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[bookmark: _Toc436230111]Introduction
[bookmark: _Toc436230112]The role of the ECHE 
The Erasmus Charter for Higher Education (ECHE) provides the general quality framework for European and international cooperation activities a higher education institution may carry out within Erasmus+. The award of an ECHE is a pre-requisite for all higher education institutions located in a Programme country and willing to participate in learning mobility of individuals and/or cooperation for innovation and good practices under Erasmus+.
In addition, the Erasmus Charter for Higher Education (ECHE) is vital for encouraging excellence in European universities’ internationalisation policies and the concrete execution of their mobility activities. As a tool, the ECHE has particular power, in that Higher Education Institutions (HEIs) in “Programme Countries” wishing to participate in Erasmus+ must first apply for it and then obtain it. In addition, HEIs in “Partner Countries” wishing to participate in Erasmus+ individual mobility must also guarantee that they will apply the principles it contains.
The principles underlying the ECHE are not new. They reiterate and build on the rules, the use of the tools and the institutional orientation elaborated over the last decades in order to ensure transparency, fairness, and effectiveness in the organisation of student mobility. The ECHE represents a development and further definition of the previous Erasmus University Charter, which also stated the basic rules that HEIs were held to apply in order to ensure quality mobility and recognition.
In addition to clarifying further the Erasmus principles, the ECHE also introduces a new dimension with respect to the previous EUC. The application and award process explicitly aims at greater involvement of each HEI and its staff in fostering an institutional culture of strategic thinking, transparency, fairness and effectiveness in internationalisation, rather than promoting simplistic adhesion to formal rules. HEIs that apply successfully for the Charter not only promise to abide by those rules: they must also describe their own internationalisation strategy and formulate it convincingly as their “Erasmus Policy Statement” (EPS), publish it and stand by it. They must also specify how they comply with the ECHE principles.
[bookmark: _Toc436230113]Aims and limits of this manual
In harmony with the aim of the ECHE to involve various actors in each HEI in a proactive effort to enhance the quality of their internationalisation and modernisation strategies including mobility, the ECHE: make it work for you! tool is being developed in order to involve key figures (e.g. rectors, Erasmus+ coordinators, international office staff (IROs)) in active reflection on how to improve their international dimension by self-evaluating their current practices with respect to what they have promised in applying for the ECHE.
However, the task of monitoring and promoting the compliance with the ECHE of the HEIs that have already obtained it, is entrusted to the Erasmus+ National Agencies of the Programme Countries. The aim of the present manual is to provide a set of agreed guidelines and examples of good practice for the use of National Agencies.
This manual has been prepared by a working group formed of experts from HEIs and National Agencies, including Bologna experts and ECTS/DS counsellors. Our objective has been to provide guidelines which are reasonable, clear, fair, practical and helpful in promoting the excellence of Erasmus+ mobility. 
We understand that this means ensuring that the HEIs that have received the Charter actually abide by what they have promised. Although in some countries the Erasmus+ National Agency may have a broader mandate for enhancing their HE systems in general, this is not universally the case, and this manual focusses on specific ECHE‑related checks and suggestions for enhancing compliance in a positive direction. 
The ECHE working group understands that monitoring and ensuring compliance will rarely be a case of black and white, “yes, you’re perfect/no, you’re out”. It is foreseen that the HEIs will be progressively encouraged to improve where deficiencies are found, and that only those who do not improve will eventually be excluded from the ECHE, and hence from Erasmus+.
Under these circumstances, the monitoring processes should be limited to issues directly connected to the application of ECHE principles and to HEIs and compliance with them; objective, based on clearly established parameters; and gradual: that is increasingly rigorous over the period of years for which the present Charter is valid (up to 2020).
Applicability
These ECHE Guidelines are to be followed by all National Agencies in order to supplement the “technical instructions for primary checks” for Erasmus+ Checks for Grant Beneficiaries and the recommendations of the ECTS Users’ Guide 2015.
[bookmark: _Toc436230114]Chapter 1 – The principles: priorities and timeline
[bookmark: _Toc436230115]1.a)	The ECHE principles
The ECHE “principles” are listed under 6 headings. The first are the “Fundamental Principles” with which the institutions promise to:
	Respect in full the principle of non-discrimination set out in the Programme and ensure equal opportunities to mobile participants from all backgrounds.
Ensure full recognition for satisfactorily completed activity of study mobility and, where possible, traineeship in terms of credits awarded (ECTS or compatible system).
Ensure inclusion of satisfactorily completed study and/or traineeship mobility activities in the final record of student achievements (Diploma Supplement or equivalent)
Charge no fees, in the case of credit mobility, to incoming mobile students for tuition, registration, examinations or access to laboratory and library facilities.



The next three groups (C3, C4, and C5 in the ECHE Application form; section "F. Quality Questions" in the Application form for mobility between Programme and Partner Countries) contain specific promises regarding mobility: Before mobility, during and after mobility:
Before mobility
	Publish and regularly update the course catalogue on the website of the institution well in advance of the mobility periods, so as to be transparent to all parties and allow mobile students to make well-informed choices about the courses they will follow.
Carry out mobility only within the framework of prior agreements between institutions. These agreements establish the respective roles and responsibilities of the different parties, as well as their commitment to shared quality criteria in the selection, preparation, reception and integration of mobile participants.
Ensure that outgoing mobile participants are well prepared for the mobility, including having attained the necessary level of linguistic proficiency.
Ensure that student and staff mobility for education or training purposes is based on a learning agreement for students and a mobility agreement for staff validated in advance between the home and host institutions or enterprises and the mobile participants.
Provide assistance related to obtaining visas, when required, for incoming and outgoing mobile participants,
Provide guidance to incoming mobile participants in finding accommodation.



During mobility:
	Ensure equal academic treatment and services for home students and staff and incoming mobile participants.
Integrate incoming mobile participants in the institution’s everyday life.
Have in place appropriate mentoring and support arrangements for mobile participants.
Provide appropriate linguistic support to incoming mobile participants.



After mobility:
	Accept all activities indicated in the learning agreement as counting towards the degree provided these have been satisfactorily completed by the mobile students.
Provide incoming mobile participants and their home institutions with transcripts containing a full, accurate and timely record of their achievements at the end of their mobility period.
Support the reintegration of mobile participants and give them the opportunity, upon return, to build on their experiences for the benefit of the institution and their peers.
Ensure that staff is given recognition for their teaching and training activities undertaken during the mobility period, based on a mobility agreement.
Two final categories are those regarding cooperation projects and visibility:
When participating in European and international cooperation projects:
Ensure that cooperation leads to sustainable and balanced outcomes for all partners.
Provide relevant support to staff and students participating in these activities.
Exploit the results of the projects in a way that will maximize their impact on individuals and participating institutions and encourage peer learning with the wider academic community.



For the purposes of visibility:
	Display the Charter and the related Erasmus Policy Statement prominently on the Institution’s website.
Promote consistently activities supported by the Programme, along with their results.
Furthermore each HEI has had to formulate their “Erasmus policy statement” which (as mentioned in the first visibility principle) states their individual overall orientation and aims.



[bookmark: _Toc436230116]1.b)	The priorities: the “Pressure Points”
In theory, each Charter holding institution is obliged to comply with all the principles. In fact, in order to obtain the Charter each HEI had to explain how it applies each principle. 
However, in order to organise a meaningful monitoring process which will become progressively more stringent in the future, the most urgent priorities must be identified, whereas further aspects will be emphasized in the coming years. The current manual therefore addresses the grant agreements of the first Erasmus+ calls being currently implemented. Further editions will be released at a later stage.
As can be seen from the above, many – not all – of the principles regard mobility. Although the ECHE includes other important aspects as well, we consider that the central objective of the ECHE and all related tools is to guarantee, improve and enhance the quality of individual mobility. Therefore, our most urgent efforts should be dedicated to monitoring and improving compliance in key areas which affect the functioning of Erasmus+ mobility. 
In order to do this, we have identified a certain number of "Pressure Points", compliance with which is necessary in order to make individual mobility work. In the interests of the students, we identify the following as the most urgent priorities:
· Course Catalogues
· Recognition
· Information on grading systems and grade transfer (including grade distribution tables)
The three priorities are closely related, in fact connected to one another. Smooth recognition depends on the existence of course catalogues so that the learning agreement tables A and B can be filled out properly before mobility takes place; transcripts of records must be issued promptly and correctly, and must include proper information on credits and grades so that recognition can take place. The ultimate aim is to make mobility smooth and enhance its relevance for the learner. 
These priorities are referred to in several of the Principles:
Course catalogue:
“Publish and regularly update the course catalogue on the website of the institution well in advance of the mobility periods, so as to be transparent to all parties and allow mobile students to make well-informed choices about the courses they will follow.”
This principle objective is to ensure transparency with regard to the offer of learning/teaching opportunities for mobile students. This means ensuring that the HEIs’ offer is presented in a timely manner and includes all the necessary information; in other words that course catalogues should be made and made available according to ECTS rules, as contained in the ECTS Users’ Guide 2015.
Recognition:
“Ensure full recognition for satisfactorily completed activity of study mobility and, where possible, traineeship in terms of credits awarded (ECTS or compatible system).”
“Ensure that student … mobility for education or training purposes is based on a learning agreement for students … validated in advance between the home and host institutions or enterprises and the mobile participants.”
“Accept all activities indicated in the learning agreement as counting towards the degree provided these have been satisfactorily completed by the mobile students.”
“Provide incoming mobile participants and their home institutions with transcripts containing a full, accurate and timely record of their achievements at the end of their mobility period.”
Recognition is a complex process, which can only take place correctly when a number of pre-conditions have been fulfilled. Recognition depends on ensuring that the new learning agreements are being used correctly, starting with the careful elaboration and signing by the three parties of tables A and B, prior to mobility; that transcripts of records including appropriate information on learning outcomes, volume of workload (credits), grades and the information necessary to interpret them are furnished quickly by the host institution, so that recognition can take place, and proof of recognition by the home institution of credits and grades (where appropriate) can be given; there should also be a clear and easy path for students to have recourse in case there are difficulties in recognition.
Information on grade systems and grade transfer (including grade distribution tables):
The use of ECTS grade distribution tables is not foreseen specifically in the Charter principles. However the current ‘State-of-the-art’ in recognition (new ECTS Users Guide 2015 as well as 2009 edition) foresees such tables, or at the very least, full and accurate information on the grading system and grade transfer used, so as to facilitate home institutions in recognising (and registering) the work done abroad in an appropriate way. 
This means that this priority is a consequence of the principle already mentioned above:
“Provide incoming mobile participants and their home institutions with transcripts containing a full, accurate and timely record of their achievements at the end of their mobility period.”
The Inter-institutional Agreement recommends that full information on the grading system and grade transfer is included. Grade distribution tables should be provided with the transcript of records (table C of the learning agreement). Some countries consider their grading system or culture unsuited to the present ECTS grade distribution table system. Nonetheless, we consider this a priority because many HEIs that do use numerical grading systems, and could furnish the tables, do not do so, making it very difficult for their mobility partners to make use of their own grade distribution tables. In other words, this is a real bottle-neck for recognition and needs to be addressed. HEIs, which do not provide grade distribution tables with the transcript of records, should foresee it in the inter-institutional agreements or inform the partner HEI, where information for the grade conversion / transfer can be found on their website / course catalogue. Countries that do not use numerical grades obviously will not provide tables, but they should provide full information about their system so that their partners can go forward. 
[bookmark: _Toc436230117]1.c)	The timeline for the future
The above three "pressure" or "priority points" constitute the first matters to be addressed in ECHE compliance monitoring and enhancement.
The other principles are often easier to address, and do not constitute particular problems for the National Agencies. Some are quite simple, such as the principles of visibility. These have already been checked by most National Agencies, and can easily be checked by everyone. Other principles, although as complex and important as the “pressure points”, will be prioritised in the coming years as follows:
2nd edition:
· Support to students including logistics, linguistic support and counselling as well as correct grant payment procedures
· Traineeship mobility
· Inclusion and equal opportunities in access to mobility
3rd edition:
· Recognition of staff mobility as well as valorisation of staff and students’ experience after mobility
· Participation in cooperation programmes
· Inter-institutional agreements and their management
Many of these priorities are also suitable for objective checks, and the checks can be targeted using such collateral tools as the mobility reports, to which the NAs will have access.
[bookmark: _Toc436230118]Chapter 2 – Tools and Guidelines
Tools and guidelines available during the project life-cycle of KA 1 Mobility with both Programme and Partner countries (KA103 and KA107) 
The NAs have numerous opportunities to measure or to influence compliance with the ECHE in a positive direction. Below we indicate many of these opportunities.
[bookmark: _Toc436230119]1.	Application for ECHE including the Erasmus Policy Statement
The Erasmus Policy Statement (EPS) is the most specific and ‘personalised’ statement of what the HEI promises to do, and what its internationalisation policy within Europe and beyond is. If the organisation has updated the EPS during the Erasmus+ Programme lifecycle, it should have placed the new EPS on its website and should have informed its national agency.
In addition, in the other parts of the application, which are available to the NAs in CircABC[footnoteRef:1], HEIs have had to make explicit how they address compliance with the ECHE principles. HEIs should thereby have taken the annotated ECHE guidelines into consideration.  [1: 	EUROPA > European Commission > CIRCABC > Education and Culture > E+, LLP, YiA National Agencies > Library > Erasmus+ > Contractual and financial management > Erasmus Charter for Higher Education Monitoring] 

[bookmark: _Toc436230120]2.	Comments from the evaluators on the ECHE applications
When each application was evaluated, the experts made decisions on whether to award the Charter conditionally or with the promise and expectation that any small defects will be remedied.
In all cases, the experts’ comments and advice can be a starting point for examining compliance. Each NA can find the comments of the experts for their respective HEIs (if applicable) in CircABC in the same folder as the application forms.
[bookmark: _Toc436230121]3.	All applications for funding under Erasmus+ and inter-institutional agreements for mobility between Programme and Partner Countries
To apply for Erasmus+ actions HEIs must have been awarded the ECHE. The applications may yield indications about how the principles are being applied. In particular, in the case of KA107 mobility, HEIs must answer questions which are relevant to the ECHE implementation and funds are allocated based on that qualitative assessment.
HEIs established in a Partner Country are not eligible to receive an ECHE, but they commit themselves to respecting the same principles and quality requirements when they sign inter-institutional agreements with their peers in Programme Countries. Before the mobility activity can take place, HEIs must sign these inter-institutional agreements.
[bookmark: _Toc436230122]4.	Grant agreements under Erasmus+
When the HEI signs any grant agreement under Erasmus+, it must once again explicitly declare that it will respect the ECHE principles (article I.1.3). Still, it may be that HEIs sign the grant agreement without being fully aware of the significance of the signature. We recommend that the NAs include in the notification letter that signing the Grant Agreement obliges the HEI to follow the ECHE principles.
	Proposed text to be added to the notification letter when sending the grant agreement
May we remind you that when applying for the Erasmus Charter for Higher Education and after having been awarded with your Charter in XXX, you have committed your higher education institution to comply with the principles of the Charter.



