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Annex S4
JUSTIFICATION RULES

As a general rule, all expenses should be backed with the corresponding documentation —  invoices, receipts (see Annex 25-A for Caritas Española’s model receipt) or any other type of support, provided it is in accordance with the local legislation in each country. A copy of the relevant regulation should be supplied for verification purposes.

In order for expenses to be considered to be justifiable and therefore accepted by Cáritas Española, the support documentation must meet at least the following requirements
: 

a. All expenses must be backed by the original documentation. This should be kept for at least five years following submittal of the final report.

b. If original documentation cannot be submitted, an duly endorsed photocopy should be submitted. By “duly endorsed” we mean a copy made of an original that has been processed, checked and approved by any Spanish or in-country public entity by a duly accredited notary in the implementation country or the official representatives of Spain in the country in question.

c. With some exceptions, original documentation may be provisionally replaced with a single copy endorsed by the person in charge of the entity or someone designated for the purpose by the person in charge, declaring under their own responsibility that the copies match the original documents.

d. It should be legible and contain no corrections or crossings-out.

e. It must be issued in the name of the local institution.

f. The date of issue must fall within the project implementation period.

g. It must contain at least the data required by the law in each country, and any other details required by Cáritas Española:

· VAT Number (Spanish NIF), Taxpayer’s Registration Number (RUC) or equivalent, as appropriate.

· Details of the transaction.

· Total sum, itemising VAT or equivalent, as appropriate.

· The supplier’s “paid” or “settled” stamp, signature and ID number. Otherwise, supply the relevant bank receipts to accredit the payment made.

h. All support documentation must be formalised with a stamp containing at least the following information:
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It is advisable to have the formalisation stamp model sent from Cáritas Española to the implementation countries in order to ensure that all the required information is contained.

In countries where the local legislation does not recognise certain procedures, e.g. VAT refunds, any invoices formalised or stamped must be reported and justified to Cáritas Española. Such cases will be dealt with individually, seeking exceptional alternatives in order to apply control of a different type.

With regard to the rules for justifying funds, if the project external funding, the rules of each of the funding sources will apply. Projects funded with own funds will necessarily be governed by the following funding conditions:

· Contributions by local counterparts may be in cash or valued items, in accordance with Cáritas Española’s Valuation Guidelines (Annex 25-B), both being complementary. 

· Funds allocated to projects may be allocated to funding direct or indirect costs, by establishing the following budget items:

DIRECT COSTS:

Those that correspond the project itself and fund the immediate pursuit of its objectives. They must be included within the following budget items:

· Identification and formulation:


Costs related to the identification or formulation of the project incurred by the local counterpart within the three-month period before submittal (carrying out preliminary studies, travel, administrative expenses, etc.). The total sum of the identification expenses charged to Cáritas Española cannot exceed 2.5% of the total grant requested to cover the rest of the direct costs. Support documentation for these expenses must be submitted together with the partnership request.

· External assessment


Justify under this heading the amount allocated for external assessment of the programme.

In the case of contracts worth over €12,000, the following documentation must be supplied:

· quotations received,

· Report justifying the quotation selected if it is not the cheapest or if no bidding process was used.

Supply the relevant invoices or any other legal trade documents. In the case of final assessments, although the invoice may be dated after the end of the implementation period, it must be dated before the end of the justification period.

· Audits

Justify under this heading any external audits planned to be carried out in accordance with general auditing standards.

In the case of contracts worth over €12,000, the following documentation must be supplied:

· quotations received,

· Report justifying the quotation selected if it is not the cheapest or if no bidding process was used.

Whatever the sum, if the audit is contracted on the local market or in a third-party country, supply a local notary’s report confirming the legal status of the firm contracted in accordance with the local legislation.

Supply the relevant invoices or any other legal trade documents. In the case of final assessments, although the invoice may be dated after the end of the implementation period, it must be dated before the end of the justification period.
· Land and property
To include any and all expenses necessary for the acquisition or renting of land or property and its legal  registration at local land and property registries: taxes, rates, notaries’ fees, legal permits, etc. (Do not include any rent for the counterpart’s permanent office.)
The justification for expenses under this heading must include:

a) Receipts for the expenses incurred. 

b) Document accrediting the purchase or lease, stating the price and payment terms.

c) Documentary evidence, in accordance with the applicable legislation in the corresponding country, specifying the property and ownership arrangements, if acquired. 

d) Commitment to hand over the property to the project for a period of not less than 25 years, if acquired.

