projects in which the “mixed use” principle is applied by decreasing the percentage of co-financing qualified costs from AMIF, the “mixed use” factor employed to determine the percentage of AMIF co-financing will not occur in the above calculation.
 
If “mixed use” expenditures occur in the project, enter “MIXED USE”, the “mixed use” percentage employed (as per the application form) and the total amount of cost before multiplication by the “mixed use” percentage employed in column D in the financial report (description/type of expenditure).

NOTE!
Submitting the Quarterly Report, the Beneficiary specifies the value of the revenue generated by the project within the reporting period covered by the Report in the financial part. 

Note! 
Interests accrued in the bank account from the funds received from DA within the scope of advance payments for project implementation must be reported in the final report from project implementation. This principles does not apply to units of local government. Interests will not be considered  project incomes, so they shall not be included in the specification of expenditures/statement of eligible expenditures. Information about interests is to be included in the letter handing over a final report.

[bookmark: _Toc56668407]2.19 Booking of project costs and expenditures

All eligible expenditures and costs of the project, including the revenues of the project, must be traceable and verifiable and must be accurately and reliably reflected in the financial and accounting system of the Beneficiary. Records in the financial and accounting system of the Beneficiary must be compliant with the governing laws regarding accounting and accounting standards governing in the country of the Beneficiary’s registered office.
Requirements regarding project accounting records:
· requirement to separate project booking accounts (synthetic or analytical) according to costs, expenditures and revenues,
· booking in the said accounts of all costs, expenditures and revenues from the project.

The Beneficiary can carry out more detailed analytics in the accounts separated for the project purposes, in accordance with the budget headings.
Project implementation requires opening of booking accounts necessary to include all operations:
· cash register (it is recommended to keep separate cash register reports for the particular projects implemented under AMIF),
· bank account or sub-account,
· settlements with the Delegated Authority,
· cost accounts,
· settlement accounts,
· account for other operating revenues.

Booking printouts from the financial and accounting system of the entity must be signed by the Chief Accountant/Treasurer of the entity or person authorised by them.

If the originals of the documents are stored by an external accounting company, the Beneficiary must keep true certified copies of the documents and present the originals of such documents upon request of RA, DA, European Commission or another authorised entity.


[bookmark: _Toc56668408]Chapter 3. CATEGORIES OF ELIGIBLE EXPENDITURES

[bookmark: _Toc56668409]3.1 General information

This chapter contains information regarding expenditure headings admissible in the project, together with their attribution to the examples of eligible expenditures and examples of ineligible expenditures.
All expenditures necessary for project implementation are eligible, subject to the principles presented in this Manual, except for ineligible expenditures presented in section 3.12. Ineligible expenditures. 


DIRECT EXPENDITURES
Direct expenditures are divided into the following categories of expenditures:
A) staff costs (except for project management costs)
B) transport, travel and subsistance
C) equipment, software and furnishing
D) real properties (purchase, construction, renovation, rent, general services)
E) consumables and supplies, other minor expenditure
F) external services (the so-called subcontracting)
G) information, publications and promotion
H) other direct costs
I) costs not included in the basis for calculation of indirect costs.

SPECIFIC ACTION: In the case of projects selected directly by the European Commission it is allowed to group expenditure headings in the project budget or use other expenditure headings. This refers to the preparation of the project budget or its modifications, always in cooperation and with consent of the DA. 

[bookmark: _Toc56668410]3.2 Staff costs

Description:
Costs are eligible if these are of staff employed for the implementation of the project on the basis of:
a) employment relationship,
b) civil law relationship (e.g. contract of mandate or contract for specific performance),
c) contract with a natural person pursuing business activity who carries out tasks in the project personally. If a person pursuing business activity performs a commissioned task with help of other own employees or external contractors, such costs shall not be a cost of staff.

Costs of staff must be defined in detail in the project budget, with indication of positions and number of personnel.

Expenditures related to involvement of a person carrying out tasks in the project or projects shall be eligible if:
1. The resulting burden does not exclude normal and effective performance of all tasks entrusted to a given person.
2. Collective professional involvement of that person[footnoteRef:5] in the implementation of financial projects with AMIF and financial actions from other sources, including own means of the Beneficiary and other entities, shall not exceed 240 hours a month (including the involvement settled as part of indirect costs). [5:  Applicable to all forms of professional involvement, including (but not limited to) as part of employment relationship, civil law relationship and pursuit of individual business activity.] 

3. The Beneficiary shall verify the fulfilment of requirements contemplated in Points 1 and 2 before involving a person in the project and obliges that person to meet those requirements in the period of qualifying their remuneration in that project.
4. The expenses on remuneration of the staff are eligible provided that their amount corresponds with the rates used by the Beneficiary in the internal regulations on remuneration. This regards also other remuneration components.

Example of eligible expenditures:
a) gross remuneration for employees with an employment contract, including:
· base remuneration/basic salary,
· statutory bonuses and discretionary ones (discretionary bonuses apply only to discretionary bonuses granted by the state budgetary units),
· seniority allowance,
· position allowance,
· task or special allowance,
· allowance for public officers,
· other benefits (e.g. for knowledge of foreign languages) according to the by-laws on remuneration effective in the institution of the Beneficiary,
· contributions to social insurance (pension, disability pension, sickness insurance),
· contributions to employee capital plans[footnoteRef:6], [6:  Contributions to employee capital plans are eligible also for the period prior to entry into force of the new version of the manual (in compliance with the other rules included in the Beneficiary manual). ] 

· health insurance contribution,
· personal income tax,
· deductions from net remuneration of the employee (e.g. insurance premiums, repayments of loans, premiums for trade unions, meal vouchers;
b) gross remuneration of persons employed under civil law contracts, including contracts of mandate and contracts for specific performance;
c) remuneration of a natural person pursuing business activity and performing tasks in the project individually;
d) employer’s liability arising from:
· contributions to social insurance (pension, disability pension, accident insurance), 
· contributions to employee capital plans6,
· if applicable other compulsory contributions, such as the Labour Fund (unemployment scheme) and the Guaranteed Employee Benefits Fund (wages guarantee fund);
e) additional annual remuneration (the so-called 13th month remuneration) for the period the employee worked through for the project and in appropriate proportion.

Example of ineligible expenditures:
a) expenses incurred in cash. In the case of foreigners being the staff in the project who cannot – for formal reasons – open a bank account, it is allowed to use the cash form,
b) occasional awards, anniversary awards,
c) discretionary bonuses (with the exception of discretionary bonuses granted by the state budgetary units),
d) retirement gratuities and gratuities for dismissals,
e) in-kind allowances granted to the employee, such as a company car or a mobile phone,
f) write-offs for the Corporate Social Benefits Fund,
g) financial benefits from the Corporate Social Benefits Fund (such social benefits as: holiday benefits, additional medical service packets, holiday vouchers and other occasional ones),
h) contributions for the State Fund for Rehabilitation of Disabled Persons,
i) sick pay payable by the Social Security,
j) allowances financed from the state budget, e.g. family allowance, caretaking allowance,
k) allowances financed from Social Security funds, e.g. maternity, rehabilitation, caretaking, compensation allowances,
l) “terminal emoluments” – fixed percentage of remuneration costs added for covering unpredicted costs, paid upon the dissolution of contract.

If all components of remuneration were paid on the same day, division into individual elements is not required. The total value of all remuneration components can be reported in one item in the statement of expenditure. The amount indicated should result from the description of transfers.


[bookmark: _Toc56668411]3.2.1 Conditions of eligibility of costs regarding persons employed under employment relationship, under a contract of employment

1. In case of employment of the project staff under employment relationship, the expenditures for staff remunerations are eligible if the following conditions are met:
a) the employee is employed or senconded for the purpose of performance of tasks connected directly with project implementation;
b) the period of employment or delegation is eligible exclusively in the project implementation period specified in the financial contract;
c) employment or delegation for performance of tasks related to project implementation is properly documented with the provisions of the contract of employment or scope of duties or description of the job position, including information on award of the allowance referred to in point 5; proper documentation must be understood as, including but not limited to, specification in the above documents of all tasks the given person will perform under the project.
2. The contract of employment concluded with a member of the project staff covers all tasks performed by the said person under the project or projects implemented by the Beneficiary (subject to point 3.2.2.2) which is properly documented according to point 1 letter c) above.
3. Remuneration of a person employed as project staff member can be settled using a unit rate. It is an hourly remuneration rate of that person calculated as the product of the last documented amount of annual gross remuneration costs (e.g. in the last completed calendar year or in the period of 12 months prior to employment of that person in the project) increased by the eligible liabilities of the given person’s employer and number 1720 (International organisations can present other calculations for settlement, according to their internal regulations). The expenditures settled in the simplified manner are recognised as incurred expenditures. There is no obligation to collect or describe accounting documents in the scope of the project in order to confirm incurring of the expenditures which were recognised as expenditures covered with lump sum. Nevertheless, the Beneficiary should have the documentation confirming the performance of results, products and/or actions, according with the application form.
4. In the event of periodical increase of the person's official duties, the eligible expenditures related to the salary of the staff may cover payment allowances, if these were granted in accordance with the binding labour law provisions, subject to pt. 6, 7 and 8, the allowance being granted either as the sole remuneration for work in the project or as a supplement to the remuneration of the project staff settled within the project.
5. The allowance may be eligible provided that the following conditions are met:
0. the possibility of granting an allowance results directly from the labour law,
0. the allowance has been provided for in the work regulations or the remuneration regulations of a given institution or other relevant labour law provisions,
0. the allowance has been introduced in the institution at least 6 months prior the submission of the application for co-financing, however, this does not apply to the case when the possibility of granting the allowance results from the commonly binding labour law acts,
0. the allowance potentially covers all employees of a given institution, and the rules for granting it are the same for staff involved in the project and other employees of the beneficiary,
0. the allowance is eligible only during the period of the person's involvement in the project,
0. the amount of the allowance depends on the scope of additional duties[footnoteRef:7][footnoteRef:8][6], [7:  The "scope of additional duties" should be understood as both new official duties, not arising from the scope of tasks, as well as an increase in involvement within the employee's current duties.]  [8: ] 

while in the case of performing tasks in several projects by the same Beneficiary, the project staff is granted in principle only one allowance in proportion to the employee's involvement in the project.
6. The allowances referred to in points 5 and 6 are eligible up to 40% of the basic salary[footnoteRef:9]7 together with social security contributions, the Labour Fund, Guaranteed Employee Benefits Fund, on condition that exceeding this limit may only result from commonly binding law acts. [9:  In accordance with the remuneration regulations of a particular institution eg base salary.] 

7. In the case of settlement of task-related allowances, it is additionally required to keep a written decision on granting the allowance solely in connection with the implementation of a given AMIF project or projects. In case of receiving an allowance for carrying out work in more than one project, the exact commitment to each of the projects should be indicated.
8. If the person who is the project's staff is an employee of the Beneficiary, and his employment contract only partly covers tasks under one AMIF project and one item of the project budget and at the same time in the employment contract or scope of duties has the indicated percentage of involvement in this project AMIF (e.g. ½ of full time, ¼ of full time, 50% of  full time, 25% of full time project), expenditure related to project remuneration is eligible provided that:
a) tasks related to the implementation of the project will be clearly distinguished in the employment contract or scope of employee's official activities or job description,
b) the scope of tasks related to the implementation of the project is the basis for determining the proportion of the employee's actual involvement in the implementation of the project in relation to the working time resulting from the employment contract of that employee,
c) the expenditure related to the remuneration of project staff corresponds to the proportion referred to in point b). The correctness of calculating the proportion of employee's actual involvement in the project may be subject to control.
9. Discretionary bonuses may be eligible insofar as all the following conditions apply together:
a) they were incurred by a state budgetary unit,
b) they were foreseen in a work regulation or remuneration regulation of an institution or in other relevant documents,
c) they were introduced in a given institution no less than 6 months before submitting a project application,
d) they potentially cover all employees of a given institution, and the rules of granting are the same for personel involved in projects implementation and for all other employees of the Beneficiary,
e) they are granted in regard to performance of tasks within a project on the basis of an employment relationship.


Documenting expenditures:
· an employment agreement for each employee whose salary has been qualified in the personnel cost category in which the employment costs of the employee are reported, and any annexes to the employment agreement, if it has been amended,
· scope of duties or job description for each employee whose salary has been qualified in the personnel costs category in which the employment costs of the employee are reported, and any amendments to the scope of duties or job description; the scope or description should contain information on the employee’s contribution to the project and the financial agreement reference number,
· the payroll for each reported month confirming the employee’s gross salary as per their employment agreement and other salary components as per the organization’s regulations on remunerations and bonuses,
· time sheets listing all tasks performed in AMIF projects (including indirect costs) and elsewhere are required except in the following situations:
- 	a person assigned to the project under an employment agreement devotes 100% of their time to AMIF project and their job matches a single item in the project’s budget,
- 	a person assigned to the project is an employee of the Beneficiary and their agreement only partially covers tasks in a single AMIF project and a single project budget item, but the employment agreement or scope of duties indicates their percentage of involvement or share in that AMIF project (for example half-time or quarter-time), 
- 	the sole form of remuneration paid as part of AMIF project direct costs while observing the principles set forth in this Manual is one or more performance allowances,
· attendance lists,
· payment proofs confirming the payment of each gross salary component and salary-based benefit for each employee directly involved in the project in a particular month in the reporting period,
· the ZUS DRA and RCA forms or the equivalent monthly information for the insured for each of the reported months in the reporting period,
· the calculation of the share of remuneration settled for the project (only for persons involved in the project on a part-time basis). No calculation is necessary for persons who devote part of their working time to the project and have a specific percentage or share of involvement indicated in their employment agreement, scope of duties or job description. In this situation, the whole gross salary should be multiplied by the percentage stated in the agreement, scope of duties or job description. Settling the cost without the need for calculation is possible if information in the timesheet, if required to be kept, matches the information in the agreement, scope of duties or job description,
· holiday leave is qualified in proportion to the period of employing the employee in the project. Rights acquired by the employee prior to commencing the project, including overdue leave, cannot qualify for settlement in the project. This means that holiday leave may be settled in the project at most for the period for which a person works on the project.
	Example:
The employee was delegated for half-time of employment for the period of 6 months for tasks connected with project performance. The employee is entitled to 26 days of holidays.
6.5 days of the holiday leave can be settled under the project. Each day of the holiday leave must be entered in the time sheet. The holiday leave is not included in the actually worked hours for the benefit of the project, therefore, they cannot be considered by counting the hour rate in the calculation (appendix to Manual).



The mere involvement of an employee in the AMIF project as part of indirect costs does not involve mandatory timesheets keeping. However, if the timesheets keeping obligation results from other provisions of the Manual, the record should also include actions performed as part of indirect costs.
Involvement in the AMIF project based on both an employment agreement and a contract of mandate always entails the obligation to keep timesheets.