[bookmark: _Toc436230123]5.	Interim reports
Since the interim reports on KA103 and KA107 contracts include only quantitative (statistical and financial) data, they may not yield indications about ECHE compliance, although in some cases difficulties may be identified.
[bookmark: _Toc436230124]6.	Monitoring visits
There are several situations in which the National Agency might decide that a monitoring visit is called for or opportune. For example:
· If the HEI requests it
· For newcomers in the actions 
· In parallel with system checks
· For HEIs that didn’t participate in the coordinators’ meeting or other events
When serious concerns have been expressed by Erasmus+ mobility participants
In each of these cases, the visit might also make it possible to see whether the course catalogues are in place, whether the learning agreement is being used properly, and whether the information provided on the local grading system includes grade distribution tables, and in general is sufficient, accurate and in line with the ECTS Users’ Guide 2015. It can also be an occasion for discussing and clarifying what ECHE compliance implies.
For a further discussion of monitoring visits, please see below, Chapter 3, “Suggestions for monitoring visits”.
[bookmark: _Toc436230125]7.	Participants’ report (EU survey) 
In the ‘EU survey’, the NAs will find out whether the mobile students have indicated that they have received academic recognition and whether the information before mobility was appropriate (i.e. an updated course catalogue in an accessible language was available) both at the sending and the receiving institution. In case problems are identified the NA can contact the HEI and ask for explanation. It is important to bear in mind, that when the student writes the initial participant report (EU survey), there may not have been sufficient time for recognition procedures by the home HEI to be finalised. In these cases, students will have the possibility to fill in an additional survey on recognition at a later stage.
[bookmark: _Toc436230126]8.	Final beneficiaries’ reports on KA1 actions
When the aggregate data of the EU survey becomes available in the final beneficiary’s report, it will be evident whether there is significant non-compliance. When the NAs assess the reports they will naturally evaluate compliance with the ECHE priorities. For example in section 5 (implementation of the project) and Section 9 (compliance with the ECHE), special attention should be given to the three ECHE compliance pressure points / priorities discussed in these Guidelines. When there is clear divergence between the answers in the final report on the one hand, and, on the other, the results of the participant reports and the HEI cannot explain the difference in a satisfactory way, the procedure outlined in Chapter 4 should be followed.
[bookmark: _Toc436230127]9.	Desk / financial checks (after the action)
For detailed information on how to select the HEIs to be checked, please consult the NA guide, technical instructions. During desk checks, elements of ECHE compliance should be considered as well. The HEI will by definition have agreed to comply with all of the ECHE principles. In the current phase, emphasis should be on the three priorities indicated in this manual while discrepancies in the other principles can be spotted as well.
[bookmark: _Toc436230128]10.	On-the-spot checks (during / after)
On-the spots are not mandatory, but may be decided during (in the case of KA107) or after both mobility actions. On the spot checks during the implementation of KA107 projects are specially recommended if concerns are raised or if there has been an exchange of information on risk and problem cases between NAs, EACEA, DG EAC and EU Delegations. In that case the checks can be used to verify ECHE compliance.
[bookmark: _Toc436230129]11.	Systems’ checks
Please refer to the NA Guide for the obligations NAs have towards systems’ checks. 
To check ECHE compliance, special attention should be given to the ECHE monitoring priorities: recognition, course catalogue, grade distribution table. 
[bookmark: _Toc436230130]12.	Individual complaints and desk monitoring
The regular contact between NAs and HEIs is called desk monitoring and includes responding to queries by email and phone. In addition, NAs are often reference points for individual complaints, many of which may alert them to problems in ECHE compliance. For example, these might be complaints about misleading or inadequate information in the course catalogue, complaints about recognition including grades. In such cases the NA will follow up the complaint, asking for the viewpoint of the sending and receiving institutions, to verify whether the complaint is justified and give appropriate follow-up. It is recommended to establish a registry of complaints, where NAs can provide the information about the complaint, all the details and actions taken and record the follow-up.
[bookmark: _Toc436230131]13.	Coordinators’ meetings
Some NAs engage in thematic monitoring, and organise meetings with Erasmus+ Coordinators on specific themes. Such meetings provide a good platform for sharing good practices on the chosen ECHE priorities (Transparency (course catalogue), recognition, grade distribution tables). Coordinators who are unaware of what they have promised or uncertain about how to implement the principles can be informed about the use of the European Higher Education Area (EHEA) transparency tools (ECTS Users’ Guide, learning agreements, diploma supplement, grade distribution tables, course catalogue) and understand how their proper use will allow them to comply with the ECHE priorities. 
It is good practice where possible to involve experts in HE modernisation (‘Bologna’ experts if available and HEREs in relevant Partner Countries[footnoteRef:2]) in such meetings. (see an example of a presentation in the reference section). [2: 	HEREs exist in Western Balkans, Neighbouring Countries, Russia and Central Asia (Regions 1,2,3,4 and 7 of the Erasmus+ Programme Guide.] 

For a road map for dealing with problem cases, see below, Chapter 4.
[bookmark: _Toc436230132]

Chapter 3 – Best Practice for site visits
Suggestions for monitoring visits
[bookmark: _Toc436230133]Introduction and objective of the visits
The Agreement between the NA and the European Commission obliges the National Agency to monitor the implementation of the Erasmus+ projects as well as carry out checks (guide for NAs guidelines III.10 – check of grant beneficiaries: technical instructions for NAs).
The purpose of the checks is to ensure that the HEI to be visited, meets the criteria for the Erasmus+ Programme. This includes the compliance with the Erasmus Charter for Higher Education (ECHE); and in the case of mobility between Programme and Partner Countries that the ECHE principles included in the inter‑institutional agreements are respected. In addition, NAs monitor that the programme resources are used accordingly.
In the case of a monitoring visit, the practicalities of implementation of Erasmus+ mobility and the quality of the programme will be discussed as well as the results and impact. The visit also aims to support HEIs in the management of the Erasmus+ Programme by identifying and disseminating good practices and by identifying and resolving potential challenges.
For the HEIs the visit offers the opportunity to provide feedback to the NA on their services and programme management. During the visit, there will be an opportunity to assess jointly the international activities of the institution and to discuss possible development needs. If successful, the visit can be of mutual benefit and visits can help to improve cooperation between the NA and HEIs as well as the administration of the Erasmus+ Programme in general.
General
The NA will naturally require information on the HEI’s international activities within Europe and beyond. 
The NA should inquire as to whether the ECHE self-evaluation (ECHE: make it work for you!) has been carried out and whether the institution wants to share the results. It will also establish the context, through the following:
· Strategy for internationalisation: objectives, priorities, organisation, different forms of international activities
· How this relates to and is specified in the current Erasmus Policy Statement (EPS)
· Share of the Erasmus+ Programme activities with respect to the all international activities of the HEI 
· Other Erasmus+ projects (centralised and decentralised projects)
In line with the focus of this manual, here we concentrate on how such a visit can be useful for monitoring and enhancing ECHE compliance with special reference to the ‘pressure points’
[bookmark: _Toc436230134]1.	Transparency: the course catalogue[footnoteRef:3] [3: 	For HEIs that due to their particular profile do not take part in incoming student mobility for studies but mainly send their students on traineeships, compiling a course catalogue would not be considered a priority nor is subject for monitoring on this pressure point. Nonetheless, it would be advisable to have such a document in order to give information to any possible interested international partner.] 

Before the visit, the NA should check whether:
· The current edition of the course catalogue is easily available on the HEI’s website.
· Previous editions are also available (if possible)
· The contents are compatible with those listed in the 2015 ECTS Users' Guide (see recommended elements on page 55)
· The catalogue is available in the local and a widely spoken language as set out in the 2015 ECTS Users' Guide
· The explanations provided by the HEI in the Erasmus+ beneficiary report under point 2 is satisfactory 
· Complaints have been made about the course catalogue contents and / or availability (e.g. in EU-Survey participants reports)
· If weaknesses or possible areas for improvement are identified they should be addressed during the visit.
Whom to contact: 
The Erasmus+ coordinator or the Erasmus+ office, who will be able to indicate other appropriate people, including those in charge of internationalisation and study programmes.
Incoming students (ask how they have been selected and meet with them without HEI staff present)
Essential references: ECTS Users Guide 2015; ECTS Label holders[footnoteRef:4] [4: 	http://bookshop.europa.eu/en/celebrating-ects-and-diploma-supplement-label-holders-2009-2013-pbNC0514040/ ] 

[bookmark: _Toc436230135]2.	Recognition of study mobility
Before the visit the NA should check:
· How the HEI has explained its recognition procedures in its ECHE application and (if it is a beneficiary of mobility projects between Programme and Partner Countries) how in the application form and / or inter-institutional agreements
· What the indicators in point 1 of the HEI’s beneficiary report are and how they have been explained or justified
· During the visit, evidence in the form of complete learning agreements and certification from the HEI’s academic records, and diploma supplements should be available.
Whom to contact: 
According the HEI’s organisation, the academic and / or administrative staff responsible for recognition at central and / or departmental level
Returned Erasmus+ mobility students (Programme and when possible Partner Countries).
Questions for the staff:
· What are the procedures for preparing, modifying, approving and completing the learning agreement?
· Are the procedures the same for all departments?
· How are mobility HEI partners chosen?
· Are inter-institutional agreements made taking into consideration the compatibility between the study programmes on offer by the HEIs?
· How are the results registered in the academic records system?
· Who is responsible?
· How does the mobility period appear in the diploma supplement?
· Are there any other aspects which you would like to discuss?
· Do you have good practices you would like to share?
Questions for the students:
· (SMS: studies abroad, planning and recognition): Who is responsible for the preparation and approval of the learning agreement? What about possible changes during the exchange? Did you carry out all the activities listed in table A of the learning agreement? Did you have to use tables A2 and B2 for modification?
· Who is responsible for recognition of studies after the exchange? Was the recognition process smooth? Were all the activities listed in table A recognised as appears in table B? 
· Did all the activities carried out count towards your degree? Are they registered in your certificate of studies / diploma supplement?
· Were there difficulties in recognition? Why?
· Did you understand the rules concerning conversion of your grades?
· Did you know how and where to lodge a complaint if you thought you had not been treated fairly?
[bookmark: _Toc436230136]3.	Information on grading systems and grade transfer (including grade distribution tables)
Before the visit the NA should check
· what information is given on the grading system in the course catalogue
· whether there have been complaints regarding the HEI with respect to grade conversion
During the visit:
· Evidence should be presented on how the HEI describes its grading system to its partners. This might be:
· on the website
·  in the inter-institutional agreement
·  in the information provided with the transcript of records.
The NA should verify whether grade distribution tables are provided, or, as appropriate according to national and / or local context, whether the information provided is clear, and as adequate as possible.
Whom to contact:
· According the HEI’s organisation, the academic and / or administrative staff responsible for grade conversion at central and / or departmental level
· Incoming mobility student to verify the clarity of the information provided
· Returned Erasmus+ mobility students (Programme and when possible Partner countries) to verify how grade conversion was carried out
Essential references: 
ECTS Users’ Guide (2015 and 2009 editions – see annexes)
ECTS video on "ECTS grade distribution tables":
http://ec.europa.eu/avservices/video/player.cfm?ref=I101940&sitelang=en&videolang=EN/EN
Presentation of the Dutch NA on ECTS grade distribution tables



[bookmark: _Toc436230137]Chapter 4 – Procedures in case of non-compliance
[bookmark: _Toc436230138]Procedures in case of non-compliance
It is to be expected, and indeed may prove so, that most applications to obtain the ECHE are in part ‘aspirational’: that is, HEIs have promised that they will do things which however sincerely they may hope to do in the future. This is part of the ECHE award mechanism: HEIs should feel the responsibility of what they have declared and promised, and make the changes that are necessary so that they are compliant, whether or not they already were when they applied for the ECHE.
In this context, there are some objective and simple checks which NAs can carry out (i.e. is the ECHE and the Erasmus Policy Statement (EPS) prominently displayed on the HE website?); in other cases it may be more complicated to establish whether or not the HE is compliant.
[bookmark: _Toc436230139]Steps to be taken when non-compliance is identified
Whether for simple matters or for more complex monitoring, the first step will be for the NA to advise the HEI, unofficially, that it has identified a problem, asking the HEI to present its point of view. Ideally, the HEI should either give convincing explanations, or correct the defect identified, and the NA can take note.
Otherwise, the NA should advise the HEI officially that there appears to be a lack of compliance, and invite the HEI formally to present its point of view. 
In subsequent correspondence or contacts a plan for complying should be agreed upon, which lays out deadlines and steps to be taken. NAs should ask the HEI to produce a remedial action plan which should comprise at least 
· concrete measures
· person responsible
· time frame (deadlines)
If the deadlines are not met, the HEI must be warned again. If there is insufficient evidence of ability or desire to comply, the matter must be referred to the European Commission.
The European Commission will investigate the degree of non-compliance and will invite the institution to create a valid action plan for remedying the situation. If this is not implemented, the Charter may be withdrawn. 
The HEI may also be penalised for non-compliance, by reducing the organisational support (OS) if the final report is judged overall unsatisfactory.
With respect to the specific purposes of this Manual, we recommend giving particular weight to the ECHE ‘pressure points”, that is the priorities identified as essential for ensuring the smooth functioning of mobility (course catalogues, recognition and grade distribution tables. 
It is obvious that all parties will prefer not to reach the point of withdrawing the Charter. Nonetheless, for the credibility of the ECHE, it will be necessary to do so wherever severe defects are identified and are not remedied.
[bookmark: _Toc436230140]How to identify cases of non-compliance and what to do next? 
1.	Course catalogue:
Institutions applying for the ECHE make a clear and simple promise with regard to the course catalogue. They guarantee that they will:
“Publish and regularly update the course catalogue on the website of the institution well in advance of the mobility periods, so as to be transparent to all parties and allow mobile students to make well-informed choices about the courses they will follow.”
The NA can easily check whether the course catalogue is on the HEI’s website, and whether it is readily available. They can also easily ascertain whether the catalogue contains the elements required by the ECTS Users’ Guide 2015.
The problematic aspects, for the Institutions themselves, and thus for the NAs, will be whether the catalogue can be considered up-to-date and published ‘well in advance’ of the mobility period. In some systems where little change in the learning / teaching offer takes place from one year to the next, compliance will be easier than in others, where all or many programmes change each year. The NA will have to consider the national context, but also stimulate HEIs to update the catalogues each year as soon as possible and to give clear information to potential students about whether the version on‑line can be considered definitive or not (or to what extent).
2.	Recognition
HEIs applying for the ECHE make important promises with regard to recognition. They guarantee that they will:
“Ensure full recognition for satisfactorily completed activity of study mobility and, where possible, traineeship in terms of credits awarded (ECTS or compatible system).
“Ensure inclusion of satisfactorily completed study and/or traineeship mobility activities in the final record of student achievements (Diploma Supplement or equivalent)
“Accept all activities indicated in the learning agreement as counting towards the degree provided these have been satisfactorily completed by the mobile students.
“Provide incoming mobile participants and their home institutions with transcripts containing a full, accurate and timely record of their achievements at the end of their mobility period.
“Ensure that staff is given recognition for their teaching and training activities undertaken during the mobility period, based on a mobility agreement”.
This seems clear and uncontroversial. Nonetheless, NAs will be faced with a variety of situations which may go from excellent (entirely satisfactory) to very poor. They need an indication of what can be considered acceptable, and what not. The overall intent of monitoring is to improve the practices of recognition in every situation. However if complete and fair recognition is not taking place, students are not being treated fairly and action must be taken.
Goals for recognition
Goals for recognition are different for every country; national context should be taken into account. The goals (percentage) for recognition are available in the NA Work Programme.
In the Final Report assessment, special attention should be paid to the criteria of “recognition of learning outcomes”.
If the results of the EU survey (participant reports) reveal that recognition has been realised only partially or not at all, closer observation is needed. Closer observation will mean inspecting complete learning agreements (including all tables from A to D) and the corresponding student records, to be sure that recognition has actually taken place at the levels and in the ways specified in the ECHE and the ECTS Users’ Guide.
3.	Information on grading systems and grade transfer (including grade distribution tables)
As pointed out in chapter 1, point 1.b, “the use of ECTS grade distribution tables is not foreseen specifically in the Charter principles. However the current ‘State-of-the-art’ in recognition (new ECTS Users Guide) foresees such tables, or at the very least, full and accurate information on the grading system used, so as to facilitate home institutions in recognising (and registering) the work done abroad in an appropriate way.”
The indication of grade distribution tables as a priority is considered a consequence of the principle:
“Provide incoming mobile participants and their home institutions with transcripts containing a full, accurate and timely record of their achievements at the end of their mobility period.”
As mentioned there, some countries consider their grading system or culture unsuited to the present ECTS grade distribution table system. This creates difficulties for their partner countries. 
The NAs in each country must consider the current situation. If numerical grades are given, HEIs in the country must provide the necessary statistical information about grades, according to the ECTS rules and format in order to provide their partners with the specific relevant information needed in order to convert grades and ensure fair recognition. See also egracons for reference (http://egracons.eu/). 
Countries that do not use numerical grades will not provide tables, but they must provide full information about their system so that their partners recognise credits with attached grade fairly.
Proper use of grade distribution tables (or equivalent information in those countries where only pass / fail or qualitative grades are given) should be a priority theme for coordinators’ meetings, to clarify in each country what is expected. After which, NAs should expect full compliance, and flag those situations where either their own HEIs or their HEIs’ partners are not compliant.
[bookmark: _Toc436230141]Chapter 5 – Monitoring ECHE principles in mobility between Programme and Partner Countries 
In KA107 mobility, the beneficiary (which is always the Programme Country HEI) is responsible for reporting on the mobility and recognition. The National Agencies will monitor how KA107 mobility is managed, and whether Programme Country HEIs are able to ensure that ECHE principles are observed, and how. NAs can organise exchanges of good practice on this topic at their coordinators’ meetings.
HEIs located in Partner Countries are not eligible to receive an ECHE. However, in order to take part in Erasmus+ mobility between Programme and Partner Countries, they must sign an Inter-Institutional Agreement with their European partner which integrates ECHE principles. In addition, when applying to take part in Erasmus+, the European applicant also explains how its partners will comply with the ECHE principles. Although monitoring will differ in certain aspects, this Manual can also be used to provide guidance for National Erasmus+ Offices and EU Delegations located in Partner 
In addition to the three "pressure points" identified in previous sections, in KA107 mobility emphasis should be given also for the first ECHE principle:
“Respect in full the principle of non-discrimination set out in the Programme and ensure equal access and opportunities to mobile participants from all backgrounds.”
The “pressure points” in mobility between Programme and Partner Countries are as relevant as in monitoring compliance within Programme Countries. This is because setting up smooth transparent mobility, which benefits students (as well as staff), fully requires even greater attention to ensure transparency, fairness and recognition.
Here, too, course catalogues (or in any case extensive and clear information on HEIs’ offer), recognition (implying the use of the complete learning agreement, including the tables A to D and final proof of inclusion of the mobility in the student’s record), and grade distribution tables or at least clear information about the country’s and the institution’s grading practices, are necessary. Information on specific countries can equally be obtained from the National Erasmus+ Offices (NEOs), HEREs (when relevant[footnoteRef:5]) and  EU Delegations. [5: 	NEOs and HEREs exist in Western Balkans, Neighbouring Countries, Russia and Central Asia (Regions 1,2,3,4 and 7 of the Erasmus+ Programme Guide.] 