· Building and/or refurbishment of property and infrastructures

To include all expenses directly linked to any building and refurbishment work included in the intervention: Labour and transport of workers, as appropriate, materials and their transport, rubble removal, compulsory technical reports, permits, rates, compulsory insurance, works management, etc.

Building work carried out during the course of the subsidised action will not be subject to amortisation.

Documentation to be supplied:

· For works costing over €30,000, at least three separate quotations must be obtained. With the Final Report, supply a copy of the contract and endorsed copy of invoices for any work above the aforementioned sums.

· Works project endorsed by the corresponding professional association.

· Certificate of the subsidised entity’s representative stating that the works have been carried out or approval of them.

· Works certificates issued by the relevant construction firm.

· Commitment to hand over the property or building built with the subsidy for a period of not less than 10 years.

· Documentary evidence, in accordance with the legislation of the corresponding country, specifying the ownership arrangements of the building.

· If rented property is being renovated, the owner’s consent and all relevant planning permission must be included.

· Equipment, materials and supplies*:

Include under this heading any and all acquisitions repairs and maintenance of machinery, equipment, furniture, fixtures and fittings, vehicles, computer hardware and software, and related supplies (not including any applied to another item) that are directly linked to the pursuit of the objectives of the project. Also include any expenses incurred as a result of shipping, installing and commissioning equipment.

Attach a specific quotation or pro-forma invoice for any equipment worth over €1,800. For equipment supplies worth over €12,000, at least three quotations must be obtained from different companies or suppliers.

· Local personnel:

Expenses corresponding to salaries, social security contributions and bonuses for personnel linked to the implementation of the project activities to whose contracts the legislation of the implementation country is applicable.

The justification for expenses under this heading must include:

a) If working under an employment contract: Copy of the contract and payslips signed by the worker.

b) If under contract to render services: Copy of the agreement and invoices or receipts for the sum received for the service rendered.

c) If no contract has been entered into: invoices or receipts for the sum received.

In all the above cases, provide receipts for any tax, rates or social security or similar withholdings or payments in accordance with the local legislation.

· Technical services

This refers to the services that are required for training, seminars, reports (other than those of identification, assessment or auditing, which are itemised under their own headings), works projects, publications, management control or other needs that involve no employment relationship and cannot be included under other headings.

In the case of contracts worth over €12,000, the following documentation must be 
supplied:

· quotations received,

· Report justifying the quotation selected if it is not the cheapest or if no bidding process was used.

· Contract (or endorsed copy)

Supply the relevant invoices or any other legal trade documents. 

· Rotary fund

Include under this heading loan repayments and associated management and administration costs, any others directly linked to the Fund during the implementation period.

The Fund must have been included in the formulation by submitting the Fund regulation Project, including the sums of loans, number of beneficiaries, interest rates, grace period and repayment term.

Not to exceed 10% of the direct costs funded.

Any items intended to cover Rotary funds, inflation and contingencies will not be funded by Cáritas Española, although they may be assumed by other co-funding sources.

· Operating

Charge under this heading current operating costs (electricity, water, communications, maintenance and security consumables, fuel, vehicle repairs and rent for office space). Charge only those expenses that are directly involved in the running of the project.

Invoices attributable to more than one project should be charged according to the pro rata percentage of each.

· Travel, accommodation and expenses:

Include under this heading any and all expenses related to travel, accommodation and expenses incurred by personnel linked to the project, such as technicians and end beneficiaries, directly related to the planned actions.

Charge as expenses any minor travel or food costs (taxis, buses, restaurant bills, etc.).

Depending on the type of expense, accredit the following:

a) Invoice issued by the hotel for accommodation expenses only.

b) Invoice issued by the travel agency. This should itemise all expenses in sufficient detail, such as travel, accommodation, meals, etc., indicating individual sums and the corresponding details for each type of expense.

c) Ticket corresponding to the trip made.

d) Expense allowances (Annex 25-C)

· Financial costs

Include:

· legal or financial consultants’ fees,

· fees of notaries and registries,

· Banking costs for accounts opened in the name of the project or agreement,

· Expenses incurred from the endorsement of documents by notaries, local authorities or Spanish consular services.

· Costs of translating documents required in Spanish.

For accreditation purposes, please supply invoices or any other legal trade documents (the expenses of endorsing and translating documents can be dated alter the end date of the implementation of the intervention), and in the case of accrediting bank charges, the corresponding bank documents (statements, etc.).