Practical guidelines:
· the project management staff must be included in the indirect costs,
· in case of participation of supporting employees in the project (i.e. male/female secretary/assistant, director, accountant, etc.), their remuneration is eligible in the scope of the indirect costs,
· staff documents, i.e. scopes of duties as well as time sheets must be signed by the employer and employee,
· calculations of staff costs are made on the basis of records of working time for the project in monthly work time sheets kept by the employee – a timesheet template may be found in the appendix to this Manual,
· timesheets shall be signed by the employee and approved by the entity manager or a person authorised by that manager,
· the scope of responsibilities or job description pertaining to the employee working for the project shall indicate the delegation to work for a given project – the scope of responsibilities or job description shall include the indicated title or number of a given project,
· timesheets are to be kept systematically, and their completion is to start with marking Saturdays and holidays with a grey colour,
· when preparing the timesheet, the number of days in a given calendar month is to be checked – so that no inexistent days, e.g. 31 November or 31 April, are placed in the sheet,;
· when preparing the timesheet, compatibility of the business trip records settled as part of Costs of transport, travel and subsistance and the records on business trips entered in the timesheet,
· descriptions of performed actions entered in the timesheet must be concise and expressly indicate that a given action is connected with the implementation of the project; if the Beneficiary implements more than one project, they should systematically carry out internal cross-checks as regards the timesheets of employees directly working for more than one project – this will prevent situations where – according to timesheets – the employee worked for several projects simultaneously,
· if there is no obligation in an institution to keep attendance lists, the employees directly working for the project shall keep an attendance list for the purposes of the project,
· calculations of costs of remunerations are made on the basis of actual remuneration rates for a working hour in a given month that pertain to a given employee,
· the remuneration for the employee involved in the implementation of the project, settled as part of that project, cannot be higher than the remuneration resulting from the payroll of a given employee for a given settlement period – only when the employee was 100% involved in the implementation of the project will the remuneration settled in the project be equal to the remuneration arising from the payroll,
· when settling the remuneration of the employees involved in the project, it has to be borne in mind that the remunerations in the last month of a settlement period are not paid fully on the whole. In the vast majority of cases, in the last settlement month only net remuneration is paid out and contributions for social insurance and health insurance, personal income tax, contributions to employee capital plans, other compulsory contributions such as the Labour Fund (unemployment scheme) and/or the Guaranteed Employee Benefits Fund (wages guarantee fund) are paid in the next month – therefore, the contributions for the last month of implementation of the project are to be paid not later than 20 days after the project is completed,
· all remuneration components used for the purposes of calculating the hourly rate in the project must be reflected in payrolls,
· if the employee was sick and received sick pay paid by the employer or remains on holiday leave, the employee's sick pay paid by the workplace and holiday pay are deemed eligible as well (calculations are made according to the provided example),
· if the employee is paid a remuneration compensation for a specific period, the remuneration in the project must be settled on the basis of the hours the employee worked through in the period for which the said compensation is paid; 
e.g. along with the remuneration for August 2015, the employee was paid the remuneration for July 2015 – therefore, when calculating the remuneration compensation so as to assign it to the project, hours of work from July 2015 are included in the periodical report for the report period covering August 2015;
· if a business trip as part of the project includes holidays for which the employee did not receive remuneration for working on holidays or did not receive time off in lieu of remuneration, the timesheet must include only that part of the business trip period that included work days, e.g. if a business trip was from Sunday to Tuesday, the timesheet will include Monday and Tuesday only,
· doing overtime is eligible only if the employee has received remuneration for doing overtime or received the overtime in the form of time off in lieu of remuneration, 
· if a business trip in the project includes working days and its duration exceeds the obligatory working time of the employee, for which the employee did not receive remuneration for doing overtime or time off in lieu of remuneration, the timesheet must include only that period of the business trip that corresponds to the obligatory working time of the employee, e.g. if a business trip was from 8 am to 8 pm, the timesheet will include 8 hours only (given that the employee has a full-time job),;
· employees on positions with unlimited work time and working directly for the benefit of the project are obliged, similarly to other employees, to deliver, for control purposes, the list of attendance at work for each month reported in the project,
· additional annual remuneration (the so-called “13th month remuneration”) can be deemed eligible in the project proportionally to time in which the employee worked directly for the benefit of the project. If the employee worked directly full time under the project for the entire year, the additional annual remuneration for the given year shall be eligible in full. In other cases, the amount of the additional annual remuneration to be assigned proportionally to the project must be calculated,; 
· this means that, e.g. additional annual remuneration for 2015 (paid in February 2016) for the project is calculated using the work time hours for the project in 2015 (based on the timesheets) and included in the periodical report for the period covering February 2015. For the purpose of confirmation of the eligible amount, calculation is applied which presents the number of hours worked for the project in relation to the total governing number of work hours in the period for which the “13th month remuneration” is awarded (i.e. for the previous year),;
· additional annual remuneration the employee is entitled to solely from the tasks performed under the project (e.g. special allowance/task allowance exclusively for the project) can be deemed eligible in full for the project, whereas the remaining part of the remuneration must be settled in the project proportionally to the time in which the employee worked directly for the benefit of the project.

Recommended method of calculation of personnel remuneration eligible under the project: 
Note!
This regards exclusively the staff employed under contract of employment who is partially engaged in project implementation!
The proportion calculation method is necessary to calculate the costs of remuneration of the employees who did not devote their entire work time for performance of tasks under the project. Calculations are performed on the basis of work time records in the timesheets, remuneration arising from the contract of employment and payroll. A template of the timesheet is presented in the appendix to the Manual. The recommended method of calculation of the part of remuneration eligible for settlement under the project is presented below. The method presented below is based on an hourly rate calculated on the basis of work hours in the given month. Upon completion of the reporting period, the Beneficiary has, additionally, the right to calculate an adequate portion of remuneration for time of holiday or sickness paid by the employer into the project.

First...

Claculate the number of work hours of Mr Jan Kowalski in the month in which he worked directly for the project. The tasks were performed in November 2015.
	Example:
Calendar days in November 2015	- 30
Bank Holidays		                       - 2
Saturdays + Sundays			- 10
Total work days			           - 18
Thus, Mr Jan Kowalski could work 144 work hours in November 2015 (18 days x 8 hours daily). 



Then...

On the basis of the timesheet of Mr Jan Kowalski drafted for November 2015, calculate the number of hours devoted by him for project implementation. 

	Example:
It arises from the timesheet that Mr Kowalski worked 30 work hours directly for the project.



And then...

Calculate the remuneration of Mr Kowalski that can be reported under the project:

	Example:
Gross remuneration + social security contributions (employer’s liability) of Mr Jan Kowalski in November 2015 was PLN 4,117.40.

The hourly rate of remuneration of Mr Jan Kowalski in 11.2015 was, thus, 28.59 PLN/h. (PLN 4,117.40: 144 work hours per month = 28.59 PLN/h)

Eligible project remuneration is PLN 857.70 (= 28.59 PLN/h x 30 h).




Upon completion of the reporting period...
(The Beneficiary has the right, but is not obliged, to calculate an adequate portion of remuneration for time of holiday or sickness paid by the employer into the project.)

Calculate the holiday pay/sick pay that can be attributed to the project for the given month acc. to the method specified below

	holiday pay/sick pay attributed to the project in the given month

	=
	hourly rate in the given month x indicator of the employee’s time engagement in the project in the reporting period x number of holiday/sickness hours in the given month



where:
hourly rate in the month = 
	hourly rate in the month
	=
	
(gross eligible remuneration + employer’s outlays in the month): (number of work hours in the month) 



whereas

	indicator of the employee’s time engagement in the project in the reporting period
	=
	(number of hours devoted to the project in the reporting period) : (number of work hours in the reporting period)




	Example:
The hourly rate of remuneration of Mr Jan Kowalski in November 2015 was 28.59 PLN/h. (PLN 4,117.40: 144 work hours per month = 28.59 PLN/h)

In November 2015 Mr Kowalski took 2 days of holiday and 3 days of sick leave paid by the employer. In the reporting period from October to December 2015 (quarterly reporting period), Mr Kowalski worked 120 hours for the project out of 496 work hours, i.e. the time engagement indicator was 24.19%.

Thus, the amount calculated below can be allocated to the project for time of holiday and sick pay:
28.59 PLN/h x 5 days x 8h daily x 24.19% = PLN 276.64.



Any use by a partner  of a different method of staff costs calcularion reqiures EPiC MoIA approval.
[bookmark: _Toc56668412]3.2.2 Conditions of eligibility of costs regarding persons employed under civil relationship

1. Expenditures incurred for the remuneration of the staff hired under civil law relationship are eligible, subject to the provisions of this Manual.
2. Eligibility of expenditures incurred for the remuneration of the person involved in the project under a civil law contract who is at the same time the Beneficiary’s employee employed under an employment relationship is only possible in justified cases, in particular when the nature of tasks excludes the possibility of their performance in the scope of the employment relationship, provided that the following conditions are met collectively:
a) it is compliant with the national law,
b) the scope of duties within the civil law contract is precisely defined,
c) involvement in the scope of the employment relationship allows for effective task performance within the civil law contract,
d) the time (number of hours) spent on task performance and work hour rate (only concerns the contract of mandate) or the other method enabling the evaluation of the expenditure justifiability is defined in the contract.
3. In case of involvement of the person who is included in the project staff on the basis of more than one civil law contract in the scope of the project, the expenditures connected with the staff remuneration are eligible if:
a) burdening resulting from the implementation of all civil law contracts does not exclude the possibility of correct and effective implementation of tasks in the scope of the project;
b) the time (number of hours) spent on task performance and work hour rate (only concerns the contract of mandate) or the other method enabling the evaluation of the expenditure justifiability is defined in the contract;
c) the civil law contract settlement is performed on the basis of the acceptance protocol/acknowledgment of receipt, indicating the detailed scope of implemented actions as well as the number of hours referring to the performance of a given contract,
4. The expenditures incurred for the remuneration of the staff involved on the basis of the contract for the specific performance are eligible if:
a) The Beneficiary indicates the remuneration settlement on the basis of the contract for the specific performance in the application for project co-financing and the application in such a form is approved; 
b) the settlement of the contract for the specific performance is performed on the basis of the specific task acceptance protocol.

Expenditure documentation:
· the contracts of mandate, the contracts for the specific performance or others with bills as well as with the indication of the manner of the remuneration settlement (there must be information on the employee’s participation in the project as well as information on co-financing from AMIF as well as the state budget in the contract text),
· social security monthly information for insured person (only in case when social security contributions were deducted from the civil law contract),
· payment proofs confirming the remuneration payment for the civil law contract, including the net amounts of income tax from natural persons as well as social security contributions (if they were deducted from the contract),
· the service acceptance protocols (if service acceptance confirmation is not included in the bill to the contact - it does not concern the contracts for the specific performance for which the protocol is always required),
· timesheets covering all tasks performed in AMIF projects (including indirect costs) and outside of AMIF projects are required except when the only form of involvement of a person who is AMIF project staff in substantive activities is employment based on one contract of mandate under one project’s budget item[footnoteRef:10], [10:  One ought to remember to act in complinace with the generally applicable law on the minimum wage.] 

· in case of the person who is the project staff on the basis of more than one civil law contract within the project - the acceptance protocols/ acknowledgment of receipt indicating the detailed scope of the performed actions as well as the number of hours referring to the performance of a given contract,
· in case of contracts of mandate/for specific performance - a copy of the performed and accepted result of the contractor’s work,
· documentation from the conducted contract award procedure, if required.

Practical guidelines:
· work time under contracts of specific performance is not included in the timesheet,
· the content of the civil law contracts concluded with persons participating in the project must include the project title or/and number as well as information on co-financing from the AMIF funds and (optionally) state budget,
· all types of amendments to the civil law contracts must be introduced pursuant to the national law,
· the period of travel for the purpose of performance of the given procurement or job is not additionally paid by the Beneficiary, thus it is not obligatory to enter it in the timesheet.
Note!
There is no obligation to indicate in timesheets tasks connected with contracts of specific performance. 
When concluding an agreement with a person conducting a single-person business activity who performs the tasks personally within the framework of the project, the manner of documentation of incurred costs and expenditures must be in accordance with the above stated description applied to persons employed on the basis of civil law relation.

[bookmark: _Toc56668413]3.3 Costs of transport, travel and subsistance

Description:
· Heading of the expenditures intended for recording of expenditures connected with transport, travelling and accommodation of persons directly engaged in implementation of the project and other persons participating in the project (e.g. members of the target group, conference participants) whose trip was necessary for the purpose of its implementation.
· The travel costs are eligible on the basis of actual and incurred costs.
· The rates of refund of costs must be based on the most cost-efficient means of public transport.
· In principle, plane flights are admissible only in case of foreign trips. In duly justified cases, a plane flight is acceptable for a national trip if it was the most cost-efficient solution. In case of a plane flight on a national route, the Beneficiary can be requested to demonstrate that the flight met the specified condition.
· In case of use of a private car the refund is usually based on the cost of public transport or kilometre rate, according to the law published in this scope or applied by the Beneficiary, if the national limits are not exceeded.
· The subsistance costs during the trip are eligible on the basis of actual costs or daily allowance. In case of project staff, the actual costs are eligible up to the value of daily allowances. If the organisation has its own daily rates (allowance for subsistance costs), it is applied up national laws’ limits .
· In case of international organisations, it is admissible to apply own laws determining the rates of daily allowances, provided that they do note exceed the rates applied by the European Commission, without prejudice to the principles specified in chapter 3 point 2 of this Manual. The bonus arising from subsistance costs covers costs of local transport (including taxis in justified cases), accommodation, boarding, local telephone calls and various expenditures (e.g. car park fees).
· All trips must be expressly motivated with the project actions and must be essential for effective project implementation.

Example of eligible expenditures:
· national and international daily allowances pursuant to the national laws ,
· lump sums due during business trips pursuant to national laws ,
· costs of accommodation and boarding (there is no established limit of the accommodation costs, it is, however, recommended to adopt the maximum hotel accommodation price at the level of EUR 100 per day. This amount must not be treated as the final limit. Excesses will be, however, subject to verification in terms of reasonability of the expenditure and comparison with the market price), 
· costs of transport of the project staff and other persons participating in the project (including travel cost refund) on the basis of bus tickets, 2nd class railway tickets, ferry tickets, economic class plane tickets, airport fees,
· rent of a means of transport, if it is the most cost-efficient means of transport,
· purchase of fuel for the company car settled with a road card or calculation, if the trip by company car is the most cost-efficient means of transport,
· travel insurance,
· in justified cases, the refund of costs of using a private car for business purposes pursuant to the national laws’ limit or according to the costs of public transport on the given route or according to the lump sum rates governing the Beneficiary, however not exceeding the rates specified in the said regulation,
· in exceptional and justified cases, use of taxi for project purposes,
· other trip-related costs, i.e. means of local transport, local telephone, cost of road use (motorway tolls, receipt for a car park, etc.), other related with the members of the target group, e.g. a tourist guide, 
· in exceptional and justified cases, an expenditure connected with change of the plane ticket (date, time of departure, travelling person, etc.),
· costs (e.g. of flight, hotel) related to change of the date of a trip are eligible exclusively in justified cases the fault for which cannot be attributed to the Beneficiary, e.g. due to documented fault of the organiser or force majeure. 

Example of ineligible expenditures:
· first class or business class plane tickets (regards every plane trip),
· first class railway tickets,
· economy class airplane tickets and airport charges in the case of domestic trip if the Beneficiary failed to state that the flight was the most cost-efficient solution,
· allowance costs exceeding national laws’ limits,
· allowances for the full amount in the cases where the organiser of the meeting/seminar/conference provided all or some meals to the participants, if applicable under national laws,
· lump sum for accommodation in the cases where the organiser of the meeting/seminar/conference provided accommodation to the participants,
· costs of business trips of the project personnel employed on a basis other than under a contract of employment, if the contract concluded with such a person not oblige the Beneficiary to cover the business trip costs of such a person.