In some cases (mobility with Partner Countries belonging to the European Higher Education Area - EHEA) it is possible to use ECTS and ECTS credits. In other cases this tool may not be available. It may be necessary to use the recently created Credit Reference Systems to quantify students’ workload; in other countries new rule-of-thumb measurements must be developed.
[bookmark: _Toc436230142]

Links, references / annexes
Annotated ECHE guidelines


Inter-institutional agreements:
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/inter-institutional-agreement_en  
Learning agreements:
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/learning-agreement_en  
Mobility agreement:
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/mobility-agreement_en  
Erasmus+ student charter:
http://ec.europa.eu/programmes/erasmus-plus/node/74_en 
Guide for NAs 2014


Call 2014 – Technical instructions for the National Agencies on checks of grant beneficiaries under Erasmus+ (GfNA-III-C)


Call 2014 – Assessment criteria for the beneficiary report of KA103 mobility projects for single HEI beneficiaries and mobility consortia


Guide for NAs 2015


Call 2015 – technical instructions for the National Agencies on checks of grant beneficiaries under Erasmus+ (GfNA-III.10)


Call 2015 – mono- and multi-beneficiary grant agreements


[bookmark: _MON_1509543647]
Call 2015 – mono- and multi-beneficiary grant agreement annex III


[bookmark: _MON_1509543763]
Guidelines for National Erasmus+ Offices on Awareness raising and monitoring of Erasmus+ International Credit Mobility projects in Partner Countries


National Erasmus+ Offices:
https://eacea.ec.europa.eu/erasmus-plus/contacts/national-erasmus-plus-offices_en 
Tempus Higher Education Reform Experts (HEREs):
http://eacea.ec.europa.eu/tempus/programme/heres_en.php 
EU Delegations: http://eeas.europa.eu/delegations/index_en.htm 
ECTS Users' Guide 2015


ECTS Users' Guide 2009


ECTS video on "ECTS grade distribution tables":
http://ec.europa.eu/avservices/video/player.cfm?ref=I101940&sitelang=en&videolang=EN/EN 
Online Learning Agreement: www.learning-agreement.eu 
Erasmus Without Papers: www.erasmuswithoutpaper.eu 
European Grade Conversion System: www.egracons.eu 

[bookmark: _Toc436230144]Contact
The EAC Higher Education & OLS Erasmus+ team
[image: ]
European Commission
DG Education and Culture
Unit B.1 – Higher Education
Joseph II, 70
B-1040 – Brussels/Belgium
http://ec.europa.eu/erasmus-plus
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Dutch presentation  on ECTS grade distribution tables


Dutch presentation on ECTS grade distribution tables
The ECTS Grade Distribution Table: simple and student-friendly! 
 







Grading in ECHE

What did the ECHE holder confirm to do?



“The local grading scale should be clearly explained, with a statistical distribution of local grades, to provide transparency and understanding of grading practices at the host institution. Where appropriate, use should be made of the ECTS grading table.”





Grade Distribution Tables represent the statistical distribution of grades:



How many students (%) receive a specific grade

Allows for comparison with the statistical distribution of grades in parallel reference groups

Between different institutions

Between different countries



ECTS Grade Distribution Table





ECTS Grade Distribution Table

Example from the ECTS Users’ Guide:







The Grade Distribution Table works simple:



As both institutions show their grade distribution a comparison can be made

The grades from the host institution are matched the most appropriate to the grades of the own institution



ECTS Grade Distribution Table





Example:



ECTS Grade Distribution Table





What you have to know for a representative reference group?



What kind of grades does the institution give?

How many years / student cohorts do you include in your calculation?

Does the reference group refer to the student cohort of the department, the faculty or the entire institution?

How do you deal with small numbers of students in a study programme?



ECTS Grade Distribution Table





Reference group:



Minimum 1.000 grades are needed for a reference group


Calculations are only based on passing grades



ECTS Grade Distribution Table





What is important to establish a representative reference group?



Do the grades make enough differences between standard and excellent students?

May student repeat exams for passed results (in order to obtain a higher grade?)



ECTS Grade Distribution Table





Example of Wageningen University:



BSc programme: grades from three academic years of all students inscribed in the study programme.



The Grade Distribution Table 2014/2015 is based on the study years 2011/2012, 2012/2013 and 2013/2014.



ECTS Grade Distribution Table





Example of Wageningen University:



MSc programme: Grades of two academic years of all students inscribed in the study programme.

The Grade Distribution Table 2014/2015 is based on the study years 2012/2013 and 2013/2014.

For smaller study programmes the average of the BSc and MSc Grade Distribution Table is taken.



ECTS Grade Distribution Table





Example of Wageningen University:



Average University Grade Distribution Table for exchange students based on one academic year of all inscribed students



The Grade Distribution Table 2014/2015 is based on the study year 2013/2014.

ECTS Grade Distribution Table





Brain teasers:

		Grade		# students in the reference group		% of the grades		Cumulative % of the grades

		10		10		0,2%		0,2%

		9.5		21		0,5%		0,7%

		9.0		171		3,9%		4,6%

		8.5		168		3,9%		8,5%

		8.0		801		18,4%		26,9%

		7.5		575		13.2%		40.1%

		7.0		1234		28,3%		68,4%

		6.5		506		11,6%		80,0%

		6.0		869		20,0%		100,0%

		Total		4355		100%		 



		Grade		# students in the reference group		% of the grades		Cumulative % of the grades

		10		2		0,1%		0,1%

		9.5		14		0,9%		1,0%

		9.0		138		8,6%		9,6%

		8.5		192		11,9%		21,5%

		8.0		475		29,5%		51,0%

		7.5		287		17,8%		68,8%

		7.0		286		17,7%		86,5%

		6.5		109		6,8%		93,3%

		6.0		108		6,7%		100,0%

		Total		1611		100%		 







ECTS Grade Distribution Table
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L.J. van der Hout (LvdH) - 2 studenten zijn ‘even goed’ en halen beide een 27 voor hetzelfde vak in Rome. Ze doen twee verschillende opleidingen op dezelfde instelling, laten we zeggen Biologie en Scheikunde met ieder een eigen grading table. Welk cijfer krijgen deze studenten bij terugkomst? Hetzelfde cijfer want gelijk resultaat in Rome. Of de een 8.0 en de ander een 7.5 conform de beide grading tables? De laatste optie is correct! De cijfercultuur tussen beide opleidingen is verschillend. Dat betekent dat gelijke prestaties verschillend worden beoordeeld en dus dat differentiatie in resultaat terecht is! Je kunt hier ook de link leggen naar het verschil met conversietabellen. Conversietabellen gaan juist op dit vlak de mist in.

Strong point of the Grade Distribution Table:



Easy to implement!

Gives a fair overview of study results.

(Truly) the conversion of grades is possible. Every institution must be in the position to make a grade distribution table …

Grade Distribution Tables do not suffer from grade inflation.



ECTS Grade Distribution Table





Egracons project

“aims at developing a user-friendly web-based tool for grade conversion that will be made available to all European HEIs on a voluntary basis enabling a transparent interpretation of students' accomplishments.”



http://egracons.eu/



ECTS Grade Distribution Table













https://www.youtube.com/watch?v=KnicnQG3-K8



 

ECTS Grade Distribution Table
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ERASMUS CHARTER FOR HIGHER EDUCATION 
2014-2020

		Any Higher Education Institution (HEI)
 wanting to apply and / or participate in the 'Erasmus+': EU programme for education, training, youth and sport 2014-2020 (hereafter: the Programme) needs to have a valid Erasmus Charter for Higher Education. 


The purpose of these guidelines is:


· to provide examples of ways in which the principles of the Erasmus Charter for Higher Education (ECHE) would be satisfactorily implemented.


· to support HEIs in their self-assessment of the implementation of their ECHE.


· to support National Agencies in their monitoring of the ECHE compliance of their HEIs based on the HEIs' Erasmus Policy Statements.  





1.
Fundamental Principles

The Erasmus+ Programme supports the European modernisation and internationalisation agenda in higher education. In signing this Charter, the HEI confirms that its participation in the Erasmus+ Programme is part of its own strategy for modernisation and internationalisation. This strategy acknowledges the key contribution of mobile staff and students, and of participation in European and international cooperation projects, to the quality of its higher education programmes and student experience.


		By signing this Charter, the HEI undertakes to contribute to the European Union's modernisation and internationalisation agenda in higher education, which includes 5 priorities:


1 -
Increasing attainment levels to provide the graduates and researchers Europe needs


2 -
Improving the quality and relevance of higher education


3 -
Strengthening quality through mobility and cross-border cooperation


4 -
Linking higher education, research and business for excellence and regional development


5 -
Improving governance and funding


More information:


http://bookshop.europa.eu/en/supporting-growth-and-jobs-pbNC3111269/ 

By agreeing to the principles of the Charter, the Institution will work towards achieving these objectives by participating in one or several of the following activities:


· Key Action 1 "Learning Mobility for individuals": Student credit mobility and staff mobility (within Programme Countries and / or to / from Partner Countries
); Student degree mobility: Joint Master Degrees (Erasmus Mundus Joint Master Degree courses)

· Key Action 2 "Cooperation for innovation and good practices": Strategic Partnerships, Knowledge Alliances, Capacity Building Partnerships with Partner Countries


· Key Action 3 "Support for policy reform": networks and policy support measures 


Participation in activities under Key Action 1 and Key Action 2 should be underpinned by high quality mobility of staff and students to, and cooperation with, HEIs and other strategic partners such as enterprises, regional authorities, etc.


Therefore, the HEI should make mobility and cooperation the central elements of its institutional policy and, to this end:


· develop cooperation with partners in other EU and / or non-EU countries in the framework of a clear strategy for internationalisation;


· promote and support student and staff mobility, including from under-represented groups, and further develop non-discrimination policies;


· outline a clear policy towards the development of integrated, transnational teaching activities (joint courses / modules / curricula, double / multiple / joint degrees);


· recognise the importance of, and provide visibility to, the results achieved by their staff members engaged in individual mobility or in cooperation projects with strategic partners;


· take into account the results of internal monitoring of European and international mobility and cooperation activities to date, thus further developing its international performance.


The HEI modernisation and internationalisation (EU and non-EU) strategy has to be described in the Erasmus Policy Statement submitted at the application stage. This policy statement (corresponding to the answers of the 3 last questions of the application form) has to be published on the HEI website within one month after the signature of the ECHE awarded by the European Commission.





The Institution undertakes to:


· Respect in full the principles of non-discrimination set out in the Programme and ensure equal access and opportunities to mobile participants from all backgrounds


		The HEI has to organise the selection of mobile staff and students and the award of grants in a fair, transparent, coherent and documented way, in line with the stipulations of its contract with the National Agency.


The HEI should have measures in place to ensure that any individual or group will be treated equally, irrespective of their characteristics. In accordance with Article 21 of the Charter of Fundamental Rights of the European Union, there should be no discrimination "based on sex, race, colour, ethnic or social origin, genetic features, language, religion or belief, political or any other opinion, membership of a national minority, property, birth, disability, age or sexual orientation". For more information, see: http://www.europarl.europa.eu/charter/pdf/text_en.pdf

To ensure fair and equitable opportunities are provided to all potential participants, including those from groups which are usually under-represented in mobility programmes (students or staff with special needs, students from lower socio-economic backgrounds, with family responsibilities or with part-time jobs, etc.), HEIs should provide supplementary support for inbound / outbound mobility participants from these groups by, for example, offering top-up grants according to national / institutional requirements, appointing special counsellors, developing learning / teaching techniques within an environment adapted to students from disadvantaged groups or promoting blended mobility (short-term physical mobility combined with virtual mobility which can be supported through strategic partnerships).


With this in mind, HEIs should devise and publicise a system that actively promotes study and traineeships abroad to students from disadvantaged groups and ensures that their support needs can be met and their privacy respected. HEIs should invite all students applying to the exchange programme to disclose the fact that they belong to a disadvantaged group if they wish, so that appropriate support can be provided at the receiving HEI / enterprise / organisation.


Within the framework of the Erasmus+ Programme, HEIs will be able to further develop and advance their non-discrimination policies, thereby widening access to mobility for under-represented groups, notably through strategic partnerships that promote blended mobility.





· Ensure full recognition for satisfactorily completed activities of study mobility and, where possible, traineeships in terms of credits awarded (ECTS or compatible system). Ensure the inclusion of satisfactorily completed study and / or traineeship mobility activities in the final record of student achievements (Diploma Supplement or equivalent).

		The HEI should apply an academic credit transfer system (ECTS or compatible system) to give transparency to the recognition procedures. When ECTS is used, the principles set out in the ECTS Users' Guide should be respected (a revision of the current 2009 ECTS Users’ Guide will be endorsed at the Bologna Ministerial in Yerevan on 15th May 2015). The HEI should ensure the full implementation of ECTS (or compatible system) as a common tool to guarantee the quality of mobility activities and transparency of recognition procedures, thereby facilitating the transfer of learning experiences between different institutions, greater student mobility and more flexible routes to gaining degrees.


The basic ECTS principle that 60 ECTS credits are attached to the workload of a full-time year of formal learning (academic year), with associated learning outcomes, should be respected. The following items are essential to prepare and record mobility with an ECTS (or compatible system) component:


a)
an annually updated Course Catalogue on the HEI's website (a good practice would be to keep reference to any changes made during the degree course of any registered student;


b)
a Learning Agreement (for studies and traineeships), signed by the sending and receiving HEIs / enterprise / organisation and the student, before the start of mobility;


c)
a Transcript of Records indicating the number of credits earned and grades achieved (for traineeships, the corresponding document is a transcript of work / traineeship certificate).


