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	Financial Reporting Guidelines 






[bookmark: Text2]Name of the Goethe-Institut: Goethe-Institut Georgien

[bookmark: Text1]Project and Grant title: EU4Culture II - Restricted Call for Proposals to support Internationalisation Component

Funding period: November 2026 - March 2029

Max. Amount of funding: EUR 500 000





1) PAYOUT MODALITIES

· The Goethe-Institut will pay the Grant via bank transfer in instalments. The payout dates and numbers of instalments are specified in the Grant Contract (see § 6).
· The Recipient must provide a payment request for each instalment of the grant.
· The Recipient receives the first instalment after the signing of the Grant Contract and after submitting the first payment request.
· The Recipient receives further instalments after handing in the second/third/etc. payment request (as specified in the contract) and after having submitted the mid-term and final reports as specified in the Grant Contract (see § 6). 
· The Goethe-Institut reserves the right to withhold all or any of the Grant instalments if it reasonably requests information and/or documents from the Beneficiary and these are not supplied to the Goethe-Institut within the reasonably required time frame as set out in the Grant Contract (see § 8).
· The Goethe-Institut reserves the right to postpone or reduce the payments if the Beneficiary does not comply with the above-mentioned requirements (see § 8).
· The Goethe-Institut is entitled to the reimbursement of the paid instalments if the Recipient breaches any clause to the Grant Contract (see §9).


2) GUIDELINE FOR DISBURSEMENT

In general: disbursement of the grant will be subject to the budgetary laws of the European Union and the Federal Republic of Germany. That means: All spending must be in line with the laws and regulations of the European Union and the Federal Republic of Germany regarding the use of public funds. The Grant Contract has the corresponding information. 

Which expenses may be covered by the grant?

Only costs connected to the project proposal and presented in the correlating budget as part of the application are eligible. The grant covers only project expenses incurred during the project period. 
The funding period can be subject to adaption between call for applications and signature of the grant contract. The funding period specified in the Grant Contract is binding.

Eligible costs of a project are costs that:
· are relevant to the grant purpose and necessary for implementing of the project; 
· are actually incurred by the beneficiary; 
· are incurred within the awarding period; 
· are explicitly stated in the budget and funding plan; 
· meet the requirements of the applicable tax and social security provisions; and 
· are appropriate and justified, as well as in line with the principle of sound financial management, especially with regard to economy and efficiency. 
Eligible costs include, based on the above-mentioned budget lines:
· Personnel costs
· Travel costs
· Costs of services (external expertise, especially digital services, translation, design, production costs etc.) 
· Purchase costs for equipment and accessories (new or used), which are specifically intended for the project, 
· Administration costs (rent of space/equipment for relevant events, consumables/materials, etc.) directly related to the project
· Indirect costs, i.e. ongoing organizational costs, which are not explicitly related to the project (including office rent) to a max. of 7% of the grant

IMPORTANT: Please be aware that any procurement / purchase of services or goods above 1.000€ (in total, not per unit!) requires at least three quotations or a nationwide tendering procedure. If not, these project costs cannot be reimbursed. For more details concerning procurement procedures, please check the relevant guidelines for your project!


Which expenses are ineligible?

· Debts and debt service charges (interest); 
· Provisions for losses, debts or potential future liabilities; 
· Costs specified by the beneficiary which are financed through another funding source or another project. 
· Purchases of land or property, unless they are necessary for direct implementation of the measure and comply with the conditions defined in the grant contract for this situation (for instance restitution to the Goethe-Institut); 
· Foreign exchange losses; 
· Credit to third parties, unless otherwise specified, for example in the grant contract; 
· Benefits in kind (with the exception of voluntary work); 
· performance-based bonuses included in costs of staff. 

How to deal with changes in the budget?

Any changes in the financial planning need to be communicated to the Goethe-Institut in advance.
Any changes that exceed 25 % of the original budget line must be agreed with the Goethe-Institut in advance. If not, they cannot be reimbursed. Changes are to be communicated to the contact person at the Goethe-Institut in sufficient time. 