Expenditure documentation:
· completed and approved application for national or international business trip e.g. travel request approval form,
· settlement of official national or international trip,
· proof of payment of amounts connected with the trip, including proof of advance payments, return of the unused amount by the employee or payment of the difference between the spent amount and paid advance payment to the employee,
· in case of payments made in a foreign currency, also the proof of purchase of foreign currencies specifying the purchase exchange rate,
· invoices/receipts for accommodation, transport, boarding,
· plane tickets - conventional or digital,
· railway, bus, ferry and other tickets,
· if the said tickets were purchased on the basis of an invoice, the invoice must be also enclosed together with the proof of its payment,
· agenda of the meeting/seminar/conference as well as potential invitations to them (if the Beneficiary received an invitation), 
· documents certifying the participation in the conference or domestic or foreign meeting (e.g. list of attendance or meeting schedule, invitation to participate in the meeting),
· in case of settling the insurance for the period of the trip, it is necessary to submit the invoice and insurance policy with the proof of its payment,
· in case of settling the fuel for the company car, it is necessary to submit the car road sheet, invoices for fuel with proofs of their payment as well as the calculation of the amount of fuel used during the trip,
· only in case of use of a private car - the contract for the use of that car for the occupational purposes/consent of the unit’s manager for the use of that car,
· in case of use of a private car, it is possible to calculate the eligible amount on the basis of:
a) actual costs of travel by means of public transport on the given route, or
b) calculation on the basis of the so-called “mileage allowance” indicated in the regulation of the Minister of Transport or 
c) application of the calculation on the basis of the lump sum used by the Beneficiary (in such case, change of the lump sum rate must be defined in the regulation of the director/president of the organisation),
· in case of exceeding the hotel limit during the business trip - the document presenting the unit manager’s consent for the excess of that limit,
· in case of persons employed under a civil law contract, there must be information included therein on the possibility of paying the due amounts for the business trip. Otherwise, it is assumed that the trip cost was included in the agreed remuneration.

Practical guidelines:
· absolutely all trip tickets must be collected and stored for the inspection purposes - lack of a stored ticket results in the necessity to collect other documents certifying occurrence of a trip - prior to the trip, it is necessary to notify the project staff as well as other participants about the absolute necessity to keep all tickers for the inspection purposes.
· the description in the application for the business trip (form of national or international delegation) as well as the in the financial documents enclosed with the calculation of the trip must indicate the relationship between the business trip and the implemented project.
· in case of settling the trip costs of the persons who are not the organisation’s employees, it is necessary to draw up the document of return of trip costs/trip settlement which must include all information on the trip connected with the project,
· in case when the engine capacity of the private car is not stated in the vehicle mileage register, it is necessary to submit the photocopy of the registration book in order to verify the application of the correct value of a so-called “mileage allowance”,
· in case of an airplane trip, it is necessary to check if the departure/arrival time is compliant with the time on the plane ticket while filling in the settlement of the trip,
· filling in the time sheets for the months in which there were business trips, both national and international, it is necessary to check if the hours spent on trips were correctly registered in the time sheets.
· time framework of the trip must be compliant with the dates of the trip purpose (day prior to/upon the meeting, seminar, conference), an exception to the rule are cases where it was proved that the additional costs connected with the extension of the time of the trip (e.g. costs of additional accommodation) do not exceed the savings connected with it (e.g. lowered flight costs).
· expenditures must be incurred by the project Beneficiary - direct payment by the institution’s employee is insufficient - in case of the payment performed by the employee, the expenditure, in order to be eligible, must be refunded from the organisation’s funds,
· if the institution organising the meeting/seminar/conference covers a part of the stay costs (e.g. provides boarding), the daily allowances the employee is entitled may have to be decreased pursuant to national laws,
· actual subsistance costs or trip costs must be settled on the basis of the national, international allowances as well as the lump sums according to the effective national laws. Daily allowances and lump sums in the amount exceeding those indicated in the national laws are recognised as ineffective expenditures in terms of costs and, in consequence, as ineligible.
· particular attention must be paid to the description of the settlement of the trip as well as supporting documents, indicating the direct relationship with the implemented project. Link to the project must be demonstrated for all business trips,
· payment of the amount arising from the business trip to the employee (allowances, lump sums, hotel, transport, etc.) can be in the form of cash, in such a case, the Beneficiary is obliged to submit the cash paid-out document as well as the cash report or in case of lack of the business trip settlement document, the employee’s written confirmation of receipt of the amount arising from the settlement of the trip costs as well as the cash report,
· in case of payment in a cash-free form, it is necessary to submit the confirmation of the transfer of the amount arising from the business trip into the employee’s account.

[bookmark: _Toc56668414]3.4 Equipment, software and furnishing

Description:
· the costs connected with the purchase of equipment, software and furnishing are eligible only when they are necessary for the project implementation,
· the Beneficiary can obtain the equipment, software and furnishing through their:
a) purchase, 
b) lease,
c) leasing,
· the choice between the leasing, lease and purchase must always be based on the principle of the choice of the most economically justified option for the project. Nevertheless, the purchase is acceptable if leasing or rent is not possible due to the short period of the project duration or fast decrease in the equipment, software or device value.
· expenditures connected with the rentallease and leasing are eligible for co-funding under the provisions of this Manual,
· if the purchase of the equipment, software or devices is performed during the project duration, it is necessary to indicate in the budget if the financing includes the full cost or only the part of the depreciation which is compliant with the period of use for the needs of the project as well as the rate of the actual use within the scope of the project. In the latter case, the calculations are performed according to the applicable national law,
· the costs of the equipment, software or furnishing purchased prior to the commencement of the project, but used for the needs of the project, are eligible for the amount of the calculated depreciation. However, these costs are not eligible if the equipment, software or furnishing were purchased through a donation,
· in case of the purchase of the equipment, software or furnishing the summary cost  which is lower than PLN 50,000 per partner, the full cost of purchase is eligible, provided that the equipment, software or devices were purchased in the period of first 48 months of the project implementation or in 45 months upon the conclusion of the financial contract, depending which deadline expires first. The purchase of the equipment, software and furnishing the cost of which is equal or higher than PLN 50,000 or which was performed upon the aforementioned date is eligible only on the basis of the depreciation costs. This point does not refer to the projects the main object of which is obtaining the equipment, software or furnishing by the Beneficiary,
· due to the COVID-19 pandemic, the Delegated Authority may in individual cases, at the request of the Beneficiary, agree on the purchase of the equipment, software or furnishing after the stated above deadlines, 
· the two preceeding points do not refer to the projects implemented in another mode than an open call for proposals in which the acquisition of the equipment, software and furnishing contributes to the creation and development of the institutional system of accepting the foreigners and their returns,
· equipment, software and furnishing can be brand new or used,
· the purchase of the equipment, software or furnishing used is eligible under three conditions, collectively:
a) the seller of the equipment, software or furnishing must present the statement including the origin of the equipment, software or devices and confirms that under any circumstances were they purchased with the use of the grant donation,
b) the price of the equipment, software or furnishing does not exceed the market value, considering its decreased technical and economical life cycle and if the prices is lower than the price of similar new equipment, software or furnishing as well as 
c) the equipment, software or furnishing have technical properties that are necessary for implementation of the enterprise and meets the effective norms and standards.

Examples of eligible expenditures/costs:
· purchase, lease, leasing of equipment, software and furnishing necessary for project implementation,
· depreciation of equipment, software and furnishing necessary for project implementation.

Examples of ineligible expenditures:
· purchase of the equipment, software or furnishing which are not necessary for the project implementation,
· purchase of the equipment, software or furnishing in quantities exceeding the quantities necessary for the project implementation,
· purchase of the equipment, software or furnishing is performed without the application of the appropriate procedures of performing purchases in the project or with the breach of these rules (full or partial non-eligibility, depending on the type of breach),
· purchase of the equipment, software or furnishing used before (“from second hand”) which were funded from other donations in the last 7 years (including donations from the European Union),
· depreciation of the equipment, software or furnishing the value of which is subject to total depreciation,
· depreciation costs of the equipment, software and furnishing purchased from the donation funds (including these from the European Union),
· costs connected with the lease contract, in particular, tax, lessor’s margin, the costs of interest refinancing, overheads, insurance fees. 

Expenditure/cost documentation:
· invoice for the purchased equipment, software or furnishing with the proof of payment, 
· protocols of delivery acceptances, in case of the purchases of the equipment, software or furnishing (if issued) or the confirmation of the acceptable of the goods in the invoice,
· documentation of contract award for the delivery of the equipment, software or furnishing (under the provisions of this manual and financial contract),
· in case of purchase of the second-hand equipment, software or devices, the statement of the seller of the second-hand equipment, software or furnishing, concerning its origin, and confirmation that they were not acquired with the use of a donation in the last 7 years. 
· printouts from the accounting records of fixed tangible assets or low-value fixed tangible assets along with a depreciation table – if they are purchased for the project and if they are reported in the project of fixed tangible asset depreciation,
· photos of equipment, software and furnishing with visible marking of AMIF co-financing (and state budget if applicable) in line with the programme guidelines in this respect,
· in the case of settlement of depreciation – a statement of the Beneficiary that the costs of depreciation of equipment, software or furnishing carried in eligible costs pertain only to the purchases that have not been financed with a donation.

Practical guidelines in case of using leasing:
· in the case of payment of initial rent, the invoice is to be settled for the value proportionate to the period of use of the asset for the project.  
· any additional purchased options, for – for instance – monitoring of leasing, are non-eligible expenditures:

Practical guidelines in case of depreciation settlement: 
· in the case of depreciation cost settlement, the date of payment in the specification is to be the date of write-down,
· in the case of equipment, software or furnishing acquired before the project started to be implemented, only write-downs for the period of use of equipment, software or furnishing for the project are to be settled as eligible cost, only to such extent to which the equipment, software or furnishing is used for the project,
· if – according to the principles assumed in a unit – the depreciation of equipment, software or furnishing used in the project is charged and booked in the costs once a year (in arrears), the cost of depreciation of that equipment, software or furnishing is to be reported in the settlement period in which it was booked – e.g. the depreciation for 2015 is booked in the costs of the unit as for 31 December 2015 – it is included in the report for the period covering December 2015,
· if in the above case of booking depreciation once a year, the equipment, software or furnishing is not used solely for the purposes of the project, the depreciation for the project is to be calculated on the basis of the time of use of the equipment, software or furnishing for the purposes of the project – in such a case time of use of equipment or furnishing for the project is to be recorded and the costs are to be settled proportionally to the number of effective work hours in the month where the equipment, software or furnishing was used for the project.

[bookmark: _Toc56668415]3.5 Real estate (purchase, construction, renovation, rent, general services)

Description:
· heading for recording of expenditures concerning the purchase, construction, renovation, modernisation or tenancy of real estate as well as the costs of its use,
· in the case of tenancy and use, only those costs are eligible that pertain to the area used for the performance of content-related tasks in the project; the costs of area necessary for managing the project are to be booked in indirect costs,
· expenditures for purchase of undeveloped lands are ineligible,
· expenditures for purchase of developed lands are eligible only if those lands are indispensable for the implementation of the project and the cost of their purchase does not exceed 10% of joint eligible costs in the project,
· expenditures for construction, renovation or modernisation of real estate are eligible provided that the property will be used solely for the purposes defined in the project for at least 10 years; before the financial contract is concluded, the Beneficiary must prove that this requirement will be met, e.g. in the case state budgetary units – by indication of their statutory responsibilities justifying such investment,
· expenditures for minor modernisation or renovation works up to the net value of PLN 20,000[footnoteRef:11] in rooms being at the disposal of the Beneficiary are eligible without the need for the real property to be used solely for the purposes defined in the project for at least 10 years, [11:  In case of entities (contractors) who are subject to VAT, the amount must be adopted without the said tax, thus it must be net, whereas in case of entities (contractors) who are not subject to VAT, the net amount must be understood as an amount with all taxes other than VAT and with potential other charges, e.g. Social Security contributions, thus gross.] 

· general services are to be construed as services connected with the functioning of rooms used for the implementation of the project, which rooms – at the same time – are not general office rooms used for the administration of the project, the maintenance of which rooms is settled in the indirect cost heading. However, it has to be borne in mind that only those expenditures which are directly connected with the implemented project are eligible,
· the technical parameters of the real estate must correspond to the project objectives and meet relevant standards and norms.

Examples of eligible expenditures:
· minor modernisation or renovation works up to the net value of PLN 20,00010 of the property being at the disposal of the Beneficiary, which are necessary for the implementation o the project and are evidently related to the objectives of the project. Costs of works in real properties leased solely for the purpose of project implementation are not eligible,
· tenancy and costs of use (e.g. electricity, heating, water and wastewater drainage, insurance, security, cleaning) of real estate used for the implementation of the project provided the following requirements are met:
- the owner of the real property did not purchase it using Union funds,
– the real property is used solely for the project, otherwise only the part that corresponds to the use for the project is eligible for settlement within the project.

Examples of ineligible expenditures:
· any costs concerning the rooms or buildings serving as offices used for the administration of the project, 
· purchase of real estate acquired earlier with use of Union or national donation,
· expenditures for purchase of undeveloped lands,
· expenditures for purchase of developed lands if those lands are indispensable for the implementation of the project in the amount higher than 10% of joint eligible costs in a given project,
· expenditures for construction, renovation or modernisation of real estate, except for:
a) minor modernisation or renovation works up to the net value of PLN 20,00010 in the rooms being at the disposal of the Beneficiary, which rooms are necessary for the implementation o the project and are evidently related to the objectives of the project. Costs of works in real estate leased solely for the purpose of project implementation are not eligible,
b) real estate that will be used solely for the purposes defined in the project for at least 10 years and before the financial contract is concluded, the Beneficiary proves that that requirement will be met.

Expenditure/cost documentation:
· invoice regarding purchased/leased real estate with proof of payment,
· legal title to disposal of the real estate,
· calculation of the amount settled as part of the project if part of the costs are eligible for the project,
· documentation from the conducted procedure for contractor selection,
· in case of real estate purchase: 
– statement of the seller of the real estate proving that it was never purchased from EU funds prior to the commencement of the project, 
– opinion of an independent property valuer or a competent official authority stating that the price of the purchase does not exceed its market value and certifying that the real estete complies with the provisions effective in a given country or defining points where there is not such compliance and which the Beneficiary intends to remove as part of the project,
· photos of the real estate with visible marking that is compliant with the programme requirements in that respect (applicable to investments exceeding EUR 100,000 calculated under current rate of the National Bank of Poland as of the day the construction work contractor is given the instructions).

Practical guidelines:
· renovation, tenancy and use of rooms or buildings serving as offices used for administrative tasks in the project are to be settled as indirect cost,
· if there is a need for tenancy of area for the implementation of the project, room/facilities are to be rented that will not require renovation or modernisation works.

[bookmark: _Toc56668416]3.6 Consumables and supplies, other minor expenditures

Description:
· expenditure heading to be used for recording the purchase of goods that are consumed when used, supply and other purchases of low values, which are identifiable, verifiable, necessary for the implementation of the project and connected with it directly,
· consumable goods are to be construed as goods for single use that are consumed entirely for the purposes of the project (e.g. food, medication, clothes – in the case of which the consumption is to be understood as handing over to a person from a target group, etc.),
· supplies is to be construed as goods that are consumed faster than equipment for which they have been purchased (e.g. fine IT equipment, CDs, etc.),
· other minor expenditures are to be construed as any and all one-time services and purchases of equipment and furnishing of low value (e.g. courier or mail services, desk lamp, kettle, etc.), particularly if they are not a joint, large-volume purchase that would be booked in another expenditure heading (e.g. equipment and furnishing),
· any commodities provided as part of tasks related to the implementation of the project will be eligible in Heading E "Consumables and supplies, other minor expenditures." Note: however, if the same commodity is purchased for the administration of the project, it will be eligible in the indirect cost heading.