INDIRECT COSTS:

Administrative costs of Cáritas Española and the local counterpart incurred solely and directly from the formulation, monitoring and assessment of the project. To be broken down into the following budget items:

I. Cáritas Española admin costs: Administrative and personnel costs of formulating and monitoring the project.

II. Local NGO admin costs: Expenses incurred by the local partner to monitor the Project adequately.

Any financial income accrued by the project funds in-country must be used only to finance direct Project costs within the scheduled implementation period.

ANNEX 25-A

RECEIPT

Sum (1):…………………………………

Received from (2):………………………………………………………………………

…………………………………………………………………………………………….

The sum of (3):………………………………………………………………………

…………………………………………………………………………………………….

For the purchase of (4):………………………………………………………………………

…………………………………………………………………………………………….

For the development-aid project/agreement code: ……… title (5): …………………………..……………………………………………………………………………………………

At,                        on

 20            

(Sign)

Name (6):……………………………………………………………………………..

ID No. (7):………………………………………………………….

(1): State the sum paid in figures and in the local currency.

(2): State the full name of the person who has bought the relevant materials or goods: must be a person in charge of the project/agreement or someone authorised by that person.

(3): State the sum paid in words (must match (1)).

(4): Briefly describe the materials or goods acquired, the quantity acquired and a description.

(5): Enter the short-form title of the development-aid project/agreement.

(6) Enter the supplier’s full name

(7): Enter the supplier’s ID number or VAT number, as appropriate.

THE RECEIPT MUST BE SIGNED BY WHOEVER RECEIVES THE PAYMENT

ANNEX 25-A

GUIDELINES FOR VALUING

1. What does “valuing” mean”?
Valuing is the process of estimating the value of an item or service that will be included as a local contribution in the budget for the project or agreement in question.

2. When should valuing be done?
Valuations should be done Turing the proposal-formulation stage and included in the Project Budget, except in circumstances previously communicated to and negotiated with Cáritas Española. Any changes that may come to light during implementation must be communicated to and authorised by Cáritas Española. 

3. How should valuing be done?
In order to ensure that homogenous calculation mechanisms are used, Cáritas Española has established three means of valuing:

· Valuation at the sum equivalent to rental: The item is assigned a value equivalent to what it would cost to rent the item for the period during which it is assigned to the project or agreement, which cannot exceed the length of the implementation period.

· Valuation equivalent to amortisation: The value assigned to the item is proportional to its total cost, useful life and the number months during which it is assigned to the project.

This calculation will be performed monthly, considering only full months and ignoring any leftover days, charging to the subsidy the Lumber of months Turing which the item has been at the disposition of the implementation.
The useful life of items to be considered for calculation purposes is not to exceed:

· Industrial or agricultural machinery and generators: 120 months (10 years)

· Office furnishings: 120 months (10 years)

· Means of transport: 60 months (5 years)

· Computer equipment, photocopiers, fax machines, telephones, radios and other similar items: 48 months (4 years)

The valuation chargeable to the subsidy should be calculated according to the following formula:

AC x M 

V = 

UL

where:

V = Value attributable to the subsidy.

AC = Acquisition cost of the item, including shipping, installation and commissioning costs.

M = Number of full months when the item will be available for the intervention. This period must not exceed the length of the implementation period.

UL = Useful life of the item, expressed in months. 

If the purchase document for the item is not available, in order to determine its value a quotation for the item or a similar item may be used as a reference, obtained either from a local supplier or online. Any such reference documentation should be supplied.

· Valuation of labour costs: For labour charges, quantify the number of workers, the hours of work on the Project and the price per hour worked, set in accordance with local rates in the implementation area. 
4. What goods may be valued?
Valuations of certain items are accepted as part of local contributions provided that they have not previously been acquired with external funding.

Only valuations of items that are assigned exclusively, finally or temporarily and that are directly linked to the execution of the activities budgeted for the relevant project or agreement will be accepted. 

“Final assignment” refers to the case of land, premises or equipment to be transferred
 once the implementation ends, together with any other goods acquired and charged to the project or agreement. In such cases the valuation must be done by an expert, who will determine the value of the asset and present the corresponding report as an attachment to the budget submitted. “Temporary assignment” means any  premises, equipment, materials or labour made available to the project or agreement exclusively but on an ad hoc basis. The time charged must always be within the implementation period of the intervention.