The local grading scale should be clearly explained, with a statistical distribution of local grades, to provide transparency and understanding of grading practices at the receiving HEI. Where appropriate, use should be made of the ECTS grading table. It is particularly important to use pre-established conversion tables within the framework of integrated double / multiple / joint degree courses. Each HEI should have a recognition framework in place which is explained and published on the website. This should detail the terms, conditions and practices of recognition procedures.


Recognition / transfer procedures should ensure that the student's mobile activities at the partner HEI are recorded in a transparent way (indicating the original course / subject titles at the receiving HEI in the national language and English) and that the credits gained abroad have been recognised as an integral part of the student's degree programmes. All the credits that the student earns during the mobility period and which were originally agreed in the Learning Agreement should be recognised by the sending HEI without the need for the student to take any further courses or exams.


Students should be encouraged by the sending HEI to complete at least 15 ECTS per trimester.


If ECTS is not used by the HEI, a compatible system should be implemented to ensure transparent recognition of study periods abroad. A compatible system is one which relies on credits based on student workload and / or learning outcomes.


ECTS Users' Guide:


http://ec.europa.eu/education/tools/ects_en.htm 

The HEI should issue a Diploma Supplement (or equivalent) to accompany every degree successfully completed by a student, using where applicable the template developed by the European Commission, the Council of Europe and UNESCO. This Supplement should include a record of the period of mobility under the Erasmus+ Programme.


The 48 European countries taking part in the Bologna Process have agreed that each mobile graduate in their respective country should receive the Diploma Supplement (DS) automatically, free of charge and in at least one of the major European languages in addition to the national language. Therefore, each HEI from a signatory country of the Bologna Declaration which applies for the Charter should issue a Diploma Supplement for each of their mobile graduate students under the above-mentioned conditions. The HEI's policy on issuing the Diploma Supplement should be published on its website.


Any mobility activity abroad should be made explicit in the relevant part of the Diploma Supplement: alongside modules / units taken at the sending HEI, the Diploma Supplement should list recognised modules / units / training activities undertaken during the student's mobility period and indicate the location of these mobility activities.


In the case of double / multiple / joint degrees, the Diploma Supplement should indicate the name and status of the partner HEIs awarding the degree and explain the respective language(s) of instruction / examination. In addition, an explanation should be provided about the grading / classification scheme agreed by the double / multiple / joint degree-awarding HEIs.


The template for the Diploma Supplement is available at:  


http://ec.europa.eu/education/tools/diploma-supplement_en.htm 





· Charge no fees, in the case of credit mobility, to incoming mobile students for tuition, registration, examinations or access to laboratory and library facilities.


		The HEI which receives mobile students engaged on credit mobility (i.e. students who are mobile within the framework of a degree course at a different HEI) must not charge any type of fees for the tuition, registration or examination of these students or for their access to laboratory, library and other facilities offered to local students.


In certain cases, however, mobile students may be required to pay small fees such as insurance, student unions, use of miscellaneous material such as photocopies, laboratory products on the same basis as these are charged to local students at the receiving HEI. Details of any such costs should be provided on the receiving HEI's website so that students are aware of them before the start of the mobility.


Fees may only be charged in the case of full degree mobility or in the case of students registered in more than one university in the context of a joint master's degree).





The Institution further undertakes to:


2.
When Participating in Mobility Activities

		Learning mobility helps individuals increase their professional, social and intercultural skills and employability. This is the cornerstone of the internationalisation and modernisation of education and the main tool for the further development of the European Higher Education Area. In order to achieve successful, cost-efficient and sustainable results of a sufficiently high quality, it is necessary to organise clearly defined activities - before, during and after mobility - within the framework of an institutional mobility culture which involves the whole academic community.





2.1
Before Mobility


· Publish and regularly update the course catalogue on the website of the Institution well in advance of the mobility periods, so as to be transparent to all parties and allow mobile students to make well-informed choices about the courses they will follow.

		Each HEI should produce a course catalogue, available on its website, which is updated at least on an annual basis, containing three main parts: information on the HEI, information on programmes (general description and description of individual course units) and general information for students. The check-list for the complete list of items to be referred to in the course catalogue is available in the ECTS Users' Guide:


http://ec.europa.eu/education/tools/docs/ects-guide_en.pdf

The HEI should clearly indicate in which language the course units are taught and specify to what extent they are open to mobile students (indicating any prerequisites when applicable, such as the minimum linguistic level for example). The minimum should be at least to indicate clearly the course units not taught in the host language and those which are not open to mobile students. Any relevant information on programme requirements for traineeships should also be indicated, along with the number of credits allocated.


While all the above information should be included in the Course Catalogue, each HEI can decide on its precise format, taking into account specific technical (IT, editorial, linguistic, etc.) aspects. Whatever the style adopted, the on-line Course Catalogue should be user-friendly. A good practice is to have an archive section containing earlier editions, thus making it easy to track any changes in study programmes / examination regulations.


Ideally, the edition of the Course Catalogue for the upcoming academic year should be available by the early spring of the preceding academic year.





· Carry out mobility only within the framework of prior agreements between institutions. These agreements establish the respective roles and responsibilities of the different parties, as well as their commitment to shared quality criteria in the selection, preparation, reception and integration of mobile participants.

		The basis to be able to start successful Erasmus+ mobility activities (required for student mobility for studies and staff mobility for teaching) is the prior signing of inter-institutional agreements between HEIs which are holders of the Erasmus Charter for Higher Education.


These inter-institutional agreements should be based on a comprehensive understanding of the partner HEI, compatibility of academic profiles (level / standards considered adequate for mobility activities) and a relationship of trust between the HEIs in making academic decisions. Each HEI should decide who is responsible for initiating, signing and implementing these agreements and the list of responsible persons should be available on the website for contact and consultation purposes. Agreements, once signed, should be actively honoured. They should therefore be realistic and signed only after consultations have taken place at relevant levels within the HEIs. It is important:


a)
to avoid signing agreements which are not going to be active;


b)
to ensure a balance is struck between academic interests and other factors influencing institutional decisions (e.g. geographical and subject area balance etc.).


The agreement should identify shared quality requirements specific to the planned exchanges (e.g. mobility numbers per academic year, recommended language skills, information on grading systems, visa, insurance and housing as well as additional requirements if applicable like selection criteria for the nomination of students and staff or measures for preparing, receiving and integrating Erasmus+ participants) as well as basic time-lines (e.g. calendar for the nomination of mobile students by the sending HEI, the acceptance of nominees and the issuing of the Transcript of Records after the study period abroad by the receiving HEI, which normally should not be more than five weeks after the end date of the mobility period).


The quality requirements might be different from one subject area to another; ideally in this case they should be listed within the same inter-institutional agreement covering all the disciplines concerned. Each agreement should indicate the contact details of those responsible for its implementation and in case of a complaint by a participant. The HEI should regularly monitor the number of existing agreements and, according to its needs, take necessary strategic decisions in order to update and optimise its offer of mobility places.


In the case of HEIs located in a Partner Country, they are not required to apply to the Erasmus Charter for Higher Education. However, they must sign an extended inter-institutional agreement with an HEI located in a Programme Country. By signing this agreement, the Partner Country HEIs undertake to respect the principles contained in the Erasmus Charter for Higher Education.


Both inter-institutional templates can be found at:


http://ec.europa.eu/education/opportunities/higher-education/quality-framework_en.htm

While prior inter-institutional agreements are compulsory for exchanges within the Erasmus+ Programme between HEIs (for studying and teaching), they are not a prerequisite for mobilities between HEIs and other stakeholders such as enterprises (including HEIs acting as a receiving organisation for student and staff trainees). In this case all provisions to ensure a mobility of high quality must be settled in the learning agreement for students or mobility programme for staff.





· Ensure that outgoing mobile participants are well prepared for the mobility, including having attained the necessary level of linguistic proficiency.


		Sending HEIs should ensure that their mobile staff and students are given sufficient preparation for their mobility periods. This includes preparation for the differences between sending and receiving HEIs / enterprises and traditions between sending and receiving countries, as well as for cultural and linguistic challenges which will be encountered during mobility. This preparation can take different forms, such as lectures on intercultural communication, meetings / discussion groups with former mobile staff / students, an on-line archive with feedback from former mobility participants, social networking, etc.


Language preparation is a crucial element to ensure success in mobility outcomes (staff / student satisfaction, coping with everyday challenges and pressure during the study / training period and improved exam success rates). Both partner HEIs / organisations should agree on the proficiency level required in the language of instruction or the workplace and (if different) the local language at the start of the mobility (the proficiency level should be defined in the course catalogue and / or inter-institutional agreement, or in the learning agreement in the case of traineeships and in the mobility programme in the case of invited staff from enterprise or staff training at an organisation that is not an HEI).


Staff should have the minimum required proficiency level at the selection stage. Student selection criteria should, however, take into account both the relevant language skills at the selection stage and the capacity of the students to improve their language skills (through on-line tools or any other type of support) to achieve the required minimum level at the start of the mobility abroad (level to be specified and agreed on in the learning agreement). When required, the sending HEI should ensure any necessary pre-departure language instruction.


Ideally, this instruction should be provided in the semester directly before mobility takes place, within the framework of the sending HEI's general foreign language instruction policy. It is the sending HEI's responsibility to ensure that outbound mobile participants have attained the necessary level of proficiency before departure, which should be measurable against the Common European Framework of Reference for Languages
. Where applicable, the sending HEI should organise language courses at different levels and for specific fields of study. In addition, the Erasmus+ Programme provides the Erasmus+ Online Linguistic Support (OLS), so that participants can make the most out of their period abroad: http://ec.europa.eu/programmes/erasmus-plus/tools/online-linguistic-support_en.htm 





· Ensure that student and staff mobility for education or training purposes is based on a learning agreement for students and a mobility agreement for staff validated in advance between the home and host institutions or enterprises and the mobile participants.

		1. Student mobility


A cornerstone for successful student mobility (for studies, traineeships and / or a combination of both) and a smooth and transparent transfer of credits in the future is the Learning Agreement. This must be signed by the three parties involved: the student, the sending HEI and the receiving HEI / enterprise / organisation before the mobility takes place.


a) Student mobility for studies


The sending HEI should appoint a responsible academic staff member who will advise students in choosing modules at the partner HEIs. Ideally, one and the same person should sign the Learning Agreement and, on the students' return, recognise the credits earned during mobility. In any case the HEI should ensure that the person responsible for recognition respects the decision made by the colleague(s) having signed the Learning Agreement. The HEI should also guarantee transparency and reliability of the procedure for mobile students.


Within the framework of the Learning Agreements, all parties should do their utmost in order to minimise changes to the pre-established selection of study choices by the mobile participant at the receiving HEI. To this end, the receiving HEI should provide transparent information on the choices offered and be very clear about the deadlines for registration in the chosen courses (and about any restrictions on place numbers, etc. which might be applicable). Changes in the Course Catalogue of the receiving HEI while students have already started their studies should be avoided as much as possible.


The sending HEI should be well-informed about the requirements at the receiving HEI and should provide sufficient guidance to the students so that they can make choices acceptable to both partner HEIs. In addition, alternative choices should be explored before the start of the mobility period. Students should be informed that they have to respect deadlines and understand that changes to the Learning Agreement are only possible in exceptional cases. A good practice could be to offer to incoming students a 2-week period after regular classes have started at the receiving HEI in order to make the appropriate modifications in their learning agreement. Any such changes would have to be agreed and validated by the three parties.


Learning Agreements are binding for all the parties and require that, on successful completion of the mobility period, the sending HEI recognises credits earned by the student and documents these credits in the student records, so that they can be identified in a transparent way. All the credits towards her / his degree that the student earns during the mobility period and which were originally agreed on in the Learning Agreement (or a revised version to it) should be recognised by the sending HEI without the need for the student to take any further courses or exams.


The contact details of those responsible for signing Learning Agreements should be featured on the website of the HEI.


If necessary, the template may be adapted. It should, however, contain all the elements and, as far as possible, respect the given sequence.


In the case of integrated double / multiple / joint degrees, the issue of a Learning Agreement for mobility within the degree partnership is not a prerequisite, since this mobility follows pre-established and agreed study paths which are a compulsory component of the degree structure.


b) Student mobility for traineeships


Learning Agreements for traineeships abroad follow similar procedures. However, greater care is required in drafting the Learning Agreement for traineeships, as tasks to be performed in a particular workplace should be listed and corresponding learning outcomes, which are relevant to the final degree, should be agreed to. In addition, monitoring of traineeship activities should be ensured and carried out by the sending HEI.

Both types of learning agreements can be found at: http://ec.europa.eu/education/opportunities/higher-education/quality-framework_en.htm 

2. Staff mobility


The compulsory mobility agreement between the sending and receiving HEIs / organisations for the purpose of teaching or receiving training should stipulate the activities to be undertaken by the staff member. This agreement should be reached after discussions between the two HEIs / organisations, taking into account the institutional requirements / strategy, academic rationale, foreseen outcomes and the staff member's competences.





· Provide assistance related to obtaining visas, when required, for incoming and outgoing mobile participants.

		The sending HEI should assist those of their outbound mobile staff / students and the receiving HEI should assist those of their incoming mobile staff / students who need a visa by issuing, in a timely manner, the documentation required by the staff / students (i.e. letters confirming the staff / students' status at the HEI) for the visa application. The website of the receiving HEI should provide mobile participants with information about visa requirements and the time necessary for a visa application. In addition, details should be provided on the website of the contact person (title, function) at the receiving HEI who can assist in solving visa-related issues, with a description of the services offered and the support that can be provided, where possible.


In cases in which it proves difficult to obtain visas (e.g. where diplomatic missions are not located in the countries of residence, in situations where postal applications are not accepted, etc.), HEIs should attempt to provide assistance in contacting diplomatic representations in order to help ease the procedure. It is clear, however, that the application for the visa is the responsibility of the mobile participant her- / himself.





· Provide assistance related to obtaining insurance, when required, for incoming and outgoing mobile participants.

		As a general rule, insurance cover is the responsibility of the mobile participant, although the receiving HEI / enterprise / organisation should inform mobile participants of cases in which insurance cover is not automatically provided. In those cases where specific types of insurance are required within the framework of mobility activities (e.g. medical insurance in those countries not covered by reciprocal national medical insurance agreements, or accident / third party insurance where such insurance is required for the planned mobility activities), the sending and receiving HEIs / enterprises / organisations should provide the necessary assistance in order to be certain that mobile participants have sufficient insurance coverage. The agreed solution should be mentioned in the inter-institutional agreement (student mobility for studies / staff mobility for teaching) or in the learning agreement (student mobility for traineeship) or the mobility agreement for staff on training.





· Provide guidance to incoming mobile participants in finding accommodation.


		The receiving HEI / enterprise / organisation should explain clearly to the mobile participants what accommodation options are open to them at the HEI (or in its vicinity) and what the conditions for renting accommodation are (i.e. costs, registration and accommodation contract details, responsibilities), so as to minimise any problems upon their arrival. This should be done well in advance of the mobility period. Necessary information should be available, where applicable, on the receiving HEI’s website, along with the contact details of the accommodation officer at the HEI.  The local student organisation can also be an important source of information. Where applicable, their contact details should be available on the receiving HEI website.


The sending HEI should also assist the mobile participants in their search for accommodation by, whenever necessary, contacting their counterparts at the receiving HEI / enterprise / organisation or by providing contact details of former mobile participants with experience of finding accommodation at the respective HEI / location.





2.2
During Mobility


· Ensure equal academic treatment and services for home students and staff and incoming mobile participants.

		The receiving HEI should ensure that incoming mobile participants are afforded the same academic treatment (i.e. rights and responsibilities with regard to teaching and tutoring, exams, marking and grading, complaints procedures, etc.) and access to facilities as regular home students. Details of these rights and responsibilities should be publicised on the website in the language of instruction and explained during the mobile students' induction week (which should be organised for all new incoming mobile participants at the beginning of each term / semester / year). In addition, academic and administrative contact persons should be available during the whole of the mobility period to provide any further explanations which might be necessary and to help solve any problems which might arise.