Examples of eligible expenditures:
· stationery items provided as part of the implementation of the project (this does not cover purchases for the administration of the project),
· consumables for hardware used by members of a target group,
· food products intended for refreshments during classes,
· catering,
· materials used in trainings and classes (e.g. threads, cloths, paints, education boards),
· refunds of costs incurred by members of target group (e.g. refund of costs concerning purchase of corrective glasses or medication),
· purchase of press and books for the library,
· tickets during integration meetings and trips (e.g. to the cinema, museum),
· stationery used during trainings, conferences, etc.
· copying training materials.

Examples of ineligible expenditures:
· office supplies or other materials or services (including mail and courier services) provided or used for the administration of the project by the staff of the project are to be booked in the indirect cost heading,

Expenditure documentation:
· invoices/receipts with payment proof, 
· contract with the contractor (if applicable), containing the project number and title,
· delivery/service acceptance protocols or goods acceptance confirmation in the invoice,
· documentation from the conducted procedure for contractor selection,
· list of participants or agenda of the meeting/training (if the scope of this heading includes the cost related to the meeting/training/conference).

Practical guidelines:
· when describing the accounting proof regarding purchases within this heading, pay special attention so that it is clear arises from the description of the accounting proof for what reason the purchases were made and whether the purchase regards the project directly or indirectly. 

· refunds of costs incurred by the target groups made by the Beneficiary are eligible under the following conditions:
a) for a period of six years from completion of the project, the Beneficiary keeps the required information and proof that the persons receiving the support belong to the target group,
b) for the period of six years from completion of the project, the Beneficiary must keep the proof of providing support (invoices and receipts, etc.) to such persons,
c) for a period of six years from completion of the project, the Beneficiary keeps the required information regarding returning persons who receive support for the purpose of identification of such persons, and the said information must include the date of return to the country of origin. It is also required to keep the proof of providing the said aid to the members of the target group.

[bookmark: _Toc56668417]3.7 External services (so-called subcontracting)

Description:
· the Beneficiary should usually be able to perform the tasks assumed for performance by themselves, but if they are unable to perform certain tasks independently, they can use services of contractors,
· expenditure heading for recording the expenditures concerning first and foremost such services as the Beneficiary cannot provide on their own or the provision of which by an external entity is more beneficial, either for economic reasons or reasons related to the expertise, scale, experience, licence or specialisation,
· contractor - is a third party who is not a Beneficiary or partner in the project, who provides services for the benefit of the project, consisting in performance of specialised tasks that could not be performed by own employees (or would not be as cost-efficient),
· it is prohibited to order external services consisting of:
– provision of external services which increases the cost of the project without adding a proportional added value,
– provision of external services by middlemen or advisors against remuneration defined as share in the joint cost of the project unless such payment has been justified by the Beneficiary by reference to the actual value of the work or service provided.

Example of eligible expenditures:
· educational services (e.g. specialised trainings),
· translations during conferences,
· comprehensive organisation of meetings, events and conferences under the project.

Example of ineligible expenditures:
· tasks ordered externally that generate costs and no added value for the project.

Expenditure documentation:
· invoices/receipts with payment proof, 
· contract with the contractor (if applicable), containing the project number and title,
· delivery/service acceptance protocols or goods acceptance confirmation in the invoice,
· documentation from the conducted procedure for contractor selection (procurement),
· if the subject of the contract was to create a specific product, e.g. a translation or a study, it will be necessary to send one example of the finished product or – if the delivery is impossible – a scan or a photo with visible marking indicating AMIF co-financing.

Practical guidelines:
· in the case of organisation of meetings, trainings and conferences as part of the project, proper promotion of the project and the fund must be carried out,
· only services can be settled in heading "External services," any foods (settled both as catering and as purchase of products) or hygienic commodities are to be planned in heading "Consumables and supplies, other minor expenditures."

[bookmark: _Toc56668418]3.8 Information, publications and promotion

Description:
· costs concerning any content-related activity for information or promotion purposes, costs of publications issued as part of the project. This heading does not cover general information and promotional activity concerning the project and which activity is not connected with a specific content-related activity.


Examples of eligible expenditures:
· designing, editing, interpretation, typesetting and printing of information and promotion materials (leaflets, brochures, newspaper inserts, etc.) and publications (e.g. study results, guides or handbooks), 
· preparation, edition and print/drafting of information and promotion materials,
· cost of announcements and spots on TV, radio and other media,
· design, development of websites and hosting,

Examples of non-eligible expenditures:
· promotion, information materials and publications, not marked or marked non-conformantly with the guidelines specified in chapter 5.3 of this Manual.

Expenditure documentation:
· invoices/receipts with payment proof,
· copy of the promotion/information material (e.g. leaflet, poster, brochure, folder, newspaper insert, press advertisement), and in case of large size promotion/information materials - photographs of such materials, where at least one of which presents proper marking of materials,
· publication copy,
· website printout - in case of website design,
· a recording of a spot broadcast on TV, radio or other media advertising the project with a written confirmation of the broadcaster in relation to the date, time and place of broadcast. 
· documentation from the procedure for contractor selection (procurement),
· contracts with subcontractors, together with protocols of delivery and service acceptance (if signed) or confirmation of goods collection in the invoice,
· invoices/receipts for promotion materials/information materials/promotion services, together with proof of payment for them.

Practical guidelines:
· all materials created in relation to the implemented project (in case of multi-stage implementation - this regards the final effect of material preparation) must be marked pursuant to point 5.3 of this Manual.

[bookmark: _Toc56668419]3.9 Other direct costs

Description:
· The scope of this category must include costs that cannot be attributed to any other cost category,
· In this category, a project can plan and report the assistance measures received upon return to the country of origin, such as trainings and assistance in finding employment, short-term measures necessary in the re-integration process and assistance provided upon return - applied for not longer than 12 months from return of the foreigner to the third country.

Examples of eligible expenditures:
· support of the members of the target group that cannot be qualified to other categories (e.g. in-kind aid, payment of tuition fees, rent relief),
· coverage of costs incurred by the returning persons that the Beneficiary reimburses to the returning persons, or
· payments of non-reimbursable lump sums (such as in the case of limited support for commencement of business activity and financial incentives for the returning persons),
· cost of obtaining the travel documents,
· cost of the so-called “pocket money” for foreigners returning to their country of origin,
· reintegration assistance for foreigners,
· settled by lump sums costs of aid for persons using the possibility of voluntary supported return incurred by international missions in transfer countries,
· settled by lump sums costs of evaluation of re-integration support plans for persons using the possibility of assisted voluntary return,
· settled by lump sums costs of implementation of re-integration support for persons using the possibility of assisted voluntary return,
· settled by lump sums costs of evaluation of re-integration support for persons using the possibility of assisted voluntary return.


Expenditure documentation:
· invoices/receipts with payment proof, 
· list of persons receiving in-kind assistance,
· written confirmation from the person receiving the “pocket money”, together with a signature and confirmation of providing re-inegration assistance,
· contract with the contractor (if applicable),
· service acceptance protocols or goods acceptance confirmation in the invoice,
· documentation from the conducted procedure for contractor selection.

Practical guidelines:

The purchases made by the Beneficiary for the purpose of aid for the target groups are eligible under the following conditions:
a) for a period of six years from completion of the project, the Beneficiary keeps the required information and proof that the persons receiving the support belong to the target group,
b) for the period of six years from completion of the project, the Beneficiary must keep the proof of providing support (invoices and receipts, etc.) to such persons. 
c) for a period of six years from completion of the project, the Beneficiary keeps the required information regarding returning persons who receive support for the purpose of identification of such persons, and the said information must include the date of return to the country of origin. It is also required to keep the proof of providing the said aid to the members of the target group.

[bookmark: _Toc56668420]3.10 Costs not included in the basis for calculation of indirect costs

This heading must include the costs regarding purchase of renovation and construction services, investment deliveries and creation, extension and modernisation of IT systems. This category includes costs incurred only as a result of application, from the threshold of net10 EUR 30 000[footnoteRef:12], of the principle of competitiveness or relevant public procurement law. The costs referring to the aforementioned services and deliveries, the value of which does not exceed net11 EUR 30,00011 though, must be included in the other, content-related, budget headings. [12:  For the purpose of conversion of the value of the procurement from PLN to EUR, use the exchange rate specified in the Regulation of the Prime Minister on the average exchange rat of Polish zloty in relation to euro providing basis for conversion of the value of public procurements. The current exchange rate can be found on the website of the Public Procurement Office at: http://www.uzp.gov.pl/cmsws/page/?D;1079,] 


	Example 1:
The Border Guards within the project plans, inter alia, purchase of vehicles for transport of persons returning compulsorily to their countries of origin. The cost of purchase of vehicles must be included in the heading “Costs not included in the basis for calculation of indirect costs”.

Example 2:
The Office for Foreigners is planning the modernisation and further development of the IT system with the purchase of servers and working stations. The cost of the IT system and equipment must be included in the heading “Costs not included in the basis for calculation of indirect costs”.



Practical guideline:
Prior to conclusion of the financial contract, the Beneficiary agrees with RA, DA which tasks form “Costs not included in the basis for calculation of indirect costs” and, if needed, they appropriately correct the project budget.

Documenting the expenditures included in his heading is performed in the manner which was indicated in the headings into which a given expenditure can be attributed by type (but it was not included in them due to its high value and performance by the external contractor).


[bookmark: _Toc56668421]3.11 Indirect costs 

Description:
· the indirect costs incurred during the implementation of the project are eligible for co-financing on the basis of the flat-rate which is maximally the following % of the total eligible direct costs performed:
a) 25% of direct costs - in case of projects with value up to PLN 1 million, inclusively,
b) 20% of direct costs - in case of projects with value exceeding PLN 1 million up to PLN 2 million, inclusively,
c) 15% of direct costs - in case of projects with value exceeding PLN 2 million up to PLN 5 million, inclusively,
d) 10% of direct costs - in case of projects with value exceeding PLN 5 million,
· in case of the project chosen by the European Commission of the type specific actions, the direct costs incurred during the implementation of the project are eligible for financing on the basis of the lump sum which is maximally 15% of total performed eligible direct costs (the percentage may be increased in projects implemented by complex and numerous partnerships), in case there are costs in the heading “Costs not included in the basis for calculation of indirect costs” in the project, the basis for calculation of the limit of indirect costs settled with the flat-rate is subject to decrease (by decreasing the value of direct costs) by the value of the heading,
· the decrease in indirect costs for the incurrence of the direct costs in the category “Costs not included in the basis for calculation of indirect costs” does not result in the decrease of the lump sum below 5% of the indirect costs; 
· the Beneficiary is entitled to determine a flat-rate other than that specified above in the application form.

The exact limit of indirect costs for the project is determined in the financial contract or financial agreement.

The indirect costs are settled in particular quarterly reports, depending on the amount of the direct costs presented for settlement.

The amount of the finally calculated indirect costs is not only influenced by the project direct costs, but also by potential decreases (e.g. financial corrections of procurements).


Examples of eligible expenditures:
· the remuneration costs of the project coordinator and manager or other person whose task is to coordinate or manage the project as well as the other staff directly involved in the project management and its settlement, provided that their employment is necessary for the project implementation.
· the management costs (costs of the persons authorised to represent the unit whose scopes of activities are not attributed exclusively to the project, e.g. unit manager),
· the costs of the service personnel (staff, financial, administration service, secretary room, legal counsel and other services for the operational needs of the unit),
· the costs of the accounting service (the costs of remuneration of the persons accounting the expenditures in the project, including the costs of commissioning the performance of the accounting service to the accounting office),
· costs of maintenance of office areas (rent, lease, administrative fees) related to project administrative support,
· expenditures related to opening or keeping a bank account or sub-account in the bank account separated for the purpose of the project, 
· the informational-promotional actions connected with the project implementation (e.g. purchase of promotional and informational materials, purchase of press announcements - provided that they are not content-related actions),
· the depreciation or purchase of the assets (equipment, furniture and intangible and legal values) used for the staff’s needs, settled in the indirect costs,
· the payments for the electrical, heat, gas power and water, industrial payments, payments for sewage removal in the scope connected with the administration service of the project;
· costs of postal, telephone, Internet, courier services related to the project administrative support;
· costs of services of multiplication of documents connected with administrative project support;
· costs of office supplies and stationary items related to administrative support of the project;
· property insurance costs;
· security costs;
· the costs of cleaning the rooms connected with the administration service of the project, including the means for keeping them clean and disinfection, disinfection, deratization of these rooms.

· NOTE! No cost that is a direct cost in the project can be included in indirect costs.

Expenditure documentation:
· indirect costs settled with flat-rates are treated as incurred expenditures. The Beneficiary is not obliged to collect nor sign accounting documents in the scope of the project in order to confirm the incurrence of the expenditures which were presented as indirect expenses, therefore these documents are not subject to control, except for timesheets (this regards exclusively persons concurrently employed as project staff).


[bookmark: _Toc56668422]3.12 Ineligible expenditures

Ineligible expenditures are expenditures specified so far in the description of the particular categories and:
· expenditures not meeting the conditions of this manual,
· debt and payments for debt servicing,
· due interests, 
· credit costs,
· costs of commissions collected within the scope of currency exchange operation,
· the costs of tickets, penalties and fines as well as the costs of the court proceedings as well as the costs of the performance of potential court orders,
· expenditures connected with completing the application form,
· representation costs exclusively for the Beneficiary’s personnel. The justified costs of the organisation of the meetings to the benefit of the project, for example, at the end of the project or meeting controlling the project are acceptable,
· terminal emoluments.

NOTE!
According to the position of the European Commission, the expenditures connected with the vocational trainings and professional internships are ineligible within AMIF. Training and professional internships conducted on the territory of the EU can be financed from the funds of the European Social Fund. Financing the vocational trainings and professional internships from AMIF is eligible in the scope of immigration and pre-departure measures, when the trainings and internships are organised on the territory of a third-country, outside the EU territory, and their performance increases the chance of nationals from third-countries on the work market in the Member State.

[bookmark: _Toc256716666]

[bookmark: _Toc56668423][bookmark: _Toc256716669][bookmark: _Toc132417371]Chapter 4. REPORTING AND APPLYING FOR PAYMENT 

[bookmark: _Toc256716673][bookmark: _Toc412536858][bookmark: _Toc56668424]4.1 System of reporting and applying for payment

It is necessary to report at which stage of implementation the project is in order to ensure  systematic control of the project implementation and spending of the project budget as well as to enable payments of advances and settlement of the final project. The Beneficiary submits reports in a quarterly cycle. Every report consists of a content-related and a financial part.
Templates of the content-related and financial part of the quarterly report are appended to this manual. 
The quarterly reports are submitted within 30 calendar days from the end of the first and further/final quarters of project implementation. : 



The reports are submitted to DA in an electronic version. The submitted reports must be signed with the qualified electronic signature or signature confirmed with the electronic public services platform (ePUAP) secure profile. If the reports require the specified documents, these documents are submitted in the form of electronic copies (scans), whereas in order to confirm their consistency with the original, the Beneficiary signs the documents with the secure electronic signature verified with the valid qualified certificate or signature confirmed with ePUAP secure profile.

For own archiving and control purposes, the Beneficiary keeps the copies of provided reports.

The provided reports are verified within 21 calendar days from their receipt by DA. The verification date regards all versions. In justified cases  (e.g. verification of the reports concerning the spending until 31 December of a given budget year, a large number of expenditures, receiving several reports at a similar time) it is acceptable to expand the verification deadline by 42 days.