5. What should be valued by items and how?
We now outline how goods should be valued according to the most commonly charged items:

II.
Acquisition and leasing of land and property: Land and all kinds of property to be assigned to the project, whose chargeable value will be as determined by the expert. Premises, offices and centres made available for the project or agreement, whether rented or owned, should be charged at the price equivalent to renting them.

III.
Building work: Any building materials valued at the price equivalent to renting or amortising them may be included. Plus any labour charges, suitably quantified.

IV.
Equipment, materials and supplies: Equipment and materials valued at the price equivalent to renting or amortising them may be included (see clarification below regarding office materials). 

For this heading take into account that the use of the items charged must be exclusively — either finally or temporarily  — for the project or agreement in question. 

Therefore, under no circumstances may the valuation of equipment, materials or office furnishings that remain in use at the premises or offices of the beneficiary NGO or local counterpart be included, unless that entity is the end beneficiary.

V = 
Local personnel: Labour should be charged quantifying the number of workers, hours of work assigned to the project and price per hour worked.

6. How are valuations accredited?
It is compulsory to supply certification by the counterpart (see model at the end of this document), beneficiaries of the project or agreement, or entity contributing the goods and/or services, without exception describing in detail any items valued, providing information on the number of units, hours of work, unit price, make, model, year, vehicle registration number, colour, etc., as appropriate. 

Support documentation must also be supplied to accredit the valuations charged, such as: Documentation accrediting the ownership of land and property, and in the case of the transfer of items, the relevant documentary support; surveyor/expert's report, as appropriate; purchase document for the item, quotation from a supplier, or the results of online searches. In the case of labour charges: logs of hours worked by each worker and site graphics. This documentation will be used to verify that the prices are in line with local market rates. In the case of equipment or other applicable items, their age must also be taken into account.

If you have any doubts, please consult the OTC or corresponding Spanish embassy to check prices to be considered when making valuations.   

7. How are valuations validated?
Valuations will be validated by Cáritas Española, once the certificate and relevant support documentation has been received. If Cáritas Española considers it appropriate, it may request the ratification of valuations by the OTC or Spanish embassy in the relevant countries.

Once approval has been obtained from Cáritas Española and, as the case may be, the OTC or Spanish Embassy, the valuation will be considered to be valid and it may then be charged to the budget for the relevant project or agreement.

VALUATIONS CERTIFICATE

. _________________________, the holder of identity card No. _____________, acting in the capacity of signatory’s position of counterpart or entity contributing the items, 

I HEREBY DECLARE

That the contribution by entity’s name , which I represent, in respect of the project/agreement “…………”, code ……………, co-funded by the AECID, is to the total value of ……………….., corresponding to the following valuations:

	Qty
	Asset / resource
	Description
	Acquisition cost
	Time used (hours or months)
	Unit price
	Useful life (months)
	TOTAL VALUATION
	Charging item

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


In witness whereof, I sign and stamp this document at ……….. on ………. ……….., 20 ………...
Signed: ……signatory’s name………..
……signatory’s name………..
ANNEX 25-A

SETTLEMENT OF EXPENSE ALLOWANCES AND TRAVELLING EXPENSES

Project/agreement code: ________

	Details of travelling person:

	Mr/Ms

	ID/passport No. (or others specified) 

	(place and date of issue of the ID document)

	Address 

	Travelled from …/…/…….to …/…./……

	To (location and country)

	Purpose of the trip or travel:

	Expenses incurred:

	ALLOWANCE FOR ACCOMMODATION AND MEALS:

	No. of days 
	sum/day (max. €100) 
	Total (€ or local-currency equivalent)

	
	
	

	TRANSPORT:

	Means of transport (air, sea, train, bus, taxi, rented vehicle*)
	Sum (attach invoices or tickets)

	
	

	
	

	
	

	
	


	Total (€ or local-currency equivalent)
	

	Own vehicle (type, make, Reg. No., etc.)
	No. of kilometres driven
	Total @ €0.19/km (€ or local-currency equivalent)

	
	
	

	Total sum payable
	

	At …………  on………………………..  20....

Received:

(signatory’s signature and full name)


	Settlement approved: (signature and name of the representative or person responsible for making the payment)



This document has been funded by (funding source’s name)


with  percentage charge% for (project name or code)








� In the case of external funding sources, those established in their own regulations take priority.


� Effective transfer should preferably be made in the name of public entities, furnishing the relevant documentary evidence.
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