IMPORTANT: The grant cannot be increased. Unspent funds must be notified and paid back to the Goethe-Institut without delay at the end of the approval period.


3) FINANCIAL REPORTING

At the end of the project, evidence must be provided for all expenditures with respect to both substance and quantity.

How do I report on the financial expenditure? 

The Recipient must provide information/proof on how the Grant has been used and has to hand in on request the original receipts to the Goethe-Institut. The Recipient uses the document Proof of Expenditure (Annex X) for the financial reporting. Beneficiaries must keep supporting documentation (i.e. original invoices, proof of payment etc.) for all positions mentioned in the proof of expenditure upon request.

What supporting documentation do I have to attach?

Receipts need to be accompanied by payment-substantiating documentation. Claimed expenses without documented proof will not be reimbursed. Examples of payment-substantiating documentation include: 

For personnel costs: 
· Copy of the employment contract 
· Copy of salary statements 
· Time sheets for project work as performed 

For services and fees – external: 
· Contract documents 
· Documentation for contract awarding / procurement documentation (service specification, comparative bids, contract award notice)

For travel costs: 
· Tickets 
· Invoices (travel agency, hotel, bus company, car rental) 
· Travel expense statement for the use of private cars 
· Logbook excerpts for the use of company vehicles 
· Fuel receipts for the use of rental cars 
· Justification of the need for taxi and car rental 
· Daily allowance statement 
· List of participants for catering receipts 

For equipment, purchases, material costs, inventory: 
· Documentation for contract awarding / procurement documentation (service specification, comparative bids, contract award notice) 
· Delivery slips / Delivery confirmation if applicable

For other operating costs: 
· Copy of the rental contract (reason for use and cost breakdown in case of prorating) 
· Documentation for contract awarding / procurement documentation (service specification, comparative bids, contract award notice)

Cash payouts 
· For cash payouts, each payout must be confirmed via payer signature and payee signature. 


How do I fill in the proof of expenditure (Annex X)?

The proof of expenditure (Annex X) has to be completed and submitted to the Goethe-Institute as specified in the Grant Contract. The number of reports and deadlines are specified in the Contract (see §6).

The proof of expenditure consists of an overview page and individual pages for each budget line.

Details for the Beneficiary and Grant Contract must be filled into the relevant cells.

For each budget line, individual invoices and their relating data needs to be filled in. In case the number of transactions exceeds the provided form, the Beneficiary must add rows and adapt the sum formula accordingly.

From each page total, the amounts are being copied into the overview page. Please put the corresponding financial documentation in the order of the categories in the budget. Within one budget line, please arrange the documentation in chronological order. 

Please make sure that all financial report pages contain the following information: 

1. Reference number (provided by the Beneficiary's accounting software or any other individual number that identifies the relevant transaction).
2. Date of the data entry into the Beneficiary's accounting software. If not applicable, please use the date of the invoice
3. Full official name and seat address of the supplier, together with his contact details (e.g. telephone, email, website, commercial registry number, VAT number) 
4. Bank account number of the supplier must be indicated on the invoice.
5. Short explanation on how the expense was relevant to the project
6. Position according to budget and funding plan
7. Amount in the currency used for the transaction.
8. Exchange rate with EURO – the relevant Goethe-Institut will provide the official exchange rates on request.
9. Amount in EURO

On the overview page, Beneficiaries must complete the overall budget and totals of previous financial reports (if applicable). With each financial report, the data previously reported has to be amended and increased in the following reports accordingly (line 46). Therefore, the remaining budgets for each budget line are indicated automatically (line 47). 

The proof of expenditure must bear the signature of the Beneficiary who oversaw the Grant implementation and the stamp of the organization.

How long is the storage period for documents?

According to §10, Art. 3 of the Grant agreement the Beneficiary must store original receipts and documentation for the awarding of contracts as well as all other documents linked to this funding for ten years counting from the date on which proof of application is submitted.
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