[bookmark: _Toc412536859][bookmark: _Toc56668425]4.1.1 Content-related part of the quarterly report
The report is to be completed according to the template forming an appendix to this Manual. 
The final report includes the final quarter of the project implementation or the shorter period remaining upon the completion of the previously reported full quarter, e.g. the last 2 months of the project. This report must present extended information regarding the entire project implementation period. The template of the content—related part of the report contains information regarding the elements that must be completed only in the final report.

[bookmark: _Toc412536860][bookmark: _Toc56668426]4.1.2 Financial part of the quarterly report

4.1.2.1 The financial part of the quarterly report must include all expenditures incurred in a given quarter of the project implementation as well as the expenditures incurred previously during the project implementations which were not included in the previous reports.
The financial part of the report consists of:
· specification of expenditures;
· payment confirmations concerning the expenditures included in the specification, for the funds provided by DA - project account or sub-account statement or cash paid-out documents and cash reports;
· revised  and current expenditure schedule.

NOTE: the timetable of expenditures is required solely for projects for which DA transfers financial means.

4.1.2.2 After the project completion, upon the receipt of the final report, DA draws a sample from the presented project direct expenditures (concerning the entire period of project implementation) in the amount of min. 10%. In the period of 21 calendar days upon the date of receipt of the report by DA, the list of expenditures for which it is necessary to send the full financial documentation, according with the principles specified in this manual, is sent to the Beneficiary. The Beneficiary transfers to DA the copy of the entire documentation of the selected expenditures (except for payment confirmation), with confirmed consistency with the original by the authorised person, in the period of 14 calendar days upon the receipt of the request for documents from DA.
The provided documents are verified within 42 calendar days from their receipt by DA. The verification time limit regards all versions.

The condition for approval of the final report on project implementation is completion of verification of documentation regarding at least 10% of expenditure sample.


4.1.3 Quarterly report approval procedure

The content-related part of the quarterly report is verified by the Asylum, Migration and Integration Team (AMIT). The financial part is verified in AMIT in terms of content-related eligibility of the expenditures, whereas the official-accounting aspects are verified by the Team of Accounting and Financial Controls. 
If there are any doubts as to the correctness of the project implementation (i.e. implementation in line with the project agreement), including the performance of the expenditures, their value or eligibility, DA can request the Beneficiary to provide the full documentation on the actions and expenditures which raise doubts.

Under the provisions of the financial contract, in case of any doubts during the verification, the Beneficiary is obliged to provide DA with the additional explanations, complete the documents or send other additional documents at the request of DA.

Documentation confirming performance of actions and incurred reported expenditures submitted to DA shall be verified in terms of compliance with the requirements of the financial contract and this Manual. Then, the employee/s of DA responsible for its verification shall draw up a letter containing potential comments and doubts regarding correctness of documentation of actions and costs included in the received report. If the Beneficiary fails to produce sufficient supplementary documentation upon the receipt of the second letter regarding a given remark, incorrectly documented actions or expenditures may be regarded non-eligible and – in turn – may be removed from the project settlement.

Table. Method of submitting and scope of reports
	
	Quarterly/preliminary report
	Final report

	Number of copies 
	Sent in an electronic form
	Sent in an electronic form, except for documentation regarding the sample of at least 10% expenditures sent in a paper form

	Scope of the report
	Content-related part acc. to the template + Indicators Form that must include indicators calculated for the given project period and cumulatively.
Financial part (acc. to the formula):
- specification of expenditures,
- payment confirmations,
- revised expenditure schedule
	Content-related part acc. to the template + Indicators Form that must include indicators calculated for the entire project implementation period.
Financial part (acc. to the formula):
- specification of expenditures,
- payment confirmations,
+ documentation regarding the sample of min. 10% of expenditures



Approval of the quarterly report means the certification of expenditures (i.e. their eligibility as incurred due to the implementation of AMIF National Programme).

[bookmark: _Toc412536861][bookmark: _Toc56668427]4.1.4. Payment applications and payments

In case of projects for which DA transfers financial means to the Beneficiary any transfers require a  submission of a payment application. If no financial means are transferred a Beneficiary is required to submit certification of expenditures application.
A Beneficiary who is not a state budget entity receives funds for implementation of the projects in the form of advance payments for semi-annual periods.

If the expenditure schedule provides that the funds made available by AMFI and state budget within a given advance payment will not be spent to 31 December of the year where the Beneficiary received the advance payment, DA will pay solely the amount corresponding to the expenditures planned to 31 December of that year. The balance of the advance payment will be paid in the following budgetary year provided the financial part of the quarterly report regarding expenditures contemplated in Point 4.2 is submitted up to 31 December.

Due to the fact that the budget covers one year (the funds from the state budget that have not been used in a given budgetary year are to be returned), the amounts of advance payments that have not been used must return to DA upon the settlement of a given quarter. 


The advance payment is provided for two consecutive quarters of project implementation. Funds not used in the first of the two quarters covered by a given advance payment can be – if a real need emerges – be transferred to the second quarter (through the update of expenditure schedule). If the expenditures that have been planned for but not used in the first of the two quarters are not transferred, immediately upon the ending of the quarter the beneficiary must return those funds that have not been used. After the end of both quarters covered with the advance payment or the part thereof that falls on a given calendar year, the unused funds are always to be returned. Failure to return funds within the time limit indicated by the Delegated Authority shall result in receivables collection procedure being initiated and an accrual of interests. The date on which interests are beared and applicable rate is defined in the Regulation No 10/2018 of 11 September 2018 of the Director of the EPIC MoIA on introducing receivables and interest collection procedure with subsequent amendments. If the beneficiary expends more than they expected in the first and each successive quarter, they will be returned the difference between the expended amount and the planned amount.

	Example 1:
- third and fourth quarter of project implementation last from March to August. The Beneficiary planned expenditures in the 3rd and 4th quarter in the amount of 70 000 (2 x 35 000). The co-financing is 90%. 70 000 x 90% = 63 000. The advance payment for the 3rd and 4th quarter was paid in the amount of 63 000.

1. The settlement of the 3rd quarter showed that the Beneficiary incurred eligible expenditures in the amount of 30 000. 90% co-financing is 27 000. Thus, 27 000 was settled from the advance payment. The Beneficiary did not forward the unrealised expenditures to the 4th quarter in the payment schedule submitted together with the settlement of the 3rd quarter. The unused advance payment in the amount of 4 250 (35 000 - 30 000=5 000; 5000 x 90%=4 500) must be returned.
1. Expenditures in the third quarter as above. The Beneficiary forwarded the unrealised expenditures (5000) to the 4th quarter in the payment schedule submitted together with the settlement of the 3rd quarter. No return must be made after the 3rd quarter. 
1. Point B situation continued. After the end of the 4th quarter (i.e. the second of the quarters covered by the advance payment), it turned out that the actual expenditures amounted to 30 000 (although they were to be 40 000 due to the original 35 000 + 5 000 from the transfer). The unused advance payment in the amount of 8 500 (40 000 – 30 000=10 000; 10 000 x 90%=9 000) must be returned.

- fifth and sixth quarter of project implementation last from September to February. The Beneficiary planned expenditures in the 5th and 6th quarter in the amount of 70 000 (2 x 35 000), including in the period from September to November - 40 000, December - 10 000, whereas January-February - 20 000. The advance payment was divided into two tranches. First tranche for months IX-XII - co-financing is 90%. 50 000 x 90% = 45 000. Second tranche for months I-II is 20 000 x 90% = 18 000. The first advance payment tranche was paid in the amount of 45 000. The expenditures reached 30 000 by the end of November (1st quarter). The Beneficiary forwarded the unrealised expenditures to December in the payment schedule submitted together with the settlement of the 5th quarter. In December, the beneficiary spent only 10,000: under the requirements arising from the Polish Public Finance Act, the funds not used in a given year, in the amount of 9000 (as 50,000 – 40,000 = 10,000 x 90% = 9,000), must be returned. Potential shift of assets not used by the end of the year can be carried out to January-February.

Example 2:
The Beneficiary planned expenditures in the third quarter in the amount of 35 000. The co-financing is 90%. 35 000 x 90% = 31 500. The advance payment for the 3rd quarter was paid in the amount of 31 500.
The settlement of the 3rd quarter showed that the Beneficiary incurred eligible expenditures in the amount of 40 000. 90% co-financing is 36 000. DA will pay (36 000 – 31 500) 4500 to the Beneficiary. Simultaneous reduction of the amount planned for the 4th quarter will reduce the payment.

Example 3 (see point 4.1.4.3, last paragraph):
The Beneficiary planned expenditures in the 8th quarter (one of 4 last quarters of project implementation) in the amount of 35 000. The co-financing is 90%. 35 000 x 90% = 31 500. As the 8th quarter is one of the last 4 quarters for implementation of the project, the advance payment was limited to 85% of the co-financing amount. The advance payment for the 8th quarter was paid in the amount of 31 500 x 85%=26 775.
The settlement of the 8th quarter showed that the Beneficiary incurred eligible expenditures in the planned amount of 35 000. 90% co-financing is 31 500. DA will pay (31 500 – 26 775) 4 725 to the Beneficiary.



In the case of state budgetary units, the funds of the state budget for the implementation of projects are found in the budget of a given budgetary unit or adequate target reserve of the state budget and the task of DA is to certify the correctness of the expenditures made (certification of expenditures). DA can participate in the verification of applications for implementation of the target reserve for the implementation of projects filed by those units to RA to the extent provided for in an agreement signed between RA and DA.

4.1.4.1. The first advance payment is paid upon the signature of the financial contract on the basis of application for payment which should be attached with (if required under the contract) a blank bill of exchange and a bill of exchange declaration for the full amount of co-financing. The templates of these documents form appendices to the Manual.

The advance payment is paid in the amount of co-financing of planned expenditures (according to the expenditure schedule) for the first two quarters of project implementation (this period does not include the project implementation period prior to the month of signing of the financial contract).

	Example:
The Beneficiary plans expenditures in the first two quarters in the amount of 35 000 and 65 000 = 100 000. The co-financing is 90%,100 000 x 90%=90 000. The advance payment will be paid in the amount of 90 000.



Note: Under the provisions of the financial contract, the Beneficiaries implementing the project in a partnership are obliged to provide a certified true copy of the partnership contract signed by all partners in the project. Delivery the copy of the partnership contract is the condition for the advance payments to be provided.

4.1.4.2. The second advance payment is paid on the basis of an application for payment and a settlement in the quarterly report for the first quarter of implementation of the project, min. 70% of expenditures planned in the first quarter. If the expenditures in the first quarter were below 70%, after the lapse of next months the beneficiary can file an additional report if the threshold of 70% of expenditures planned in the first quarter was achieved. In terms of scope of information covered, the said report corresponds to the quarterly report and is filed by way of the same template and in the same manner as the quarterly report.  
 This will allow to transfer the second advance payment. Both for that advance payment and next ones, 70% of the planned expenditure is calculated in relation to the schedule (or schedules) being the basis for calculation of the paid advance payments. The back update of expenditure schedule, one regarding the ended quarters and based on lowering the value of expenditures, is not a basis for reducing the value of the 70% threshold.

The advance payment is paid upon approval of the quarterly report for the first quarter of project implementation (including revised expenditure schedule) in the amount of co-financing of planned expenditures (according to the expenditure schedule) for the third and fourth quarter of project implementation. 

	Example:
For the first two quarters of project implementation, the Beneficiary planned expenditures of 35 000 and 65 000, respectively, i.e. 100 000 in total. They received the first advance payment in the amount of 90 000 (the co-financing in the project is 90%).

What is required to obtain the second advance payment for the 3rd and 4th quarters is the settlement in the quarterly report for the first quarter of implementation of at least 70% of expenditures planned for that quarter. The expenditures were planned for the amount of 35 000, i.e. to receive the second advance payment it is necessary to settle at least 35 000 x 70%=24 500.



4.1.4.3. The third advance payment is paid on the basis of an application for payment and a settlement in the quarterly reports for the last two settled quarters of implementation of the project, min. 70% of expenditures planned in these quarters. As the third advance payment is paid for the 5th and 6th quarters, the last two settled quarters will be the 2nd and 3rd quarters and the settlement and the advance payment themselves are to be done in the 4th quarter. If in the 2nd and 3rd quarters, the expenditure were below 70%, after the lapse of next full months the beneficiary can file an additional report if the threshold of 70% of expenditures planned in the 2nd and 3rd quarters was achieved.

The advance payment is paid upon approval of the quarterly report for the third quarter of project implementation (including revised expenditure schedule) in the amount of co-financing of planned expenditures (according to the expenditure schedule) for the fifth and sixth quarter of project implementation. 

	Example:
For the first four quarters of project implementation, the Beneficiary planned expenditures of 25 000 for each, i.e. 100 000 in total. They received two advance payments (first for quarters 1 and 2, second for quarters 3 and 4) in the amount of 90 000 (the co-financing in the project is 85%, 100 000 x 90%=90 000).

What is required to obtain the third payment for the 5th and 6th quarters is the settlement in the quarterly reports for the last 2 settled quarters (here: the 2nd and 3rd quarters) – at least 70% of expenditures planned in these quarters in total. The planned expenditures were 25 000 per quarter, so in order to obtain the third advance payment, at least (2 x 25,000) x 70% = 35,000 are to be settled in the 2nd and 3rd quarters.



Table. Advance payment chart – example for an 8-quarter project, the financial contract signed in the month of commencement of implementation of the project or later.

	Advance payment
4
	Advance payment
3
	Advance payment 
2
	Advance payment
1 (upon contract conclusion)
	Project 
Implementation
	Condition for receipt of the advance payment for Q1 and 2
	Condition for receipt of the advance payment for Q3 and 4
	Condition for receipt of the advance payment for Q5 and 6
	Condition for receipt of the advance payment for Q7 and 8

	
	
	
	
	Q1
Q2
Q3

Q4
Q5
Q6
Q7
Q8
	bill of exchange
	70%
	
	

	
	
	
	
	
	
	
	70%
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	70%

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Next advance payments are paid on the same basis with the following reservation: for the last 4 quarters of implementation of the project, advance payments are paid in the amount of 85% of co-financing (also when a project lasts 4 quarters or shorter; in such a situation, the entire period of implementation falls on the last 4 quarters construed in such a way).
	Example:
The project lasts 10 quarters. The expenditures planned in each quarter are 100 000. In total 1 000 000. 
The co-financing is 90%. 
The amount of co-financing is 1 000 000 x 90%=900 000, PLN 90 000 each quarter.
Having met the conditions, the Beneficiary will receive the advance payment for quarters 1 and 2, in the amount of (2 x 90 000) 180 000. Then, having met the conditions, the Beneficiary will receive the advance payment for quarters 3 and 4, also in the amount of (2 x 90 000) 180 000. Then, having met the conditions, the Beneficiary will receive the advance payment for quarters 5 and 6, also in the amount of (2 x 90 000) 180 000.
For quarters 7 and 8, having met the conditions, the Beneficiary will receive the advance payment in the amount of (2 x 90 000) 180 000 x 85%=153 000.
Similarly for quarters 9 and 10, having met the conditions, the Beneficiary will receive the advance payment in the amount of (2 x 90 000) 180 000 x 85%=153 000.




4.1.4.4 Settlement of the financial contract performance period prior to the day of conclusion of the financial contract. 

If the beneficiary commenced the implementation of the project before the financial contract was executed, the actions taken and expenditures incurred in that period (before the month of execution of the financial contract) are to be reported in the preliminary report. This report must be submitted to DA within 14 calendar days upon conclusion of the financial contract.
The nature of the financial settlement of this project implementation period is reimbursement of incurred expenditures.