· Integrate incoming mobile participants into the Institution’s everyday life.

		The receiving HEI / enterprise / organisation should make every effort to ensure that all incoming mobile participants are made to feel part of the HEI / enterprise / organisation by integrating them fully into its academic / work and social activities and by avoiding the segregation of these participants in, for example, their accommodation options (i.e. by not putting all mobile students / staff in the same halls of residence). In addition, the receiving HEI should create conditions for mobile students to join social organisations (student associations, sports clubs, music or theatre groups, debating societies, etc.) within the HEI. It should also encourage mobile students to initiate and organise their own social events which would lead to wider interaction with local students. Conditions permitting part-time job positions on campus could also be made available to mobile students.





· Have in place appropriate mentoring and support arrangements for mobile participants.

		a) Student mobility for studies


Mentoring and support arrangements should already be outlined in the Course Catalogue of the receiving HEI, in the section on general information for students, with contact persons / addresses in the respective areas. Information available on the website should also include details regarding the culture and everyday life of the receiving country.


An important aspect of the support arrangements is the welcome / orientation week, which should provide the incoming students with necessary information on practical / administrative arrangements and allow them to meet local and other mobile students. This welcome / orientation week is a vital opportunity to address concerns among the incoming students and to reduce any psychological pressure they might feel during their first contacts at the receiving HEI.


HEIs should make every effort to foster integration of mobile students, for example, by initiating a system, whereby volunteer local students (who have been approved by a designated body) assist the incoming mobile students both before and during the mobility period. Local students could, for example, assist the incoming students by meeting them at the airport, helping them to find accommodation and explaining everyday cultural challenges they might meet in the receiving country. In order to institutionalise this support for mobile students, it is strongly recommended that the receiving HEI establishes a student network, such as an ESN (Erasmus Student Network) section which could run the buddy system and share good practice with other sections around Europe. The services provided within the framework of the buddy system could also be made available, after any necessary adaptation, to mobile staff members.


In addition, the receiving HEI should appoint academic mentors who are responsible for dealing with problems related to the academic issues (course timetables, student attendance, coursework, relationship with academic staff, etc.)


The HEI's website should give details of the whole (academic, administrative, social, etc.) support system which is available to the mobile participants.


b) Student mobility for traineeships


A mentor, different from the supervisor, should be nominated to support the mobile student while in the enterprise / organisation. His / her role is to provide support, encouragement and information to the trainee on the life and experience relative to the enterprise / organisation (culture of the enterprise, informal codes and conducts, etc.). The contact details of both the supervisor and the mentor should be specified in the learning agreement.


c) Both


Mobile participants should be made aware of whom they can contact in case of problems. HEIs / enterprises / organisations should designate staff members to deal with social and psychological questions the mobile students might have, also indicating professional centres dealing with health / psychological issues.





· Provide appropriate linguistic support to incoming mobile participants.


		In cases where the language of instruction is not the language of the receiving country, the receiving HEI should be aware of the needs (and also the time limitations) of the mobile students and, when deemed necessary, provide adequate linguistic support. This support should be tailored to differences in the needs of the mobile participants and could be offered on-line, as intensive courses during the orientation week ("survival" level) or as semester / annual courses (in groups, as individual tuition or as subject-specific courses).


It is considered good practice to allocate credits to these language classes and describe outcomes within the Common European Framework of Reference for Languages. However, this does not negate the sending HEI's responsibility to ensure that their outgoing mobile participants are properly prepared from a linguistic point of view according to the specifications indicated in the inter-institutional agreement. The Erasmus+ Programme provides online and offline linguistic support, including via the Erasmus+ Online Linguistic Support (OLS):


http://ec.europa.eu/programmes/erasmus-plus/tools/online-linguistic-support_en.htm 





2.3
After Mobility


· Accept all activities indicated in the learning agreement as counting towards the degree, provided these have been satisfactorily completed by the mobile students.

		The sending HEI should, upon receipt of the Transcript of Records / Training Certificates:


a)
certify that the mobile student has fulfilled all requirements stipulated in the Learning Agreement;


b)
ensure recognition of the mobility period abroad within the time-scale and according to the conditions stipulated in the institutional recognition framework.


Given the rich diversity of higher education traditions in Europe and the different approaches to recognition practices, HEIs are free to follow the recognition procedures established within their HEIs. However, the sending HEI should ensure that all the credits earned by the mobile student during the mobility period are recognised and counted towards the final degree in such a way that it is apparent in the student's records and documents issued to the student (Diploma Supplement or equivalent). An appeal procedure should be in place and published on the website of the sending HEI. Failure to ensure that the mobile student receives recognition for the study / traineeship period abroad, as stipulated in the Learning Agreement, may result in the withdrawal of the Charter.





· Provide incoming mobile participants and their home institutions with transcripts of records containing a full, accurate and timely record of their achievements at the end of their mobility period.


		a) Student mobility for studies

The receiving HEI should, according to legal requirements, keep records of the mobile participants' academic achievements for a statutory period, providing information whenever requested by the mobile participant or official bodies on her / his behalf.


It is the receiving HEI's obligation to provide the sending HEI with a Transcript of Records within a period stipulated in the inter-institutional agreement (and normally not longer than five weeks after the mobile student’s evaluation has finished at the receiving HEI). Once the sending HEI has received the transcript of records it has the obligation to inform the mobile student of his / her recognition outcomes. The template of the standard form of the Transcript of Records is part of the Learning Agreement form:

http://ec.europa.eu/education/opportunities/higher-education/quality-framework_en.htm 

However, given the diversity of practice in communicating information about higher education in Europe, this document can be adapted according to the requirements of the HEI, while taking care that all items of information to be found in the standard form are contained in any adapted version.


The information contained in the Transcript of Records should ensure a transparent recognition of the study period abroad, providing details of the title of the course unit / module / subject, with the respective course code (referred to in the Course Catalogue), duration of the course unit, local grade and ECTS credits. It is important that a clear explanation be provided of the institutional grading system and grade distribution in the department or study programme. The Transcript of Records must be duly signed, stamped and dated in order for it to be considered a legally valid document. The HEI should decide who should prepare the document, as well as designating a person responsible for signing it. The mobile students should be informed of those responsible and should be able to contact them in case of unforeseen circumstances or delays.


a) Student mobility for traineeships


It should be noted that HEIs have developed different forms / practices for implementing and evaluating traineeships. Therefore, the methodology adopted for evaluation of student achievement during traineeship activities (including time and place of evaluation) should be clearly described in the Learning Agreements and signed by the three parties (student, sending HEI and traineeship provider). In any case, the traineeship provider should always issue a certification attesting to the mobile participant's traineeship activities (duration, traineeship tasks and, wherever possible, competences developed).





· Support the reintegration of mobile participants and give them the opportunity, upon return, to build on their experiences for the benefit of the Institution and their peers.

		The sending HEI should make every effort to ensure that mobile participants are not penalised, either in terms of grading or career progression, for their study / training / teaching period abroad. Instead, their experience should be valued and shared as an inspiration to others, by for example organising meetings / publishing articles where the mobile participants could share their experience and the impact of mobility on their personal / professional development, as well as on the sending HEI.


To this end, the sending HEI should provide administrative and academic counselling to assess the outcomes of the mobility and advice participants on their return how best to use the competences acquired abroad. Furthermore, the sending HEI should assist participants back into their social, educational or professional environments by, for example, providing mentoring and social platforms, by creating group activities and by involving the formerly mobile students in situations which require inter-cultural competences (e.g. within the "buddy system"). Local student organisations could play an important role in this respect.





· Ensure that staffs are given recognition for their teaching and training activities undertaken during the mobility period, based on a mobility agreement.

		The HEI should systematically use the results of staff mobility for structural reform. Therefore, international staff mobility should become an integral part of human resources development schemes. The HEI should actively support staff mobility by establishing a strategy which underpins this activity, identifying the professional development needs of the staff at the HEI and the necessary preparation.


This strategy should include different measures encouraging mobility. For example, staff mobility should be acknowledged as part of the regular workload, staff working schedules should be adapted to meet requirements and, whenever possible, temporary replacements should be found during the mobility period, additional cultural / language preparation should be available to mobile staff and teaching and training mobility activities should be recognised as a component in any evaluation / assessment of the staff.





2.4
When Participating in European and International Cooperation Projects


· Ensure that cooperation leads to sustainable and balanced outcomes for all partners

		When the HEI participates in European and international cooperation projects, it should do so in a pro-active way, establishing from the very beginning the objectives for its participation, the role it intends to play and the results which it expects to achieve. Participation in such projects should be integrated in the HEI's modernisation and internationalisation strategy and should be based on a specific needs analysis.


The foreseen results of any participation in cooperation projects should be sustainable and balanced and should, therefore, lead to future development of the HEI's international involvement. In particular, HEIs should make decisions about the strategic partnerships which they intend to form, by taking into account geographical and subject area priorities and the institutional capacity to participate actively and implement the project outcomes. Therefore, HEIs should make informed decisions before committing themselves to participating in particular projects.





· Provide relevant support to staff and students participating in these activities.


		Once committed to a given project, the HEI undertakes to support fully any student and staff participating in it, both as coordinator and partner. As part of the HEI's modernisation and internationalisation strategy, concrete support measures should be foreseen at both institutional and departmental levels allowing participating staff / students adequate time to carry out their project work, allocating additional resources to support the project, providing administrative back-up (e.g. with financial management, study programme accreditation procedures, etc.) and ensuring space on the website for dissemination and exploitation of project results.


Participation in such international projects should be seen as an important aspect of the professional development of the staff and of the modernisation of the HEI and should, therefore, be considered a key component in staff evaluation.





· Exploit the results of the projects in a way that will maximise their impact on individuals and participating institutions and encourage peer learning with the wider academic community.


		The HEI should implement any outcomes which result from participation in projects either as a long-term strategy or a short-term solution. Once committed to a project, the HEI should ensure that the visibility of project activities and results is a priority in order to exploit and maximise the products in the HEI itself and beyond, particularly through the partnerships with other HEIs and organisations. By making use of the Internet, presentations at meetings, posters, and other dissemination activities, the HEI should raise awareness within the academic community and beyond not only of the project results, but also of the funding possibilities of such activities which could therefore lead to spin-offs and other initiatives.





2.5
For the Purposes of Visibility

· Display this Charter and the related Erasmus Policy Statement prominently on the Institution's website.


		It is a prerequisite that the Charter and the related Erasmus Policy Statement are displayed on the institutional website in a place which is easily accessible from the HEI's main page, thereby demonstrating that the whole HEI is committed to the Charter. The web link is equally fed into the Erasmus+ Dissemination Platform (VALOR): http://ec.europa.eu/programmes/erasmus-plus/projects/ 





· Promote consistently activities supported by the Programme, along with their results.


		The HEI is committed to expressing its support for the Erasmus+ Programme by providing information on activities in all Erasmus+ Programme actions, with the indication of respective contact persons, and using all possible opportunities (mass media, scientific meetings, academic journals, etc.) to inform the wider community of new initiatives, on-going activities and final results





On behalf of the Institution, I recognise that the implementation of the Charter will be monitored and that a violation of any of the above principles and commitments may lead to its withdrawal by the European Commission.


		The compliance of the HEI with this Charter will be monitored by the National Agency through visits, HEI reporting, participant reports encoded in Mobility+, etc. In case non-compliance is identified, an action plan will be agreed between the HEI and the National Agency to solve the problematic issues. If the action plan is not implemented by the HEI within the agreed timeline, this will be reported to the European Commission and may lead to the withdrawal of the ECHE.
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�	A 'higher education institution' as defined in Article 2 of the Erasmus+ legal base (Official Journal of the European Union L°347/50 of 11.12.2013) is:



(a)	any type of higher education institution which, in accordance with national law or practice, offers recognised degrees or other recognised tertiary level qualifications, whatever such establishment may be called;



(b)	any institution which, in accordance with national law or practice, offers vocational education or training at tertiary level;



The National Authorities will designate, among the applicants, the Higher Education Institutions to be considered eligible to participate in learning mobility of individuals and/or cooperation for innovation and good practices under the Erasmus+ Programme, in their respective territories.



�	The Erasmus+ Programme Countries are the 28 Member States of the European Union, as well as those countries having signed an agreement for participation in Erasmus+. All other countries are Erasmus+ Partner Countries. For Programme Countries please consult the list of National Agencies: ec.europa.eu/education/tools/national_agencies_en.htm



�	http://www.coe.int/t/dg4/linguistic/cadre1_en.asp
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1. Introduction


In line with the Regulation establishing the Erasmus+ Programme (Regulation)
 actions are implemented at national level by a network of National Agencies in the framework of indirect management, in accordance with the Financial Regulation (FR) and its Rules of Application (RAP)
. 


The organisation designated as National Agency (NA) by the National Authority of the Programme Country, shall comply with a number of minimum requirements, applicable both to the general structure and functioning of the NA as well as to its management of the Programme
. Compliance with these requirements is compulsory to ensure sound and efficient management of EU funds.


In addition, National Agencies are responsible for the successful implementation of the Programme at national level in terms of quality and impact. As such, NAs have to accomplish a number of tasks that will contribute to realising a high return on investment of the EU funds that they manage and that ensure that the Programme is implemented in full respect of the policy priorities and contribute to high quality results and impact of the Programme.


The present Guide for National Agencies, hereinafter referred to as “Guide for NAs”, sets out the minimum requirements for the internal control standards applicable to NAs and for the management of the project lifecycle. 


As part of the Delegation Agreement signed between the Commission and each NA, the Guide for NAs is contractually binding for NAs. As such, it is the reference framework for the key controls and supervision of the NA that will be undertaken by the Commission and the National Authority, as well as the Independent Audit Body. 


The Commission reserves the right to amend the Guide for NAs as appropriate. As the Guide for NAs constitutes a contractual annex to the Delegation Agreement, the NA shall obtain prior authorisation in writing from the Commission in case it wishes to deviate from any of the obligations set out in the Guide for NAs.  


As a transitional measure, the NA is also responsible for continuing and winding up the management of the Commission-NA agreements under the Lifelong Learning (LLP) and Youth in Action (YiA) Programmes (2007-2013). The NA shall apply the rules for the management of the project lifecycle set out in the present Guide for NAs also to the Programme actions and funds covered by previous Commission-NA Agreements. However, the rules applicable as of 2014 shall not apply retroactively to the management of actions which have already been finalised before the entry into force of the 2014 version of the Guide for NAs.


2. Standards of internal control for NA operations


2.1. Ethical and organisational values 


1. The NA shall take all measures required to guarantee the sound and efficient management of EU funds and to preserve the good reputation of the EU and of the EU Programme they are called to manage at national level. 

2. In support of the above, the NA shall have
 or develop a policy on ethical and organisational values, resulting in clear and formalised rules for NA staff members. These rules shall constitute a code of conduct for NA staff and comprise preventive and corrective measures. 

3. The rules for NA staff shall cover at least the following areas: prevention of conflicts of interest
 including a disclosure obligation; use of official information and public resources; working outside the NA; receiving gifts or benefits; dealing with and reporting on irregularities and fraud; whistle blowing.

4. The rules shall clearly establish the rights and obligations of the NA staff in terms of signalling actual or suspected wrongdoing. It shall set out the formal chain of responsibility and procedures to follow, including in terms of reporting to the Commission. The NA shall systematically inform the Commission of (presumed) cases of irregularity and fraud
 occurring at NA level. 

5. NA staff shall be systematically and formally informed of the applicable rules on ethical and organisational values, which shall be made binding on them. In addition and as appropriate, the NA shall offer guidance and training to its staff to raise their awareness and common understanding of the rules as well as to give them advice on how to apply the rules in practice. 

