Annex A. Checklist – Annex VII – Form D documents

	The auditor has to carry out its work in accordance with Annex VII Form D or Form E of the Grant Agreement. This checklist is merely meant as an easy reference guide to the documentation that must be made available to an auditor. This list has to be made specific to your institution’s accounting and management principles as well as to your national laws.


Documentation on the Beneficiary itself
· Copy of the beneficiary's constitution and legal status.

· Copy of the beneficiary's guidelines for the financial / scientific management of EC RTD Contracts (if available).

· Copy of the beneficiary's annual reports /financial statements (for the latest financial year and for the periods audited)

· Copy of the most recent audit report of the beneficiary's statutory auditors.

· Copy of beneficiary's management structure.

· Statistical information concerning the beneficiary's:

· turnover for the last 3 years,
· RTD costs for the last 3 years, for both EC and third parties
· RTD sources of income for the last 3 years from both EC and third parties
· EC RTD contracts in progress.
1.1 Personnel Costs

· List of personnel working on the project;
· For each employee the personnel costs from the payroll system, access to the payroll system when required by the auditor;

· Copies of employment/work contracts (temporary and permanent); 
· Copy of the terms and conditions of Collective Labour Agreements. 
· Copy of Beneficiary’s guidelines (management principle) regarding institution specific personnel costs. For example in some Hungarian universities meal tickets are provided to their employees. 

· For verification of average personnel costs declared, when applicable: Copy of the official table / matrix (management principle) of employees' classification / position categories vs. salary ranges (for the periods audited). 
· For each employee the certified time recordings.

· Copy of Beneficiary’s guidelines (management principle) regarding institution specific instructions for recording of time. 

1.2 Subcontracting 
· Copy of Annex 1, Description of Work, to verify if the work carried out by the subcontractor is described in the same as Annex 1

· All received tenders for the subcontracted work.

· In case the subcontracting by a public body surpasses the threshold for public procurement, the beneficiary's guidelines for procurement of services (management principle).

· Copies of subcontracts (if applicable).

· Original invoices for external assistance and evidence of delivery.

1.3 Other Direct Costs
Equipment

· Copy of the beneficiary's guidelines for procurement and depreciation of equipment (accounting principles).

· Original invoices for purchase of equipment, including the evidence of project reference.
· Copies of the equipment (related to the project) inventory register, only when applicable.

· When technical infrastructure is made a direct cost to the project; copies of the equipment's usage diary/register to establish costs and cost driver as well as allocation of cost to the project;

· When computing is made a direct costs to the project: copy of the beneficiary's guidelines for the use of computer resources, copies of usage (time) sheets. Or original invoices when use of external computing resources has been subcontracted. See then also the requirements for subcontracting. 
Travel costs
· Copy of the beneficiary's guidelines (management and accounting principles) for reimbursement of travel expenses.

· When travel costs require, according to the beneficiary’s guidelines, internal authorisation, a copy of authorized travel request forms.

· Original invoices for travel and accommodation expenses.

· Copy of EC written permission for any travel outside Europe (if applicable).

· Copies of mission reports (if available).

Consumables

· Copy of the beneficiary's guidelines (management principle) when charging consumables to the project. Consumables like gloves in a lab shall most of the time be incorporated in the overhead. 
· Original invoices for consumables including the evidence of project reference.
Other Items

· Copy of the beneficiary’s ‘management principles- guidelines.

· Original invoices for the relevant expenditure.

· Copy of EC agreement which indicates the necessity for such expenditure (for example animals, licenses etc).

1.4 Indirect costs
Source material for Real Indirect Cost and Simplified

· Copy of the beneficiary's annual reports /financial statements (for the latest financial year and for the periods audited)

· Copy of the most recent audit report of the beneficiary's statutory auditors.

· Copy of beneficiary's organogram.

· Statistical information concerning the beneficiary's:

· turnover for the last 3 years,
· RTD costs for the last 3 years, for both EC and third parties
· RTD sources of income for the last 3 years from both EC and third parties
· EC RTD contracts in progress.
Real Indirect Costs

· Description of the methodology used for the calculation of the overheads.

· Analysis of the costs included in the overheads.

· Reconciliation of the overhead costs with the P&L accounts

· Copy of the calculation and distribution of the overhead costs

· Analysis of the chargeable hours on which overhead costs have been distributed.
Simplified Method

· Prove of cash based system or the lack of an analytical accounting systems which does not permit indirect costs to be separated on the level of individual departments.

· The management principle that provides the method used for the breakdown of costs. 
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