4.1.4.5 Final project settlement. 

Upon the approval of the final report and completion of verification of selected documents as part of the 10% sample, the Beneficiary receives information on the value of accounted-for expenditures and the Beneficiary receives payment or returns overpaid advance payments. The final project settlement takes into consideration any potential adjustments related to award of procurements and principle of proportionality.
In the case of state budgetary units, the approval of the final report and completion of the verification of selected documents as part of the 10% sample makes it possible to issue the final confirmation of expenditures. This includes potential adjustments related to award of procurements and principle of proportionality and can be a negative value.

[bookmark: _Toc412536862][bookmark: _Toc56668428]4.2 Financial information about the expenditures up to 31 December of the given budget year

Beneficiary is obliged to provide written information about expenditures up to 31 December  within 14 calendar days.


The information must include the actual expenditure status up to 31 December. Advance payments unused as at 31 December must be returned to the DA’s bank account according to the following principles:
· orders for donation return given by the Beneficiary to their bank to 31 December must be realised to an account open in National Bank of Poland, Regional Branch in Warsaw, number 90 1010 1010 0014 4313 9135 0000,
· orders for donation return given by the Beneficiary to their bank after 31 December must be realised to an account open in National Bank of Poland, Regional Branch in Warsaw, number 90 1010 1010 0014 4313 9135 0000/2015 for the return of unused part of advance payment paid to the Beneficiary in 2015 which is returned in the following year, in 2016 in this case.
Unused advance payments are to be returned to DA on 15 January in the year following the year of handover of unused advance payment at the latest.

[bookmark: _Toc412536863][bookmark: _Toc56668429]4.3 Specification of expenditures 

Specification of expenditures is a table summing all operations of purchase of goods or services made within the project (or – in the case of division of the budget into specific budgets in a given project – within a given national objective/specific objective). The expenditures must be entered as chronological specifications, divided into the consecutive quarters of project implementation. The template of the specification of expenditures can be found in the appendix to this Manual.

.

Note!
The Beneficiary sends the following to DA in an electronic version:
· content-related part of the quarterly report,
· the financial part of the quarterly report composed of the specification of expenditures for the next settlement period and a copy of payment confirmations of reported expenditures (not applicable to indirect costs),
· as well as the revised expenditure schedule, in case of schedule modifications.

[bookmark: _Toc412536864][bookmark: _Toc56668430]4.4 Securing financial assets

1. What is required for the making of the first advance payment or refund is to submit a blank bill of exchange along with a bill of exchange declaration according to the template being an attachment to this Manual. Failure to submit the bill of exchange excludes the possibility to transfer payments.
1. Entities of the public finance sector, foundations the only founder of which is the Polish State Treasury as well as international organisations are exempted from submitting security in the form of a bill of exchange.
1. 6 years upon approval of the final report and completion of settlements with the Beneficiary, the DA informs the Beneficiary on the possibility of return of the bill of exchange (bills of exchange) or its (their) destruction in the presence of a committee.

[bookmark: _Toc56668431]4.5 Project documentation 

[bookmark: _Toc56668432]4.5.1 Confirmation of documents

All source documents provided for the purposes of approval of quarterly reports must be true certified photocopies of originals, authenticated by authorised persons (does not regard confirmations of payment provided as an appendix to the preliminary, quarterly and final report). This must be understood as a photocopy including the clause “true certified copy” with signature of the person authorised for that purpose with a name stamp of that person or in case of lack of a name stamp - legible signature. 

All and any specifications (except for the specification of expenditures) and calculations prepared for the purpose of approval of quarterly reports must be signed by the person who drew them up and approved by a person authorised by the Beneficiary. The Beneficiary of the project must keep the originals of the specifications and calculations. For the purpose of approval of quarterly reports by DA, their true certified photocopy must be sent pursuant to the above principle. 
Declarations prepared for the purpose of approval of the quarterly report by DA must be sent in the form of scanned copies. The Beneficiary collects these documents for own archiving purposes. 

NOTE!
Failure to observe the above guidelines can result in returning improperly provided documents to the Beneficiary with request for proper preparation.

[bookmark: _Toc56668433]4.5.2 Method of preparation of documents selected for control

Adminstrative control

The documents kept in the registered office of the Beneficiary or delivered to DA  within 10% sample after completion of the project  must be ordered according to list of expenditures selected as 10% sample. 
The documents must be delivered in one file, it is suggested to place them in a binder. In case a great number of collected documents requires placement in two or more binders, the binders must be labelled and assigned with consecutive numbers, starting from 1. When preparing documents for the selected quarter upon placement of documentation regarding the given heading, documents regarding the next heading in the budget are entered.
Preferred exemplary document ordering:
A. Quarterly report for the first quarter: 
Documents regarding Heading A (acc. to consecutive items in the specification),
Documents regarding Heading B (acc. to consecutive items in the specification),
etc. 
B. Quarterly report for the next quarter: 
· Documents regarding Heading A (acc. to consecutive items in the specification),
· Documents regarding Heading B (acc. to consecutive items in the specification),
· etc. 

Each document must state which quarterly report and which item therein the given document regards. 
Failure to observe the above guidelines regarding ordering of documents shall result in returning them to the Beneficiary with request for proper ordering and/or marking. 

Financial on the spot control

Due to the current epidemiological situation caused by the SARS-CoV-2 coronavirus, considering the situation caused by the epidemic as extraordinary and meeting the definition of force majeure, the Delegated Authority may carry out on-the-spot financial controls by examining information and documentation which is currently available in the system, together with any explanations and additional documentation provided via currently available remote tools.

The scope of the financial control and the required documentation will be indicated in the letter informing about the start of the control.


[bookmark: _Toc56668434]Chapter 5. OTHER PROGRAMME REQUIREMENTS
[bookmark: _Toc256716670]
[bookmark: _Toc56668435]5.1 Verification and confirmation of appurtenance to the target group

Eligibility of the costs incurred in the project is conditional upon their link to the proper target group. Thus, the Beneficiaries must verify appurtenance of the final beneficiaries to the target group specified in point 1.1. 
It is necessary to collect information regarding final beneficiaries, including, at least:
· name, surname, country of origin (citizenship),
· status, namely - a character of stay as regards the target group indicated in point 1.1,
· name, number and series of the document confirming the mentioned above foreigner’s status, e.g. visas, residence permits, temporary foreigner identity certificate, passport in case of visa-free movement,
· signature of a foreigner,
· signature of a person who verifies data. 
Abovementioned information may be gathered also with suitable for taking signatures electronic devices only. However, special care must be taken to ensure that the signatures put with an electronic facility are legible. 
Support arranged within the project is provided to the final beneficiaries as of the day (the date) of acquiring the abovementioned information. In case of reimbursement of expenditures, support may pertain to the expenditures incurred by the foreigner not earlier than in the month of joining the project, under condition that on the day of incurring the expeditures, this person already was eligible to receive support within the project (which ought to be documented for e.g. by registering starting date of visa’s, residence permit’s validity, etc.)   
[Caution: During COVID-19 social distancing rules being effective, a derogation is being introduced as regards gathering signatures of foreigners taking part in the project. In order to verify appurtenance of the final beneficiaries to the target group joining the project in this period, one shall obtain scanned version or photocopy of the document confirming appurtenance to the target group. This obligation of verification of appurtenance of the final beneficiaries to the target group still rests on the Beneficiary, whose task is to verify the submitted document and certify this fact with a signature. This act of verification ought to be reflected in the project participant’s declaration filled-in in this case with foreigner’s data by the appropriate project staff, or in the dedicated form acknowledging admission to the project, or in the separate checklist. To this document signed by the project staff member one ought to attach the scan or photocopy of the document confirming appuertenance to the target group.
In case of delivering support which needs physical contact with the final beneficiary, for instance, when material assistance is handed over (see:   Confirmation of receipt of aid and participation in the action below), for confirmation of which the final beneficiary’s signature is still required, the foreigner’s signature on the document confirming appuertenance to the target group ought to be supplemented.]
 
It is sufficient to register the information once in relation to a given person (it is not necessary to confirm delivery of the service to the final beneficiary, e.g. legal consultation, with a signature every time).
When the recipient of the given action is a child or an adult without legal capacity, then declarations of intent are submitted on behalf of such a person by the legal representative.
It must be noted that acceptance of the declaration on consent for processing of personal details from a participant of the project is not sufficient to confirm appurtenance to the target group as the said document does not confirm the foreigner status.
The information collected from the foreigners must allow for the target groups of particular national objectives to be distinguished (e.g. it is not sufficient to obtain only the number of the Residence Card with a signature from the foreigner as the Residence Card is provided both to persons covered with international protection as well as persons residing on the territory of the Republic of Poland pursuant to the act on foreigners).
The data must always contain the information on the citizenship of the foreigner.
Meetings, conferences, lectures, etc.
In case of closed trainings, conferences, etc. organised by the Beneficiary,  the list of attendance shall be available for control.
If the Beneficiary is hosted by another organisation (e.g. school), it is admissible to present a confirmation of the hosting organisation that the event took place.
For the purpose of documentation of open meetings, other forms of confirmation, such as photographs, are admissible.

Confirmation of receipt of aid and participation in the action
If material or financial assistance or reimbursements of costs incurred by the final beneficiaries are provided, the final beneficiary must submit a written confirmation of assistance receipt every time. During COVID-19 pandemic it applies equally.
Collection of data specified in this point of the Manual is connected with collecting personal data. 
In relation to the foreigner - member of the target group, as well as any other entitiy involved in the project implementation, the Beneficiary is obliged to properly introduce regulations on processing of personal data.
Because of the type of law the Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (General Data Protection Regulation) is (hereinafter referred to as “the GDPR”), it applies universally, and the provisions of the GDPR are to be implemented directly. The scope of personal data processing ought to take into account purposes emerging from aplying for community funds and resulting from implementation of the projects within the AMIF, based on the grant agreement. 
DA will not process personal data to any extent other than specified in the financial agreement.

If trainings, workshops, etc. are conducted, it is necessary to keep the lists of attendance in which the participants confirm their participation.

[bookmark: _Toc56668436]5.2 Document archiving

In order to meet the requirements set by the European Commission, all accounting documents and other documents related to project implementation must be kept by the project Beneficiary for the period of 6 years from approval of the final report on Project implementation by the Delegated Authority.

Beneficiaries of the projects are obliged to adjust the internal regulations governing in their organisations to the above archiving requirements.

The accounting documents and other documents related to project implementation must be kept in order. 

The Beneficiary is obliged to keep the originals of the documentation, and in exceptional situations, e.g. if the original was destroyed - in the form of a true certified photocopy.

The documents regarding the project must be legible, regardless of the lapse of time (this regards, in particular, invoices and receipts), thus, in case of documents drafted on paper of poorer quality or poorer print quality, it is recommended to photo copy them additionally and authenticate them as true certified copies.

[bookmark: _Toc256716671][bookmark: _Toc56668437][bookmark: _Toc132417372]5.3 Information and promotion 

[bookmark: _Toc56668438]5.3.1 General principles

The project Beneficiaries are responsible for informing the public opinion and participants of the project on the assistance received from the European Union due to participation in AMIF. 

Informing of the public opinion takes place, inter alia, through mass media and at the meetings, seminars or conferences.

Responsibility of every Beneficiary includes making sure that all information materials disseminated under the project, the purchased equipment, financed investments, etc. are properly marked and contain information regarding project co-financing from the European Union funds under AMIF. 

Proper marking shall mean placement of the following (see the examples in points 5.3.2, 5.3.3 and 5.3.4):

a) AMIF logo (symbol of the European Union with reference to the European Union and the Asylum, Migration and Integration Fund) in a monochromatic or colour version, with Calibri font, in Polish as below or in English or national language:

[image: C:\Users\akarbowniak\AppData\Local\Microsoft\Windows\INetCache\Content.Word\FAMI_logo_kolor.jpg][image: ]

or
(logo version II)

[image: FAMI_logo_spod_black]					   [image: FAMI_logo_spod]


b) motto emphasising the positive value of the European Union contribution: “Safe harbour”,

c) references to project co-financing from the Asylum, Migration and Integration Fund.

Upon request of the Delegated Authority, the Beneficiary shall provide support and participate in the promotion and information events organised within the framework of the Fund.

[bookmark: _Toc56668439]5.3.2 Project documents

Documents regarding the project, including but not limited to:
· lists of attendance,
· certificates, 
· contracts with personnel (or scopes of duties),
· contracts with subcontractors,
· notes from the meetings,
·  etc.

must contain the number or title of the project as well as information on co-financing of the project under AMIF (content compliant with sub-section 5.3.1 letter c), optionally letter a)).

	Template of proper marking of project documents containing the text: “Project (project number or title) co-financed from the Polish National Programme of the Asylum, Migration and Integration Fund”

Example - list of attendance of workshop participants. 
	
List of attendance
Workshop: “Application documents”
Warsaw, 15.05.2016


	No. 
	Name 
	Surname
	Contact details
	Participant’s signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	“Project X co-financed from the Polish National Programme of the Asylum, Migration and Integration Fund”








[bookmark: _Toc56668440]5.3.3 Information and promotion materials

Such information materials as:
· press articles,
· information on websites,
· publications, brochures, leaflets, stands,
· conference/workshop materials,
· invitations, programmes, agendas of the meetings/conferences organised by the Beneficiary,
· presentations prepared for the meetings,
· promotional materials (pens, paper blocks, etc.)

must contain proper marking in a visible place as under point 5.3.1.

NOTE!
1. In case of promotion materials of small print area, it is sufficient to place the following text: “Asylum, Migration and Integration Fund”.

2. In announcements made in the mass media (e.g. radio, TV, press, Internet) and publications issued under the project which contain opinions of the Beneficiary, the following information must be included: 

“Exclusive responsibility for the expressed opinions is borne by the author, and European Commission as well as the Polish Ministry of Interior and Administration bear no liability for the method of use of the information made available”.

	Proper marking sample:

1. Information materials, e.g. banners, posters, invitations/programmes/agendas, information on websites of the project or in social media, presentations for meetings:
- marking compliant with point 5.3.1 letters a, b, c. 

[image: FAMI_logo_black]

or 

[image: Z:\FAMI\Logotyp FAMI\FAMI_logo_black_en.png]
Safe harbour

Project co-financed from the Polish National Programme of the Asylum, Migration and Integration Fund
 
2. Information materials with small print area (e.g. pens, business cards, small paper blocks):
Asylum, Migration and Integration Fund

3. Announcements published in mass media, publications, press articles:
- marking compliant with point 5.3.1 letters a, b, c + exclusion of liability of EC and MI&A.

[image: ] 

or 

[image: Z:\FAMI\Logotyp FAMI\FAMI_logo_en.png]
Safe harbour

Project co-financed from the Polish National Programme of the Asylum, Migration and Integration Fund

Exclusive responsibility for the expressed opinions is borne by the author, and European Commission as well as the Polish Ministry of Interior and Administration bear no liability for the method of use of the information made available.



[bookmark: _Toc56668441]5.3.4 Equipment and investments

The equipment purchased within the framework of the project must bear the information (using, e.g. stickers) on co-financing of the purchase from the European Union fundsunder AMIF, according to point 5.3.1 letter a or a and c.

	Proper designation sample:
1. 
[image: FAMI_logo_black]

Project co-financed from the National Programme of the Asylum, Migration and Integration Fund”

2.
[image: ] 




The Beneficiary is obliged to place a fixed notice board in large format in a visible place of project implementation within 3 months from completion of the project - regards projects meeting the following conditions:
· the EU contribution exceeds EUR 100 000 and
· the project regards purchase of a physical facility or financing of infrastructure or building structures.