2.2. NA staff 

2.2.1. General requirements


1. The NA shall have or be able to use sufficient staff in number and qualification to deliver quality work in the following areas:


· Information and promotion, evaluation and impact analysis, as well as dissemination and exploitation of results in all areas of the Erasmus+ Programme;

· Project management in all Programme fields, in particular with regard to the evaluation of grant applications and counselling/monitoring of projects and beneficiaries; 

· Contract and financial management and accounting;

· Control strategy and checks of beneficiaries;

· Human resource management;

· Office and IT management, in particular management of hard and software for regular office purposes and programme management tools;

· Internal control systems and internal audit activities.

2. In order to cooperate and communicate effectively with the Commission and the network of National Agencies in the participating countries, NA staff shall have adequate foreign language skills and be able to operate in the working languages of the Commission.


3. In order to deliver high quality work in the areas related to the management of decentralised actions of the Programme, the NA staff shall have adequate knowledge of the national and European policy context and of international cooperation in the field of education, training and youth.


4. The NA may draw on human resource from transversal services of its hosting organisation or, in so far as there is no delegation of budget implementation tasks involved, from external bodies for certain tasks related to the implementation of the Programme or the management of the NA.


5. The NA may not delegate any task of budget implementation involving public mission discretionary powers such as awarding of grants or public contracts, making budgetary and legal commitments, validating and authorising expenditure, establishing and issuing recovery orders. As a consequence, the tasks for which the NA may draw human resources from external contractors are those for which technical expertise may be needed (such as audit, accounting or IT support and maintenance) or other support tasks (such as archiving). See also section on procurement and sub-contracting. 


2.2.2. Recruitment


1. For the recruitment of staff, the national or statutory regulations of the organisation hosting the NA apply.

2. The recruitment of staff shall be organised in a transparent way (e.g. by specifying selection criteria), ensuring equal opportunities to potential candidates and preventing absence of conflicts of interest. 

2.2.3. Tasks and responsibilities


1. NA staff members shall be adequately informed of their responsibilities and main tasks, as well as of the competences required for the job. They shall be in particular duly informed about the existing rules for delegation and financial responsibility. 

2. NA staff members shall be formally notified of the above elements at recruitment stage and whenever major changes occur that affect them directly.

2.2.4. Training

1. The NA shall ensure that its staff members are competent for the tasks they shall fulfil. To that effect, the NA shall implement an adequate staff training policy.

2. In the case of training provided by the Commission, the targeted NA staff members shall attend.

2.3. Operational structure


2.3.1. Internal organisation


1. The NA shall set up an effective governance process in order to provide strategic orientation to NA management and ensure that objectives are achieved in a qualitative and timely way, risks are managed properly and resources are used in an efficient and effective manner. 

2. The NA operational structure shall support effective decision-making by suitable delegation of powers. Risks associated with sensitive functions, in particular in relation to the management of funds for grant support, shall be managed through mitigating controls by the NA management. 

3. The NA shall formally record the rights and obligations of each NA staff member with regard to decisions and actions that they may take in so far as these decisions and actions may result in legal and/or financial commitments
 for the NA. These rights and obligations shall be clearly assigned and communicated in writing to the persons concerned. 

4. The NA shall pay particular attention to organising the financial circuits in such way as to prevent the possible occurrence of irregularities or fraud. The NA shall define clear roles and responsibilities and implement the four eyes principle with regard to all financial transactions related to the EU funds entrusted to it in the context of the Delegation Agreement. 

2.3.2. Segregation of duties

1. The NA shall respect the principle of segregation of duties for ensuring a high-quality internal control environment. 

2. Overlap between certain functions is incompatible and not authorised. Thus, an individual member of NA staff cannot be entrusted with the following combinations of duties :

· Counselling of individual potential applicants, evaluating their grant applications and taking grant award decisions in the context of one and the same selection round;


· Authorising payments (electronically or on paper) and recording these payments in the NA accounts;


· Monitoring/counselling of individual beneficiaries and on the spot checks after action of the same beneficiaries;


· Checks of final reports or desk checks of individual beneficiaries on the one hand and on the spot checks after action of the same beneficiaries on the other hand; 


· Checks of beneficiaries and authorising payments to the same beneficiaries;


· Internal audit function and any other function in the NA, i.e. staff in charge of internal audit cannot be involved in any other operational activity of the NA that is potentially subject to internal audit. 

2.4. Processes and procedures

2.4.1. Internal NA procedures

1. The NA shall document its main internal processes and procedures. This document shall set out the NA methods of operation and management in conformity with the applicable rules and the principles of sound financial management. It shall specify the role of each player in the various management cycles, on the basis of "who does what, at what moment, on the basis of which document". 


2. The document shall:


· include the main operational, administrative, financial and IT related procedures of the NA;


· cover both the management of the Programme actions as well as the various cycles of NA operations (procurement and purchasing cycle, payment cycle, payroll cycle, etc.);


· be coherent as well as regularly revised and updated in the light of changes that occur, such as organisational changes, regulatory changes, etc.


3. The NA management shall ensure that this document is available to all NA staff. The staff shall be continuously informed of any decisions, changes or updates concerning the internal processes and procedures.

2.4.2. Coordinated Programme management at national level

1. In line with the Erasmus+ Regulation, an appropriate mechanism for the coordinated management of the Programme must be established in countries where more than one NA is designated to implement the Programme at national level.


2. In such case, the NA shall cooperate with the other NA(s) in the country in order to promote a unified, clear and comprehensive image of the Programme and make it easily accessible to all potential target publics of the Programme. In agreement with the other NA(s) in the country, the NA shall ensure a harmonised Programme implementation on the basis of commonly agreed standards and procedures ensuring a coherent, fair and equal treatment of applicants and beneficiaries regardless of the NA concerned.


3. The NA is expected to cooperate with the other NA(s) in the country at least in the following areas: information and promotion activities, selection and grant award, monitoring and checks of beneficiaries, selection of good practices and dissemination activities, preparation of the NA Work Programmes, regular exchange of information and agreement on project management issues, structured cooperation with the National Authority/ies, translations and proofreading of Programme related documents in the national language. Other useful areas of cooperation may be job-shadowing, common NA staff training sessions, joint evaluations, studies, etc. 

2.5. Management supervision

2.5.1. General requirements

1. NA management shall establish appropriate supervision arrangements to ensure that the implementation of NA activities is efficient and effective while complying with the applicable rules set by the Commission and taking into account the applicable rules and specific environment in which the NA is operating. In case of delegation of authority, the NA management remains responsible and delegated entities/persons become accountable.

2. NA management shall set up an organizational structure, internal control system and clear and shared rules for management and control in order to be in a position to have an effective and efficient monitoring and control of the activities performed. Supervision shall ensure that errors and irregularities are prevented, detected and corrected by reviewing regularly that established internal control procedures are implemented consistently and as intended.


3. The supervisory activities shall be organized in such a way as to provide structured information to the NA management on a continuous basis and in view to provide assurance based thereon. The NA management shall be in a position to issue the Yearly Management Declaration (see section 4.7.4 of the Guide for NAs), in which it will express its opinion on the level of assurance that the NA systems and procedures provide, as well as any reservations in relation to shortcomings found, and establish an action plan with remedial and precautionary measures as necessary. 


4. All management supervision activities shall be documented so as to ensure an adequate audit trail.


2.5.2. Planning and risk assessment

1. The NA has to establish a yearly Work Programme translating its long term strategy into operational objectives and activities planned, reflecting the main priorities and tasks fixed by the Delegation Agreement and the available resources (budget and staff). The purpose is to help the NA management to identify their objectives and indicators, set performance targets, identify the main risks, plan and manage activities, monitor progress during the year and provide reliable reporting on achievements in the Yearly Management Declaration. It should also serve as an engagement tool by giving NA staff a reference for understanding the mission and strategic objectives of the NA and, subsequently, their role in contributing to deliver on them.


2. Risk management shall be embedded in the planning and decision making processes of the NA, as well as in its supervisory activities, which shall be sufficiently focused on high-risk areas (complex operations, transactions of high monetary value, lack of experienced or skilled personnel, etc.).


3. Following its risk assessment, the NA management shall establish the necessary control mechanisms and undertake regular checks to prevent the identified risks, irregularities and frauds to occur in any of its activities, including its internal operations (such as recruitment of staff, procurement) as well as the management of the Programme actions entrusted to it. 


2.5.3. Governance

1. The NA shall set up a governance structure that ensures that NA management can rely on relevant and well prepared information to facilitate the decision making process, reliable reporting and indicators to monitor progress and achievement of results.


2. The NA management shall clearly define and document all supervisory activities and relevant information on the basis of which it provides confirmation that:

· the yearly accounts drawn up for the expenditure incurred for entrusted tasks are properly presented, complete and accurate,

· the expenditure was used for its intended purpose, as defined in the Delegation Agreements,

· the control systems put in place give the necessary guarantees concerning the legality and regularity of the underlying transactions.

3. The NA management shall implement an effective monitoring and reporting system to ensure the timely and adequate implementation of recommendations issued to it in relation to weaknesses detected by any internal or external controls. 

2.5.4. Authorisation, recording and correction of exceptions


1. The NA shall ensure that all cases of overriding of controls or deviations from established policies and procedures under exceptional circumstances are documented, justified and approved at the appropriate level before action is taken. 

2. A method of dealing with and recording exceptions to main procedures shall be established, including who may authorise such exceptions. Exceptions shall be recorded in a single central register. This register shall fall under the direct responsibility of the NA management and shall be available to NA staff for consultation. 

3. Similarly, the NA shall have a clearly defined procedure for the systematic registration and correction where possible of cases of overriding of controls or deviations from main procedures that are discovered ex-post.

2.6. Accounting and financial reporting

1. The NA shall have a computerised accounting system and adequate procedures and controls in place to ensure that accounting data and related information used for preparing the organisation's annual accounts and financial reports are accurate, complete and timely as set out in the Delegation Agreement and its annexes. 

2. Each transaction made shall be supported by a sufficient audit trail, regardless of the system in which it is recorded. Supporting documents shall be filed in a consistent and logical fashion (such as chronological numbering, dating, classification by type, etc.) so that their location can be accurately traced on the basis of the computerised accounts. 


2.7. Internal audit 


1. In order to ensure an effective internal control system, the NA shall have in place an independent internal audit function. The internal auditor shall report directly to the NA management and provide it on a regular basis with a detailed appreciation of the general functioning of the NA and of key aspects of its operations, in particular with regard to the management of the decentralised actions of the Programme. 

2. The internal auditor shall establish a multiannual work Programme based on a risk assessment of NA activities and taking into account the results of prior internal and external audits and controls.

3. The internal auditor shall provide independent, objective assurance and consulting services designed to add value and improve the operations of the NA. The internal auditor should help the NA management to accomplish its objectives by bringing a systematic, disciplined approach to evaluate and make recommendations for the improvement of the effectiveness of risk management, control, and governance processes. The internal auditor shall ensure that action is taken by NA management on recommendations resulting from internal audits and check their follow-up. 

4. Depending on its size and needs, the NA or its host organisation may employ a staff member as internal auditor or hire the services of an external expert in order to carry out the internal audit function. 

5. The person who performs internal audit tasks for the NA shall be independent from the audited activities. Any conflict of interest shall be avoided.

6. The internal auditor of the NA shall be different from the Independent Audit Body designated by the National Authority in accordance with the Regulation establishing the Programme. 

2.8. Document management 

1. The NA shall have appropriate processes and procedures in place to ensure that its document management is secure, effective and efficient (in particular as regards retrieving appropriate information) and complies with applicable legislation.

2. The NA shall put in place an adequate registration system for incoming and outgoing mail covering at least all administrative, contractual and financial management documents. The NA system shall enable the efficient monitoring of deadlines and be accessible to all NA staff concerned.


3. The NA shall have an adequate filing system allowing for systematic and secure filing of documents relevant to NA operations and to the management of the project life cycle of decentralised actions by the NA. 


4. All documents related to the Delegation Agreements shall be kept on file for 5 years upon the latest of the following: a) the balance payment by the Commission or the reimbursement thereof to the Commission by the NA in relation to any specific Delegation Agreement, or b) the end of Programme lifetime. 


5. If the nature of an original document related to the Delegation Agreement is digital, the NA may store this document in digital/electronic format if authorized by national law. However, if the nature of the original document is paper-based, the NA shall archive this document in paper format. The NA shall require the same compliance from grant beneficiaries. 


6. The NA shall ensure that all administrative, contractual and financial information in relation to individual activities supported under the decentralised actions of the Programme is archived within a single project file. In case use is made of on-line or other electronic tools for the Programme management, access to the information not available in hard copy shall be organised in such a way as to allow easy access to a single project file, which will be adequately secured against unauthorised access.


2.9. Business continuity


1. The NA management shall ensure that the necessary conditions and measures are in place to be able to ensure that the core activities required for the management of the Programme are maintained and/or resumed as soon as possible in case of a major disruption whatever its nature. This includes IT systems as well as document archives. 


2. Where such conditions/measures do not exist as part of an overall business continuity plan within the NA host organisation, the NA management shall establish them specifically for the purposes of the NA and Programme management.


3. The NA management shall ensure that the conditions and measures in place to ensure business continuity are known to and can be applied by all NA staff concerned. 


4. Business continuity shall be ensured also for cases of normal interruptions (such as departure of staff, long term absences) by implementing appropriate back-up and handover arrangements.

2.10. Infrastructure

1. The volume and quality of the NA premises shall provide for safe and healthy working conditions for NA staff. Sufficient space shall be foreseen for offices, as well as for equipment, filing and meeting facilities. The NA premises shall have easy access to NA staff and visitors, including to persons with disabilities.


2. The NA shall take all measures to prevent unauthorised access to NA systems and files to prevent loss of data and to prevent that doubt would be cast on the accuracy and authenticity of the data.  

3. Project Lifecycle management


3.1. Programme actions


1. The NA is contractually responsible for the management of the project lifecycle of the actions referred to in the legal base of the Programme. 


2. The detailed description of these actions including the type of activity, the target public, the duration, the funding rules (level and type of grant, eligible expenses, maximum rates etc.), and award criteria are set out in the Programme Guide. 


3. The NA shall apply the EU general rules and conditions applicable to the Programme actions it manages in full.


3.2. Call for proposals


1. In order to invite potential applicants for Programme grant support to submit a grant application, the NA shall publicise the related European Call for proposals. Grant applications submitted outside the framework of a Call for proposals cannot be considered for support under the Programme. 


2. Any information published at national level shall comply fully with the guidelines and instructions contained in the Programme Guide and the Guide for NAs. 


3. If the NA organises an additional selection round under a given Call for Proposals, it shall specify:

· the arrangement and final date for the submission of applications


· the planned date by which the applicants are to be informed of the outcome of the evaluation of their application and the indicative date for the signature of grant agreements.

3.3. Communication, information, dissemination and exploitation of results


3.3.1. Common principles


1. A strategic framework for the implementation of the Erasmus+ Programme, covering its full duration (2014-2020), shall be presented by the NA in its Work Programme. The strategic framework will encompass strands on: 


· information and promotion activities;

· dissemination and exploitation of Programme results.


Both strands shall be addressed with clearly defined objectives, target groups, actors, communication and dissemination tools, taking into account national and regional specificities as well as Programme specific requirements.

In the following years and if relevant, the strategic framework can be adapted in the NAs' subsequent annual Work Programmes.


2. The implementation of the strategic framework shall be regularly monitored and the impact of undertaken activities shall be measured on an annual basis.

3. The NA shall also contribute to the overall communication strategy for the Programme, coordinated at EU level, to ensure a coherent Europe-wide visibility and awareness of the aims and the actions of the Programme. 

4. The NA shall set up and keep up-to-date a Programme website providing all necessary information on the opportunities offered by the Programme and the results and impact of projects
. This includes in particular access to the Programme Guide, to the EU Call for proposals, application forms, lists of funded projects, contact points for further information, dissemination guidelines as well as all relevant information and useful links, including to the EU Programme website. The NA shall ensure prominent visibility of the Programme logo on the website. In the case of countries with more than one NA designated for the Programme, the NAs shall cooperate and establish a single Programme website following the same principles.

5. In its communication and dissemination work, the NA shall use multimedia channels that are the best suited for the identified target groups. Social media should be used where possible and appropriate as a timely and effective communication tool.

6. The NA shall establish and develop contacts with the media as well as prepare relevant press friendly material to ensure wide dissemination of information on the possibilities offered by the Programme as well as the results and impact of the projects supported. It shall regularly monitor the media coverage. It will develop and offer guidance to beneficiaries in approaching local media effectively.

7. The NA shall develop and implement a structured framework for contacts with relevant policy makers in the field of education, training and youth to ensure dissemination of the results and impact of the projects supported. When relevant, the NA shall also establish a structured process for submitting the best projects' experiences and results to the policy makers.

8. The NA shall cooperate with the Commission and with the EACEA, where necessary, through involvement in European Union stands at events relevant to the Programme (trade fairs, exhibitions, conferences, compendia, studies, surveys...).

9. The NA shall provide beneficiaries with adequate support in relation to communication work (information and promotion, as well as dissemination and exploitation of results) carried out at the local (project) level.

3.3.2. Information and promotion of the Programme

1. The NA shall provide information on and promote all Programme actions, including those managed at central level. As regards these centralised actions, the NA shall provide general information to the national public and refer those interested for detailed information to the relevant implementing body (Commission or Education, Audiovisual and Culture Executive Agency).   

2. The NA shall ensure that a maximum of potential applicants will be reached in a non-discriminatory way. Specific attention should be given to ensure balanced country wide participation in the Programme including underrepresented regions and target groups.

3. The NA shall develop information and promotion material and organise/participate in diverse activities (e.g. meetings, conferences, tutorial modules) that will be conducive to attracting a sufficient number of interested applicants so as to ensure a genuine competition between good quality applications.

4. For all the events and activities it organises and in all publications and materials it produces, the NA shall comply with the instructions and guidelines relating to the visual identity of the Programme and the logo provided by the Commission. The NA shall take special care to give clear visibility to the Programme in particular when the organisation hosting the NA also administers other schemes or fulfils other functions than the Programme implementation tasks as NA.

5. If the NA wishes to mention in addition to the name of its legal entity also the fields of the Programme for which it has been designated, it shall denote its function as NA as follows in all materials and documents produced by the NA:


· First line: "Erasmus+ National Agency"


· Second line: specify the fields for which the NA has been designated:


· If the NA has been designated for all fields of the Programme: "Education, Training and Youth";


· If the NA has been designated for all fields except youth: "Education and Training";


· If the NA has been designated for another (combination of) field(s), it shall list them using the following terms: "School Education", "Vocational Education and Training", "Higher Education", "Adult Education", "Youth Field".


6. In accordance with the Programme legal basis the NA, as well as public and private bodies benefiting from the Programme, shall use the brand name "Erasmus+" for the purpose of communication and dissemination of the Programme. However, and only in case of events and/or written publications related exclusively to a single field of the Programme, they may use, in addition to the common brand name "Erasmus+",  the following brand names:

· "Erasmus+: Comenius", in relation to the activities of the Programme exclusively related to the field of school education;

· "Erasmus+: Erasmus", in relation to the activities of the Programme exclusively related to the field of higher education and targeting Programme Countries


· "Erasmus+: Erasmus Mundus", in relation to the activities of the Programme exclusively related to the field of higher education between the Programme Countries and Partner Countries;


· "Erasmus+: Leonardo da Vinci", in relation to the activities of the Programme exclusively related to the field of vocational education and training;

· "Erasmus+: Grundtvig", in relation to the activities of the Programme exclusively related to the field of adult learning;


· "Erasmus+: Youth in Action", in relation to the activities of the Programme exclusively related to the field of youth non-formal and informal learning;

· "Erasmus+: Sport", in relation to the activities of the Programme exclusively related to the field of sport.

3.3.3. Dissemination and exploitation of Programme results


1. Each year, the NA shall identify national best practices in accordance with the guidelines provided thereon in Annex III-G. These best practices shall be flagged in EPlusLink and effectively disseminated at national level and through the Dissemination Platform.

2. The NA is required to use the Dissemination Platform in which beneficiaries update their project results themselves. 


3. The NA shall provide support and training to beneficiaries for their participation in the dissemination activities and on the use of the Programme Dissemination Platform.

4. The NA shall be responsible for the quality of the public project summaries uploaded from electronic forms and transferred for publication in the Dissemination Platform as well as of the updates provided directly by beneficiaries in the Platform.

5. The NA shall also attend and/or may organise specific events in order to promote, showcase and debate Programme results. 

6. In light of the specific objective of the Programme to improve the teaching and learning of languages and to promote the Union's broad linguistic diversity, the National Agency is encouraged to implement the European Language Label initiative at national level, either directly or with the support of another national body. In such case, the NA shall follow the guidelines provided for the implementation of the ELL in Annex III-E.

3.3.4. Translations and proofreading


1. The NA shall translate and proofread translations provided by the Commission of any document for the public related to the Programme in their national language. The same requirement applies for IT tools that are made available by the Commission for Programme management (see section 4.5 on IT tools) for which translation is possible.

2. The NA shall collaborate with those NAs sharing the same language to provide in due time a unique version per language of the documents concerned. The Commission may propose one NA to coordinate the translation effort in case several NAs share the same language needs.

3.4. Counselling of potential applicants


1. The NA shall provide advice and assistance to potential applicants throughout the process of project planning. To that effect, the NA shall, in addition to its general information and promotion activities, organise training and support activities that take due account of the specific needs of the different target publics of the Programme.

2. The NA shall assist potential applicants in finding partners and in developing and consolidating transnational partnerships and networks between various players in the Programme, through the organisation of activities such as contact seminars, the use of social media, etc. 

3.5. Reception and registration of grant applications


1. The NA shall register all grant applications submitted to it for the closing date specified in the Call for proposals. Any application sent or handed in after the closing date for a given selection round shall be registered as well, but shall be rejected at the formal eligibility check. 

2. In case an applicant sent the same application more than once, the NA shall consider the last one received before the deadline. If an applicant could not submit his application by the deadline due to technical problems, the NA shall assess whether the reasons for the delay are acceptable and inform the applicant accordingly of alternative submission possibilities (see technical instructions on e-forms).


3. All applicants shall be issued an acknowledgement of receipt mentioning the registration number of their application in the NA’s follow-up system, as well as NA contact details. 

4. The NA shall accept modifications or complements of information with regard to specific grant applications sent spontaneously by applicants until the closing date of the selection round concerned. 

5. Where, due to an obvious clerical error on the part of the applicant, the applicant omits to submit evidence or to make statements, the NA shall ask the applicant to provide the missing information or clarify supporting documents. The NA shall make the request in writing, notifying the final date for submission of missing information. This shall apply to both the formal eligibility check and quality assessment stages. Such information or clarifications shall not substantially change the application or alter the terms of the Call for Proposals. 

6. Modifications or complements of information sent to the NA after the closing date for the selection round concerned and that change the nature of the grant application by providing new essential elements shall be disregarded during the grant award process.

3.6. Grant award procedure


3.6.1. General principles

1. The award of grants shall be organised on the basis of a peer review system - that is with the help of independent experts - in a fully transparent way, guaranteeing impartiality and equal treatment to all applicants. 

The grant award decision shall be based solely on the criteria for exclusion, eligibility, selection and award published in the Programme Guide.

2. All the stages in the grant award process shall be formally documented. To this end the NA shall use the standard checklists and assessment forms provided by the Commission and implemented in the related IT tools. 

3. Each of the actors in the grant award process shall perform their assessment individually and independently. An identified and secured access to the relevant on-line tool for recording the assessment shall be ensured. 

4. In view of an homogenous quality assessment and fair grant award proposal, the NA shall inform all actors involved in the grant award process and in particular external experts duly about the decentralised action concerned and give them adequate training and documentation/written guidelines on the applicable grant award rules.

5. With regard to Strategic Partnerships exclusively between schools, the grant award procedure is adapted in view of the management of the grants based on the split funding model. The specific procedure is set out in Annex III-B of the Guide for NAs.

6. The selection of organisations for an accreditation for HE mobility consortia, VET mobility and the European Voluntary Service follows the same principles as the procedure for grant applications except that it does not result in the award of a grant but of an accreditation certificate.  

3.6.2. Prevention of conflicts of interest


1. Any actor involved in any stage of the grant award process shall sign a formal statement on the prevention of conflicts of interest and the disclosure of information in relation to the given selection round. The declaration shall follow the template provided in Annex II-A to the Guide for NAs.

2. Neither the legal entity representing the NA nor its staff members are eligible for funding under any action of the Programme unless explicitly provided for. Other actors in the grant award process may not receive a grant under the selection round in which they participate.

3. Before being awarded a grant or a contract, structures and networks identified or designated in the Erasmus+ Programme or in any Annual Commission Work programme adopted for the implementation of the Erasmus+ Programme shall be able to demonstrate that they are not in a conflict of interest either because precautionary measures are taken by them or because their internal organisation is such that there is a clear separation of interests.  Furthermore, costs and revenues of each action or activity for which the EU funds are awarded must be identified. The same applies also to legal entities hosting the Erasmus+ NA but dealing with other activities inside or outside the remit of the Erasmus+ Programme, as well as entities affiliated to these legal entities, 


4. External experts assisting the NA in the grant award process shall be chosen on the basis of their professional capacity. For the selection of experts, the NA shall respect the principles of transparency, equal treatment and absence of conflicts of interest.

5. Persons who have a function in the supervision of the NA cannot take part in the grant award process.

6. A person who has participated in the formal eligibility check or quality assessment of a grant application in the selection round concerned shall not have a decision-making role in the evaluation committee, but may be called upon to provide information to the evaluation committee.

7. The person taking the grant award decision may participate as an observer, but shall not have a voting right in the evaluation committee.

3.6.3. Eligibility check

1. The aim of the eligibility check is to check whether all grant applications comply with the exclusion criteria and the eligibility criteria applicable to the selection round concerned as published in the Programme Guide. 

2. The eligibility check shall result in a list of grant applications that will be further subject to a quality assessment and a list of grant applications rejected on formal grounds.

3. In case of doubt with regard to any of the exclusion or eligibility criteria, the NA may request further proof from the applicant (e.g. on date of submission) or from other competent instances (such as chambers of commerce, courts etc.) in respect of applicable privacy protection rules. 

4. In order to prevent double funding, applicants can submit the same application only once. In order to exclude applications not respecting this principle, the NA shall undertake a check of applications that may be the same or very similar based on a number of key control elements as defined by standard queries provided through the management tools
. 

5. The formal eligibility check of any type of grant application may be undertaken by a single NA staff member on the basis of application data available in EPlusLink. However, for some eligibility criteria it may be necessary to check the application more in-depth. In such case the eligibility criteria concerned may be checked during the quality assessment stage. The assessment of the eligibility criteria concerned will in such case be recorded in the Online Expert Evaluation Tool (OEET) (see section 4.5.4).   

3.6.4. Quality assessment 

1. All grant applications that have successfully passed the eligibility check shall undergo a quality assessment on the basis of the selection and award criteria published in the Programme Guide applicable to the selection round concerned. 

2. The outcome of the quality assessment of the grant applications shall be a list of proposals sorted either in order of merit, with a proposed grant amount by grant application. The quality assessment of applications for accreditation shall result in a list of proposals to grant or withhold the accreditation to the organisation(s) concerned. 

3. The required number and mix of internal and external experts for the quality assessments depends on the complexity and risk involved. The NA is advised to involve as much as possible external experts in the assessment to increase the (perceived) objectiveness of the exercise.

4. For the quality assessment of decentralised grant applications, the following minima apply with regard to the type and number of experts:

a. Key action 1 – Learning mobility of learners and staff:

· In case the applicant is an accredited organisation
 or the grant request is up to EUR 60.000 included, the application shall be assessed by minimum 1 expert; no external expert is required;

· In case the applicant is not an accredited organisation and the grant request is higher than EUR 60.000, the application shall be assessed by minimum 2 experts; no external expert is required. 

b. Key action 2 – Strategic Partnerships:

· In case the grant request is up to EUR 60.000 included, the application shall be assessed by minimum 2 experts, one of which shall be external to the NA; 

· In case the grant request is higher than EUR 60.000, the application shall be assessed by minimum 2 experts, both of which shall be external to the NA. 

c. Key action 3 – Youth Structured Dialogue:

· the application shall be assessed by minimum 1 expert; no external expert is required; 

d. Accreditation – HE mobility consortia, organisations/consortia applying for VET mobility and European Voluntary Service:

· Applications shall be assessed by minimum 2 experts; no external expert is required.

5. The operational capacity of applicants shall be evaluated as part of the quality assessment.

6. In view of proposing an adequate grant amount, the quality assessment shall include also a formal assessment of the grant request in relation to the activities proposed. On the basis of this assessment and the grant allocation rules, a grant amount shall be proposed for each grant application that is of sufficient quality to receive a grant. 

3.6.5. Validation of organisations

1. In order to facilitate the application and reporting process of applicants and beneficiaries and to prevent multiple submissions and double funding, all participating organisations have to register in the Unique Registration Facility (URF). 

2. The NA shall validate relevant participating organisations by checking if the data registered in URF corresponds to the organisation's legal data as set out in the supporting documents uploaded in the tool. 

3. The NA shall check if the participating organisation applied the correct Participant Identification Code (PIC) and match any multiple PICs identified (e.g. temporary PICs, duplicate registration). 

4. The NA shall validate:

a. For all grant applications received by the NA: the applicant organisation;

b. For Key Action 1 – Learning mobility of individuals submitted by a single organisation and for Key Action 3 – Youth Structured Dialogue, the applicant organisation once selected for funding shall be validated before issuing the grant agreement. Partner organisations do not have to be validated.

c. For Key Action 1 – mobility projects submitted by national consortia: the applicant organisation and the member organisations of the consortium shall be validated before issuing grant agreements;

d. For Key Action 2 – Strategic Partnerships: the partner organisations that are legally registered and located in the country of the NA shall be validated during the quality assessment stage. The validation status is shared with the NA of the applicant organisation of the Strategic Partnership in EPlusLink;

e. Organisations from Partner Countries participating in Key Action 2 – Strategic Partnerships shall be validated by the NA of the applicant organisation. If a Partner Country organisation participates in different applications submitted in different Programme countries, the NA that validates the organisation first takes the ownership of the validation and shares the validation status with the other NAs in EPlusLink.

5. If the applicant organisation is invalid, the NA shall reject the application. Without prejudice to point 4.b. above, if any of the partner organisations is invalid, the NA may either reject the application as a whole or re-evaluate the application to assess whether the project would be accepted for funding in the absence of the partner organisation concerned. If the grant application could be accepted exceptionally also without the invalid partner organisation, the NA shall exclude the invalid partner organisation by way of a special clause in the grant agreement and reduce the grant to be awarded accordingly. 

6. The accreditation and validation of HE mobility Consortia and organisations and consortia applying for VET mobility or European Voluntary Service shall be undertaken by the NA to which the consortium/organisation has to apply in accordance with the Programme Guide or by the relevant SALTO Resource Centre in case of EVS organisations established in the Partner Countries neighbouring the EU. The accreditation of Higher Education Institutions applying for an Erasmus Charter will be undertaken at central level.

3.6.6. Verification of double funding

1. The NA shall verify the existence of similar or identical applications submitted under a given Call. This applies in particular to Key Action 2 – Strategic Partnerships. 

2. In order to prevent double funding, the NA shall ensure that the list of proposals selected for funding for Key action 2 – Strategic partnerships is cross-checked also across different actions and Call years of the Programme
. 

3. In countries where the Programme is managed by more than one NA, the NA shall cross-check with the other NA(s) the lists of proposals selected for funding for Key Action 1 – Learning mobility of individuals in the fields of education and training shall be carried out before the grant agreement is issued so as to ensure that no proposal for a Programme action is funded twice with EU grants.