[bookmark: _Toc56668442]5.3.5 The EU symbol must be compliant with the description provided below: 

a) symbolic description
Against the light blue background, there are twelve gold stars forming a circle, representing the union of the European nations. The number of stars is fixed (12) and symbolises perfection and unity.

b) heraldic description
A circle consisting of twelve stars, without touching arms, against a light blue background.

c) geometric description

[image: ]
[image: ]

The shape of the emblem is a blue rectangular flag the length of which equals 1.5 of its width. Twelve gold stars, with equal spacing between them, form an invisible circle with its centre in the place of crossing of the rectangle diagonals.
The circle radius is equal to one-third of the flag width. Each star has five arms ending at the periphery of an invisible circle with radius equal to 1/18 of the flag width. All stars are set in a vertical position, i.e. one arm is placed vertically and two arms are placed along a straight line perpendicular to the width axis. The circle is set in such a manner that the stars are the place of hours of a clock. Their number does not vary.

d) applicable colours
The emblem colours are as follows: rectangle area: PANTONE REFLEX BLUE; stars: PANTONE YELLOW.

e) four-colour print
When using a four-colour print, two standard colours are formed through use of four colours in the four-colour process. PENTONE YELLOW is obtained using 100% “process yellow”. PANTONE REFLEX BLUE is obtained by mixing 100% “process cyan” with 80% “process magenta”.

f) Internet
On the websites, PANTONE REFLEX BLUE corresponds to colour RGB:0/0/153 (in the hexadecimal system: 000099), and PANTONE YELLOW - colour RGB:225/204/0 (in the hexadecimal system: FFCC00).

g) single-colour reproductions




If black colour is used, the rectangle must have a black rim and the stars must be black against a white background. When using blue colour (Reflex Blue), use 100% blue with white negative for star reproduction.

[image: ]
[image: ]

h) reproductions on a colourful background
If the background must be colourful, a white rim must be provided around the rectangle, with its width equal to 1/25 of the rectangular height.

[image: ]
[image: ]
[bookmark: _Toc256716672]

[bookmark: _Toc132417370]
[bookmark: _Toc56668443][bookmark: _Toc256716677]Chapter 6. PROCUREMENT AWARD PROCEDURES

[bookmark: _Toc56668444]6.1 General contract procurement principles:

To ensure that incurred expenditures correspond with market prices (likewise, this applies to expenditures incurred without any procedure obligations), the Beneficiaries shall prepare and conduct procurement award procedures in a purposeful, cost-efficient manner, in observance of the principle of obtaining best effects from the given outlays and in a manner allowing for timely performance of tasks s well as according to the principles of competitiveness, equal treatment,  and openness and transparency.

From the point of view of procurement award procedures, the Beneficiaries are divided into two groups:
1) Beneficiaries obliged to apply public procurement law, hereinafter referred to as “PPL”.
2) Beneficiaries who are not obliged to apply the PPL provisions.

From the point of view of procurement award procedures, procurements are divided into four groups:
1) Not subject to any procedural obligations:
a) procurements with value up to net10 PLN 50 000[footnoteRef:13]; [13: ] 

b) procurements, regardless of their value, referred to in article 7-12 of Directive 2014/24/UE, except for article 9 paragraph 1 and 2  , article 10 letter c, article 10 letter e , article 10 letter f, of Directive 2014/24/UE; 
c) procurements regarding project personnel hiring (heading “Staff costs”) with whom the  Beneficiary, within the period of at least one year prior to filing the application form, cooperated in a continuous or repetitive manner. DA can demand documents confirming such a cooperation (this does not regard entities obliged to apply PPL provisions in relation to the procurements awarded pursuant to public procurement law of value exceeding net107 EUR 30  000118). 
d) expenditures settled in a simplified manner, as referred to in chapter 3, and expenditures provided for in the commonly governing law, e.g. daily allowances;
e) procurements in relation to which occurrence of premises specified in the PPL was found, justifying employment of the single-source procurement procedure, regardless of the value;
f) procurements related to official business trips of public institutions to meetings in third countries (non-EU Member States) or reception of such official business trips from these countries , if there is a need to grant such procurements for reasons beyond the control of the Beneficiary or granting such procurements without market research is justified for instance by the character or specificity of these procurements. 

2) Procurements with value exceeding net711 PLN 50 000 and not exceeding the value of net710 EUR11 30 000[footnoteRef:14] financed within other than “Staff costs” budget heading are awarded according to the principle of competitiveness.  [14: ] 


3) Procurements with value exceeding net710 EUR811 30 000 that the Beneficiaries obliged to award procurements under PPL award pursuant to the said law, whereas others - applying the simplified principle of competitiveness or principle of competitiveness accordingly.
4) Procurements related to project staff employment (heading “Staff costs”), with exclusion of procurements referred to in point 1 letter c) and point 3 (application of PPL), granted with application of simplified principle of competitiveness.

For procurements indicated in points 2 and 4 with value not exceeding net710 EUR11 30 0008 public finance sector entities may apply the rules determined in this chapter of the Manual or their own regulations of granting procurements insofar as those regulations are not lighter than the rules stated in this Manual.
Table of threshold values upon which application of proper principles of procurement award is conditional.
	Procurement value
	Beneficiaries obliged to apply PPL
	Beneficiaries NOT obliged to apply PPL

	Below net710 PLN 50 000 + excluded, daily allowances, discretionary
	No procedural obligations
	No procedural obligations

	Over net710 PLN 50 000
(Procurements related to employment of project staff, heading “Staff costs”)
	Simplified principle of competitiveness (website announcement)
	Simplified principle of competitiveness (website announcement)

	Over net710 PLN 50 000 - to net710 EUR811 30 000
(Procurements not related to employment of project staff, heading “Staff costs”)

	Principle of competitiveness (request from at least 3 contractors or a website announcement)
	Principle of competitiveness (request from at least 3 contractors or a website announcement)

	From net710 EUR811 30 000 upwards
(In case of entities falling under the PPL provisions, procurements related to employment of project staff, heading “Staff costs” are included)
	PPL procedures
	Principle of competitiveness (announcement on a website)



Services, deliveries, construction works are summaed up according to types under the given project implemented by the Beneficiary, and in relation to the Beneficiaries referred to in point 6.1 sub-section 1, they are obliged to sum up all procurements, regardless of whether they are financed from the given project implemented by the Beneficiary or another source. When examining whether the procurements are subject to summing up or not, the Beneficiary must take the following criteria into consideration:
a) procurement subject coincidence (services, deliveries, construction works of the same type and same intended application);
b) time coincidence of the procurement (possible award of a procurement at the same time);
c) procurement agent coincidence (possibility of procurement performance by one contractor).
The partner is obliged to apply, in the same manner as the Beneficiary, the procurement award procedures, specified in this chapter of the Manual.

[bookmark: _Toc56668445]6.2 Procurement award in compliance with the principle of competitiveness.

6.2.1. For the purpose of awarding a procurement the value of which exceeds net710 EUR811 30 000, the Beneficiary is obliged to publish a procurement announcement on their website, if they have one. If the Beneficiary does not possess their own website, they are obliged to publish the announcement on a website intended for announcement publishing (e.g. www.ngo.pl) or in nation-wide or local press, depending on the significance of the procurement for the nation-wide or local market.

6.2.2. In relation to procurements the value of which exceeds net710 PLN 50 000 and, concurrently, the value of which does not exceed net710 EUR811 30 000, the Beneficairy is obliged to send the request for proposal to at least 3 potential contractors OR to publish a procurement announcement on their website, if they have one. If the Beneficiary does not possess their own website, they can publish the announcement on a website intended for announcement publishing (e.g. www.ngo.pl) or in nation-wide or local press, depending on the significance of the procurement for the nation-wide or local market.

6.2.3 The announcement and request for proposal must contain at least:
a) the description of the subject of the procurement, represented in a manner that enables potential contractors to price their proposal, 
b) conditions of participation in the procedure (determined unambiguously and precisely, with avoidance of setting conditions limiting competition) - optionally, 
c) criteria of assessment of the proposals (price criterion included), weights and method of awarding points (determined unambiguously and precisely, so that they are interpreted and implemented in a homogenous manner), 
d) description of the method of a winning proposal selection (from among contractors fulfilling the conditions of participation in the procedure and on a basis of criteria of assessment of the proposals),
e) time limit for submittal of a proposal,
f) description of the method of proposal submittal,
g) information on the Contractor’s obligation to give a proposal price in the proposal. 
Time limit for submittal of the proposal must be at least 7 calendar days from the publication of the announcement containing the request for proposal on the website or sending the request for proposal to the potential contractors. The announcement must be published by the Beneficiary in a manner allowing potential contractors to familiarise themselves with the content of the request for proposal, i.e. directly on the website of the Beneficiary or in a separate tab available from the home page level - titled in a manner leaving no doubts as regards the tab content. Template of the request for proposals including the minimum scope of information forms appendix no. 15, whereas the template of the proposal form is enclosed as appendix no. 13.

6.2.4 The Beneficiary is obliged to select the most advantageous of submitted proposals meeting conditions of participation in the procedure on the basis of the method and criteria of proposal selection stipulated in the request for proposal.

6.2.5 Selection of the proposal is document with a protocol or note. Template of the protocol containing the minimal scope of information forms appendix no. 14 to this Manual.

6.2.6 In principle,  awarding the procurement takes the form of a contract.

6.2.7 For the purpose of documentation of procurement award, including, but not limited to, conclusion of the contract with the contractor and protocol, a written form must be employed; for other acts related to award of the procurement, the electronic form and fax are admissible.

6.2.8 If, as a result of announcement publication, the Beneficiary receives only one offer, the principle of competitiveness is deemed to have been observed. In the event the Beneficiary failed to publish the announcement, but sent only requests for proposal to at least 3 potential contractors, the principle of competitiveness is deemed observed if the Beneficiary receives at least two valid proposals.
If requests for proposal were sent to at least 3 potential contractors (if no procurement announcement was published additionally) and if the Beneficiary did not receive two valid proposals, the procedure of sending requests for proposals to three potential contractors must be repeated (but not to those, who failed to submit their tender after the first request). If, as a result of repeating the procedure, the Beneficiary receives only one offer, the principle of competitiveness is deemed to have been observed.

6.2.9 In relation to procurements awarded applying the principle of competitiveness for which the Beneficiary published an announcement, it is admissible to increase the procurement value, if the announcement so projects. In such a case, repeated application of the principle of competitiveness is not necessary. If the Beneficiary, instead of publishing the announcement, sent only requests for proposal to the potential contractors, increase of value of such a procurement, if the request for proposal projects such a possibility, cannot cause exceeding the threshold of net710 EUR811 30 000 for the total value of the basic procurement together with its increase.
6.2.10 In case of procurements for which the Beneficiary published a procurement announcement or sent a request for proposals to potential contractors, it is acceptable to grant a procurement to current contractor without applying the principle of competitiveness provided that joint value of changes is lower than net710 EUR811 30 000 and simultaneously does not esceed 10% of a procurement value for services or supplies as set initially in an agreement, or not higher than 15% of a procurement value for construction works as set initially in an agreement. 
6.2a Procurement award in compliance with the simplified principle of competitiveness (headline “Staff costs”).

6.2a.1
This procedure may be one-step: assessment and selection of a proposal or proposals submitted in response to announcement, or two-step: covering also an interview with candidates chosen in preselection.
Awarding a contract with a value over net710 PLN 50 000 the Beneficiary is obliged to publish an announcement on employment on their website, if they have one. If the Beneficiary does not possess their own website, they are obliged to publish the announcement on a website intended for announcement publishing (e.g. www.ngo.pl) or in nation-wide or local press, depending on significance of the procurement for the nation-wide or local market.
The announcement must be published by the Beneficiary in a manner allowing the potential contractors to familiarise themselves with the content of the request for proposals, i.e. directly on the website of the Beneficiary or in a separate tab available from the home page level - titled in a manner leaving no doubts as regards the tab content.
When publishing an announcement, the Beneficiary may additionally inform selected potential contractors on the ongoing procedure.
Time limit for submittal of the proposal must be at least 5 calendar days from the publication of the employment announcement on the website.
6.2a.2 The announcement and request for proposal must contain at least:
a) the description of the subject of the procurement – possibly accurate and exhaustive – covering at least job description; site of providing services (remotely, on the spot, in the field); timing of providing services (e.g. weekdays between 8.00am-4.00pm, to the order according to current needs of the contracting party on hourly rate basis); duration of the contract, total maximum remuneration, unless placing it in the contract is not justified by its the specificity. Description of the subject of the procurement must also include information on the number of sought emploees (single-person or multi-person position);
b) required qualifications, knowledge and experience included, failure to meet them causes exclusion of the contractor from the procedure (determined unambiguously and precisely, with avoidance of setting conditions limiting competition);
c) desirable qualifications, meeting them will constitute an additional advantage at the selection stage;
d) candidates’ preselection criteria – insofar as the Beneficiary foresaw preselection – indicating in an unambiguous and countable manner a method of selection of candidates to the next stage of recruitment (e.g. number of years of experience, possessing scored desirable qualifications, etc.);
e) criteria of assessment of the proposals (price criterion included), weights and method of awarding points in each established criterion;
f) if the Beneficiary plans to conduct interview forming an element of the selection of candidates, the scope of the interview together with the method of awarding points in the selection subcriteria ought to be given in the announcement. The goal of the interview is to check knowledge, skills and competence that are vital for the procurement subject. The Beneficiary ought to phrase no less than 3 subcriteria of selection of candidates;
g) requirements referring to submitting price of proposal (e.g. gross rate for clock hour, school hour, the product of the hourly rate and the maximum expected number of hours, flat-rate);
h) description of the method of the winning contractor selection on a basis of criteria and subcriteria;
i) list of required statements and documents, that must be attached to the proposal (e.g. copies of documents that acknowledge education, attended cources, trainings, etc.);
Template of the employment announcement including the minimum scope of information forms appendix no. 15a, selection of the proposal is document with a protocol or note. Template of the protocol containing the minimal scope of information forms appendix no. 14 to this Manual.
6.2a.3. The contactors submit proposals on the basis of requirements stipulated in the announcement. The Beneficiary examines if the contractors fulfil the required qualifications. In the two-step procedure which covers an interview, the Beneficiary in the next stage draws up the so called “short list” according to the rules set in the announcement. In case the procurement referes to employment of one person, the short list must comprise of at least 2 candidates, unless the number of persons who fulfil the criteria is smaller. If the call refers to multi-person position, at the second stage one must invite no less than two times the number of posts to be filled, unless the number of persons who fulfil the criteria is smaller.
When the interview is not envisaged within the procedure (one-step procedure), then the Beneficiary assesses the proposals according to criteria stipulated in the announcement and selects a most advantageous proposal or proposals. In the one-step procedure the contactors submit price offer in the proposal.
Within the two-step procedure, at the second stage which is an interview, the Beneficiary assesses each candidate from the short list according to the subcriteria stipulated in the announcement. If the Beneficiary did not require this before, he asks the candidate to specify the price at the stage of the interview.
The course of the interview as far as the basis of awarding points is concerned as well as the fact of stating the price ought to be noted in the protocol.
After conducting an interview, the Beneficiary accomplishes an assessment of each candidate according to description of a method of selection of the winning contractor that was indicated in the announcement and then chooses the most advantageous proposal or proposals. Each second stage participants are informed about the Beneficiary’s choice.
6.2a.4. In the framework of this simplified principle of competitiveness the rules of granting procurements as well as the rules of introducing changes in the agreements as indicated in points 6.2.9 and 6.2.10 of the Manual apply respectively.
      
[bookmark: _Toc56668446]6.3 Documentation of procurements in compliance with the principle of competitiveness and the simplified principle of competitiveness.

6.3.1 The following, in particular, shall be deemed documentation regarding procurement procedure according to the principle of competitiveness  or the simplified principle of competitiveness subject to DA’s control:

a) confirmation of sending requests for proposals to at least 3 potential contractors, with specification of details of the said contractors, e.g. in the form of a printout from a website (the so-called print screen), printout of sent e-mails or fax confirmation (if sent), 
b) copy of the request for proposals (if sent),
c) copy of the press announcement page allowing to identify the title of the newspaper and date of issue, confirmation of publication of the announcement on a website, e.g. in the form of printout from the website (the so-called print screen), if published, and the Beneficiary must keep documents related to the awarded procurement on its website, at least until DA completes the procurement control.
d) copy of the selected proposal,
e) protocol/note from the proposal analysis which has to state the criteria of proposal selection adopted by the Beneficiary, list of proposals submitted to the Beneficiary in response to the request for proposal, indication and justification of selection of the contractor based on the adopted selection criteria, date of drafting and signature of the Beneficiary or another authorised person,
f) appendix to the protocol - declaration on the lack of relations with the selected contractor, signed by the Beneficiary or persons performing activities connected with preparation and selection of the contractor on behalf of the Beneficiary.

6.3.2 The Beneficiary is obliged to provide information regarding procurements awarded in the given quarter in the quarterly report.

6.3.3 The Beneficiary is obliged, upon DA’s request, to sent to DA, within 14 days from the request, or to make available for control the documents referred to in point 6.3.1. In case of necessity of further explanations or necessity to supplement documents, DA sends electronically or in paper appropriate remarks to an authorised representative of the Beneficiary. DA sets a deadline (up to a maximum of 7 working days) for sending supplements or appropriate explanations depending on the character of remarks or detected breaches.  

6.3.4 The Beneficiary is obliged to inform in the request for proposal and/or announcement that the personal data collected as a result of the call for proposals process can be made available for the purpose of monitoring, reporting and audit of the implemented project exclusively to entities authorised to conduct the said activities. 

[bookmark: _Toc56668447]6.4 Documentation of the procurement procedures with award compliant with public procurement law.

6.4.1 Public procurements are subject to simplified on-going control – all procurements, and comprehensive ex-post control – selected when there is a suspicion of irregularities or selected on the basis of 10% sample of documents verified at the stage of the final report from the project implementation, in accordance with point 4.1.2.2. In this connection, the Beneficiary submits to DA full documentation of the procurements, which are covered by the expenditures drawn in 10% sample. Procurements awarded in one of the uncompetitive modes or without applying PPL are subject to obligatory ax-ante control. In order to conduct this type of control, the Beneficiary is obliged to submit sufficient justification pointing to compliance with a relevant premise that allows to award this particular procurement in one of the uncompetitive modes or without applying PPL, together with any documents or drafts of these, on basis of which the Beneficiary is going to award this sort of procurement. In any other cases, procurement documents may be verified ex-ante on Beneficiary’s explicit request.

In particular, the following is deemed documentation regarding procurements with value exceeding net710 EUR811 30 000 governed by the procedures of PPL subject to on-going control at the project implementation stage by DA or during the financial control of the project:
a) published announcement (with potential changes),
b) information on the procurement value,
c) Terms of Reference (with potential changes), with appendices,
d) protocol from the tender procedure without appendices.

6.4.2 The Beneficiary is obliged to provide information regarding procurements awarded in the given quarter in the quarterly report and enclose documents regarding these procurements, as referred to in point 6.4.1. In case of necessity of further explanations or necessity to supplement documents, DA sends electronically or in paper appropriate remarks to an authorised representative of the Beneficiary. DA sets a deadline (up to a maximum of 7 working days) for sending supplements or appropriate explanations depending on the character of remarks or detected breaches.  

Based on the information included in the quarterly report or on the basis of available information on the procurements awarded by the Beneficiary, DA can request the Beneficiary to send other documents. The Beneficiary is obliged to send these documents to DA within 14 days from request.

Public procurement verification and financial adjustment charging procedure is described in the financial contracts.

[bookmark: _Toc56668448]6.5 Conflict of interests avoidance.

6.5.1 Awarding the procurements, the Beneficiary takes action in order to avoid conflicts of interests understood as lack of impartiality and objectivity. The notion of conflict of interests includes at least every situation in which persons participating in conducting the procedure or who can have an impact on its outcome have, directly or indirectly, a financial, economic or other personal interest (e.g. family, emotional relations, political inclinations or national appurtenance, economic interest or any other interests shared with the other party to the transaction - e.g. procurement or civil law contract) that can be perceived as threatening their impartiality and independence in connection with the procedure for award of the procurement or when these persons participate in the procedure as bidders. A conflict of interests shall also be, in particular, a situation where personal relations or capital relations exist between the Beneficiary and supplier or contractor. For the purpose of performance of financial contracts, the notion of personal relation must be understood as situations in which the persons participating in conducting the procedure or persons who can have an impact on the outcome (e.g. president of the management board authorised for sole representation of the association) of the procedure concurrently act in decision-making capacities for the supplier or contractror or are engaged on the part of the contractor in project implementation, whereas capital relation shall mean possession by the Beneficiary of shares of the supplier or contractor, regardless of their value. In connection with the above, the Beneficiary, awarding procurements, is obliged to take actions in order to avoid the conflict of interests understood as lack of impartiality and objectiveness (e.g. in order to avoid the conflict of interests, it is obligatory to exclude persons covered with the conflict who participate in award of the procurement or who can have impact on its outcome from the procedure).

6.5.2. If infringement of the principle of competitiveness during the procurement award is stated, DA, RA or another authorised control authority can charge a financial adjustment according to the “Adjustment Table” forming an appendix to the financial contract. In case of procurements awarded according to simplified principle of competitiveness, the Adjustment Table is not applicable. When it is found that the simplified principle of competitiveness was not used when it was required or in the course of its application gross irregularities occurred, that directly influenced the result of procedure, DA may deem the expenditures incurred under this procedure ineligible or partly ineligible. Each case will be investigated individually.

6.6 Form of submitted documents:

The documents as reffered to in chapters 6.3 and 6.4 of the Manual are submitted in the electronic form. In order to certify the documents as a true cerified copy, the documents must be signed with the qualified electronic signature or signature confirmed with the electronic public services platform (ePUAP) secure profile. 

[bookmark: _Toc56668449]6.7 Practical guidelines:

a) when determining if the mode of procurement with value from net PLN 50 000 is to be applied for the purchase of goods or a service, the principles applicable for determination of the value of procurements covered with PPL procedures must be applied. Example: if, under the provisions of PPL, the organisation is obliged to conduct a tender procedure in order to select the supplier of plane tickets, the entity not employing the procedures arising from PPL shall be obliged to conduct the procedure if the total value of plane ticket purchases with commissions and transation fees exceds net PLN 50 000. 
b) the values of the procurements of the Beneficiary and partners arenot summed up; it is, however, prohibited to share the procurements among the members of the partnership in order to avoid incurring by the particular members of the partnership of a cost the value of which exceeds net PLN 50 000 and, thus, in order to avoid the necessity to apply the principle of competitiveness,
c) employment of staff under civil law contracts is subject to proper procurement award procedures depending on the value, even if the particular persons are specified in the approved application form. The procurement award procedures do not apply to the members of the personnel with whom the  Beneficiary, within the period of at least one year prior to filing the application form, cooperated in a continuous or repetitive manner.
d) it is recommended to apply also other criteria for proposal assessment than only price, e.g. quality criterion, i.e. experience, skills, etc.,
e) when determining the value of the procurement, the status of the contractor must be taken into consideration, i.e., for instance, in case of a training service with value of PLN 51 000 - if the contractor is an entity who is not subject to VAT (e.g. a natural person conducting a business activity who applies settlement based on general principles or lump sum), the value of the procurement shall be the amount of gross PLN 51 000. Whereas, in case of a contractor who is subject to VAT, the value of the procurement shall be net PLN 41 463,34 and this amount must be adopted as the value of the procurement (the amount in the contract concluded with the contractor shall be increased with the value of VAT, e.g. by 23% (in Poland), up to the value of gross PLN 51 000),
f) when determining the persons in case of which a conflict of interests can arise, the following categories must be taken into consideration:
· members of personnel of the contracting authority’s institution, entities executing the procurements or members of personnel of other entities who participate in conducting the procurement award procedure,
· person managing the contracting authority’s institution and members of the decision-making bodies of the said institution who - even if they do not participate in conducting the procurement award procedure - can have an impact on its outcome.
g) when calculating the time limits referred to in this Manual,  if the beginning of the time limit determined in days is a certain event (e.g. letter delivery), the said day is not included when calculating the time limit within which the event occurred. The time limit specified in days ends upon lapse of the last day.
	Example:
In case of a 7-day time limit for proposal submittal, if the contracting authority published a procurement announcement on 1 September, the minimum time limit for proposal submittal must lapse with the end of 8 September, and proposal opening should be set for the following day, i.e. 9 September. One must note that if the end of the time limit for proposal submittal falls on a statutory day free from work, the time limit lapses on the following day. Only Saturdays, Sundays and public holidays are deemed days free from work. The time limit calculation method is not affected by days free from work falling on days other than the last day of the time limit.





[bookmark: _Toc56668450]Chapter 7. CONTRACT AMENDMENTS
Amendments to the Contract are governed by paragraph 12 of the Financing Contract. 
The expenditures incurred in breach of the principles specified in the above paragraphs can be deemed non-eligible.
Every change, regardless of whether it requires the DA’s consent, must be described and justified. In principle, the Beneficiary can apply for changes in the project only within the period of its implementation, and those may only concern future planned actions or actions which have not yet been reported in the required reports.


[bookmark: _Toc56668451]7.1 Changes not requiring consent of the Delegated Authority

Changes in the application form which meet the following conditions collectively:
 - they do not change the objectives of the Project,
 - they do not change the scope of performed tasks;
- they do not change the indicators (excluding increase of the value of an already existing indicator),
- the financial effect is limited to shifts between the items of direct eligible costs that may be financed from the funds made available by the Fund (and state budget, if applicable), not exceeding 10% of the budget of direct costs in the entire project implementation period. The limit of 10% of shifts refers to the last approved version of the budget (in the contract, annex or written consent of the Delegated Authority);
- shifts between budget items cannot cause an increase of the budget in the heading “Staff costs” and
- cannot cause changes in indirect costs; 
do not require DA’s consent for their introduction in the application form.
One must remember that the expenditures are subject to eligibility rules, including general rules described in point 2.1.
Changes meeting the above conditions must be demonstrated, i.e. described and justified, in the given reports (preliminary, quarterly, final) and sent to DA where they are subject to verification in terms of correctness in relation to the above premises. 
The Beneficiary shall receive information from DA on acceptance of reports determining correctness of report of changes to the budget and schedules.  
NOTE!
In case of projects with two detailed budgets, shifts between the same budget items are included in the 10% limit! 

	Example:
If the planned budget changes exceed the limit of 10% (e.g. 8% was shifted earlier reporting to the Delegated Authority, now it is necessary to shift another 4%), it is necessary to request the Delegated Authority (see point 7.2 below) for a change of the application form pursuant to par. 12 section 6 of the financial contract, taking into consideration also the previously reported changes. The application form (and budget) approved as a result of such a procedure by DA become the new basis in relation to which the 10% shift limit is calculated.




[bookmark: _Toc56668452]7.2 Changes requiring consent of the Delegated Authority

Changes in the application form meeting at least one of the following conditions:
 - they change the objectives of the Project,
 - they change the scope of performed actions (addition of a new action, extension of the scope of an already existing action, limitation of the scope of an already existing action - approved for performance);
- they cause change of the indicator (except for value increase), e.g. decrease of the value of the indicator, addition of a new indicator, removal of any indicator or change of the name of the indicator;  
- shifts between the budget’s items exceeded the 10% limit of shifts determined for the entire project implementation period;
- shifts between budget items show an increase of the budget in the heating “Staff costs”;
- the budget changes have an impact on the value of indirect costs  

require DA’s written acceptance. 

In order to change the application form, the Beneficairy submits the Application for amendment of the Application Form to the DA, together with the draft of the said changed application form, the template of which is enclosed as an appendix to the Beneficiary Manual. According to the provisions of this document, the draft of the new application form must include the (budget and schedule) changes reported to DA in (preliminary and quarterly) reports. 
The Beneficiary is informed in writing on acceptance or rejection of the proposed changes to the application form.

[bookmark: _Toc56668453]7.3 Changes requiring consent of the Monitoring Committee
Changes in the application form exceeding 50% of total eligible costs of the Project and having a significant impact on the objectives of the Project require acceptance of the Monitoring Committee - Interministerial Team for European Funds of Interior.
The Beneficiary submits the Application for amendment of the Application Form to the DA who verifies it. If the project leader states that at leats one of the above premises can be found, change of the Project shall be referred to acceptance of the Monitoring Committee. 

[bookmark: _Toc56668454]7.4 Changes initiated by the Delegated Authority
RA/DA can put forward a written initiative for Contract amendment, including the Application Form. In such a case, the Beneficiary submits proper documents to DA within 10 business days upon receipt of the proper letter from RA/DA. The RA/DA’s letter contains the justification for the Contract amendment.

[bookmark: _Toc56668455]7.5 Changes requiring signing an Annex to the financial contract

Changes that have an impact on the provisions of the main contract, including, first and foremost, change in the application form causing a decrease of the awarded assets from AMIF, state budget, increase of indirect costs (does not appy to financial contracts, which when referring to indirect costs invoke the budget form attached to the Application Form), shall require signing an Annex to the financial contract. 

[bookmark: _Toc56668456]Chapter 8. PROJECT SUSTAINABILITY CONTROL

A utilization after the project completion of equipment and real estates financed within its framework, that were subject to a sustainability rule together with an obligation to remain the property of the Benefciary, which were described in chapter 2.15, is subject to DA verifications. 
At a stage of submitting the final report, the Beneficiary provides a statement forming part of the report, confirming its commitment to maintain sustainability and remain the owner of the assets after project completion.
The project sustainability period begins with the date of acceptance of the final report by DA.
Control of the project sustainability is carried out by DA after project completion in place of equipment or real estate. During the control DA verifies whether:
A. Equipment (fixed tangible assets) after project completion is utilized to continue the tasks under the project or the objects of the Beneficiary;
B. The Beneficiary is the owner or holder of the real estate.
In case the asset that is subject to the project sustainability rule has been chosen for control and  is an element of a project which includes other assets as well, during the on the spot control, sustainability of larger quantity of assets financed within the project may also fall under verification.
When the control shows lack of sustainability or a use of assets also for other purposes than those in accordance with the agreement, DA is entitled – in line with FA/FC – to impose a financial penalty on the Beneficiary, in compliance with the detected irregularity.



[bookmark: RANGE!A1:Q69][bookmark: _Toc56668457]List of appendices:
1. VAT declaration template
2. Timesheet template
3. Example of calculation of the eligible cost of remuneration
4. Exampple of calculation of the eligible remuneration - absence
5. Template of the specification of expenditures
6. Template of the application for certification of expenditures for the state budget entities
7. Payment application template
8. Template of the preliminary/additional/quarterly/final report (content-related part)
9. Bill of exchange declaration template
10. Bill of exchange template
11. Wthdrawn due to entry into force of the GDPR 
12. Withdrawn due to entry into force of the GDPR 
13. Proposal form
14. Procedure protocol
15. Request for proposal
15a. Employment announcement
16. Application for amendment of the Application Form
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