3.6.7. Evaluation committee 


1. In view of preparing the grant award decision, the NA shall establish an evaluation committee that will prepare a grant award proposal for each selection round.

2. One or several evaluation committees may be designated for the various decentralised actions managed by the NA. Evaluation committees may be designated for specific selection rounds or for a specific period of time.

3. An evaluation committee shall consist of at least 3 members. The members shall represent at least 2 organisational entities with no hierarchical link between them. The latter condition does not apply if the evaluation committee consists only of NA staff and there are no such distinct organisational entities within the NA.

The evaluation committee shall work in accordance with formal rules of procedure, which shall be decided by the NA and formally communicated to the members of the evaluation committee before it starts working. The rules of procedure shall detail at least the working method of the evaluation committee as well as formal rules for decision taking. 

4. The members of the evaluation committee may be called to meetings or consulted in writing in view of preparing the grant award proposal. 

5. The evaluation committee shall work from the list of grant applications sorted in order of merit as a result of the quality assessment and shall validate the results of the formal eligibility checks. It shall make a proposal for grant applications to be accepted, rejected or put on a reserve list, based on their quality. Any departure from this principle shall be duly justified and documented. To this end, the rules of procedure of the evaluation committee shall provide an objective method for dealing with grant applications of the same quality level (e.g. assessment by a third expert).

6. For each of the grant applications placed on the acceptance and reserve lists – which may only contain grant applications of a sufficient quality to be funded - the proposed grant amount shall be specified. 

7. Upon completion of their work, the members of the evaluation committee shall sign a record listing all the grant applications examined and the proposed grant amounts. This record shall be kept for future reference until 5 years after the closure of the related Delegation Agreement.

8. The opinion of an evaluation committee is also required with regard to applications for an accreditation of HE mobility consortia and organisations/consortia applying for VET mobility and European Voluntary Service. Similarly to the assessment of grant applications, the members of the evaluation committee shall sign a record listing all the applications for accreditation examined.

3.6.8. Grant award decision


1. The grant award decision shall be taken by the person who is legally authorised to sign grant agreements on behalf of the NA.

2. The grant amount awarded shall not exceed the grant requested by the applicant. Nota Bene: in 2014, the NA may exceptionally award a higher grant amount than requested for linguistic support for VET learners and EVS in Key Action 1 as long as the online linguistic support system is not available. In such case the NA shall apply the unit contribution level applicable.  

3. The grant award decision shall be based on the grant award proposal prepared by the evaluation committee and shall specify at least :

· The subject and the overall amount of the decision;


· For approved applications: the name of the beneficiary, the title of the granted activity, the grant amount awarded and the reasons for this choice, in particular where it departs from the opinion of the evaluation committee;


· For applications put on the reserve list: the name of the applicant, the title of the activity applied for, the grant amount to be awarded in case the application could be financed at a later stage, and the reasons for this choice, in particular where it departs from the opinion of the evaluation committee;


· For rejected applications: the name of the applicant, the title of the activity applied for and the reasons for rejection.


4. The grant award decision shall be dated and signed and kept for future reference until 5 years after the closure of the related Delegation Agreement.

5. If the grant award decision departs from the grant award proposal made by the evaluation committee, the document shall provide a clear justification underlying the departing decision.

6. The person taking the grant award decision shall ensure that the necessary checks have been undertaken to guarantee that:

· One and the same activity may result in the award of only one grant to any one beneficiary (cf. section on Verification of double funding);


· A grant may be awarded for an activity which has already begun only where the applicant can demonstrate the need to start the activity before the grant agreement is signed. In such case, expenditure eligible for financing may not have been incurred prior to the date of submission of the grant application;


· No grant is awarded retroactively for activities already completed at the time of submission of the grant application.


7. The same procedure as set out above applies also to the formal decision to be taken with regard to applications for a certificate on the basis of which the beneficiary will be entitled to apply for grant support.

3.6.9. Notification of grant award results to the applicants

1. The NA shall inform all applicants of the outcome of the grant award process and, in the case of successful grant applications, of the grant amount awarded before the start of the activities for which support has been requested. This notification shall be done in writing in hard copy or in electronic format not later than six months after the final date for submission of the grant applications. However, in view of good administration, NA shall comply with the indicative deadlines indicated in the Programme Guide and the selection roadmaps included in the Guide for NAs.

2. The NA may decide to inform applicants whose application is rejected on the basis of the eligibility check before the grant award decision is taken. In that case, due care shall be taken to specify the provisional and non-binding character of the information provided, which will be final only after the grant award decision is taken by the person legally authorised to sign agreements on behalf of the NA.

3.6.10. Ex-post publication of grant award results 

1. Within six months of the end of each selection round and no later than 30 September of the year following the financial year in which the funds were awarded, the NA shall make the grant award results public. This shall be done at least via an easily accessible publication on the NA web site, and may also be done in its newsletter, in the national press etc. 

2. Except for study and training scholarships paid to natural persons, the following information shall be published:

· the name of the beneficiary;

· the address of the beneficiary;

· the amount awarded;

· the nature and purpose of the supported action.

Similarly, beneficiary institutions and organisations awarding grants to mobility participants (natural persons) for learning, training or teaching purposes shall not publish the above information in relation to those participants.

3. As far as personal data referring to natural persons are concerned (e.g. the information related to the data of legal representative or contact person), the information published shall be removed two years after the end of the financial year in which the funds were awarded. The same shall apply to personal data referring to legal persons for whom the official title identifies one or more natural persons. 

3.7. Grant agreements


3.7.1. Forms of grants


1. The Programme Guide sets out the rules for the different forms of grants applicable to the Programme actions. These rules shall apply as such for grants awarded by NAs.

2. In so far as the grant request relates to budget categories for which unit costs apply and the NA decides to award a grant amount lower than the request in the grant application, the NA shall reduce the number of activities applied for. The NA shall reduce the grant amount only at the level of the overall grant request for the project in so far as the applicant applied for a grant amount lower than the one automatically calculated by the eForms based on the unit cost levels applicable.


3. In the case of simplified grants (unit costs, lump sums, flat rate grants), if the supported activity is realised in a satisfactory manner and the outputs are of acceptable quality, the full grant amount is acquired and, in the case of unit costs, the final grant calculation shall be based on the number of units realized. In the case of underperformance, the NA will normally require reimbursement of (part of) the grant awarded on the basis of the criteria specified in the grant agreement templates (see Annex II-B).

4. For all types of grants, beneficiaries shall keep any records, supporting documents and other proofs required in the grant agreement for five years upon the payment of the balance of the grant by the NA or upon reimbursement thereof by the beneficiary. If the grant awarded is lower or equal to EUR 60.000, the record keeping obligation for beneficiaries is three years.

3.7.2. Financial capacity check 


5. For grant amounts exceeding EUR 60.000
 and if the applicant is a private body, the NA shall – before issuing the grant agreement - formally check the financial capacity of the applicant on the basis of the selection criteria
 published in the Programme Guide applicable to the selection round concerned. A model for the assessment of the financial capacity is provided in Annex III-B of the Guide for NA.

6. In case the analysis of the financial capacity of a beneficiary reveals certain weaknesses that result in the risk of EU funds being lost, the NA shall include a special clause in the grant agreement detailing the precautionary measures (e.g. fractioned payments, full payment of the grant upon completion of the action, financial guarantee, etc.). In order to limit the financial risks connected with the payment of pre-financing, the NA may, on the basis of a risk assessment, require the beneficiary to lodge a financial guarantee in advance, for up to the amount of pre-financing. The NA shall, however, not require a financial guarantee in the case of grants lower than or equal to EUR 60.000. 

3.7.3. Issuing of grant agreements 


1. The NA shall use the standard templates for the grant agreements enclosed in Annex II-B of the Guide for NA. In view of transparency, the Commission will publish these templates also on its website.  

2. If the applicant organisation is the sole beneficiary of a grant, the monobeneficiary grant agreement template shall be used. In case of a consortium of beneficiary organisations – whether a national or transnational consortium – the multibeneficiary grant agreement template shall be used.

3. The NA may introduce changes to the grant agreement templates only


· if required by national legislation and provided that 

· these do not conflict with any of the provisions of the standard grant agreement templates and that 

· they do not introduce unnecessary restrictions for grant beneficiaries. 

Where such national adaptations are deemed necessary, the NA shall obtain prior written authorisation from the Commission and provide thereto the necessary documentation on the underlying legal requirements.

4. Grant agreements shall be issued in two copies. They may be sent to beneficiaries in hard copy or in electronic format. If the NA decides to issue the grant agreement in electronic format, it shall protect the electronic documents adequately from potential modification by beneficiaries. 

5. When issuing a grant agreement, the NA shall send an accompanying letter or message stating the final date by which the signed agreement is to be returned to the NA, after which the grant offer is cancelled. 

6. In case the beneficiary wishes to introduce changes to the grant agreement, s/he shall not alter the text of the grant agreement but introduce a separate request thereto to the NA. In case the NA agrees with the proposed changes, it shall issue a modified grant agreement proposal to the beneficiary. If not, the grant agreement offer shall be deemed cancelled unless the beneficiary is still prepared to accept the conditions of the initial grant agreement proposal.

7. The two copies of a grant agreement shall be signed and dated by the beneficiary before being signed and dated by the NA. As last of the signing parties, the NA shall send one copy of the grant agreement signed and dated by both parties to the beneficiary and keep the other copy for the NA. Grant agreements shall be signed by both parties in respect of the calendar for use of funds for grant support (cf. Annex I of the Delegation Agreement) and no later than three months after the grant award notification to successful applicants.

8. Provided that the underlying Delegation Agreement has been signed by the NA and the Commission, the NA shall send successful applicants the grant agreement offer before the start of the activities for which grant support has been requested. 

9. In the case of EU Member States, the NA shall use one of the official EU languages in grant agreements and in written communication with beneficiaries about contractual issues. 

10. In the case of EFTA/EEA countries or acceding or candidate countries, the NA may choose to use one of the official EU languages or the official language of its country for grant agreements and contractual correspondence with beneficiaries. In the event that the language chosen is not one of the official EU languages, the NA shall be in charge of providing translations of good quality at the request of the Commission, the European Court of Auditors, OLAF or any persons mandated by either institution undertaking an evaluation, control or audit on their behalf.

3.7.4. Amendment of grant agreements


1. The beneficiary or the NA may request an amendment of the grant agreement in accordance with the contractual provisions as set out in the standard grant agreement templates (see Annex II-C of the Guide for NA).

2. The beneficiary has to submit any request for an amendment to the grant agreement in writing to the NA. The NA shall examine, in each case, whether or not the amendment request can be accepted and shall inform the beneficiary of its decision in writing. A verbal agreement shall not be binding on the parties.

3. In case of a request for an amendment concerning purely administrative elements of the grant agreement, the modification to the grant agreement may be confirmed by a formal letter signed solely by the NA.  If the amendment request concerns substantive changes of the grant agreement exceeding the provisions of contractual flexibility, a supplementary agreement shall be signed by both parties in the same manner as applicable to the signing of the initial grant agreement (see section 3.7.3 on issuing grant agreements).

4. Any request for amendment submitted by the beneficiary shall be received by the NA in good time, before the change is planned to take effect, and in all events one month before the end of the eligibility period set in the grant agreement, except in cases duly substantiated by the beneficiary and accepted by the NA. To be valid, any amendment to a grant agreement shall be issued by the NA before the end date of the grant agreement concerned.

5. Amendments to grant agreements may not have the purpose or effect to call into question the grant award decision or be contrary to the equal treatment of applicants. Thus, amendments with the purpose of increasing the maximum grant amount or co-financing percentage are authorised only if the NA puts in place a transparent procedure guaranteeing the equal treatment of all applicants/beneficiaries (see section 4.1.4.3 on the (re)distribution of unspent funds). Any such amendments shall always fully respect the conditions and funding arrangements for the action as set in the Programme Guide and be supported by a grant award decision in case the amendment leads to a grant increase not covered by the initial grant award decision.

6. Beneficiaries of higher education mobility grants may submit to the NA a request for additional support for persons with special needs during the contractual period, in accordance with the conditions set out in the grant agreement template. If such additional grant request is accepted, the NA shall take a formal grant award decision; however, preliminary consultation of the Evaluation Committee is not required in such case. The additional grant support shall be made available following a formal amendment to the grant agreement signed by both parties.

3.8. Grant payments


1. The NA shall make payments in Euro. The NA is strongly recommended to require the beneficiary to open a bank account in Euro in order to avoid exchange rate losses on pre-financing payments.

2. EU grants are payable in full to the beneficiaries. The NA shall not make any deductions whatsoever for direct or indirect taxes, fees, social security, contributions or administrative, management or registration charges.

3. The NA shall apply the payment conditions as set out in the grant agreement standard templates provided by the Commission for the different types of decentralised actions (cf. Annex II-C) according to the general risk based model set out hereunder. The NA shall develop a risk assessment procedure based on objective criteria and perform a risk assessment of the projects proposed for funding in order to determine which risk model should be applied for a particular project.

KA1 – Learning Mobility


1. Low risk model:  80/20/0 %


a. First pre-financing of maximum 80% upon signature of grant agreement 

b. Second pre-financing of up to 20% upon assessment of the interim report and provided that at least 70% of the first pre-financing has been used when the interim report is due


c. Balance payment upon final report assessment, which will normally be a recovery of unspent funds or ineligible costs


2. Higher risk model:  80/(0)/20 %


a. First pre-financing of maximum 80% upon signature of grant agreement


b. No further pre-financing upon assessment of the interim report if such report is due

c. Balance payment of up to 20% upon final report assessment (which could also be a recovery of unspent funds or ineligible costs covered from the first pre-financing)

KA2 – Strategic Partnerships and KA3 – Youth decentralised projects


1. Projects of maximum 2 years:  80/(0)/20 %


a. First pre-financing of maximum 80% upon signature of grant agreement


b. No further pre-financing upon assessment of interim report if such report is due

c. Balance payment of up to 20% upon final report assessment (which could also be a recovery of unspent funds or ineligible costs covered from the first pre-financing)


2. Projects of 3 years:  40/40/20 %


a. First pre-financing of maximum 40% upon signature of grant agreement


b. Second pre-financing of up to 40% upon assessment of the second interim report and provided that at least 70% of the first pre-financing has been used when the interim report is due


c. Balance payment of up to 20% upon final report assessment (which could also be a recovery of unspent funds or ineligible costs covered from the pre-financing payments)


The list of the applicable deadlines is available in the Calendar for the Use of Funds for grant support (cf. Annex 1 of the Delegation Agreement). 

4. The NA shall transfer grant payments to beneficiaries within the timeframe set in the grant agreement templates provided in Annex II-B. In so far as the treasury situation of the EU funds on the "NA bank accounts" does not allow for a single first pre-financing payment to beneficiaries, the NA may split the first pre-financing in two instalments and pay the second instalment without requiring an interim report from the beneficiary. 

5. On expiry of the period for payment specified in the grant agreement, the beneficiary is entitled to interest on the late payment as specified in the standard grant agreement templates. By way of exception, when the interest calculated is lower than or equal to EUR 200, it shall be paid only upon demand submitted by the beneficiary within two months of receiving late payment.

3.9. Checks of grant beneficiaries


3.9.1. General principles

1. The NA shall give assurance on reality and eligibility of the activities supported with EU funds as well as on the legality and regularity of the underlying operations. To that effect, the NA shall undertake so-called "primary checks", which have to be embedded in the overall control strategy included in the governance structure of the NA (see section 2.5 of this Guide). The NA shall put in place a robust system of primary checks, which will constitute one of the essential building blocks of its overall assurance system.

2. The primary checks to be undertaken by the NA in relation to Programme beneficiaries consist of the following types:

· Final report check (and interim report check where applicable);


· Desk check of additional supporting material submitted by beneficiaries at final report stage;


· On the spot check during the project implementation of a supported activity;


· On the spot check (audit) undertaken after completion of the project;


· Systems check of recurrent beneficiaries.


3. In countries where more than one NA has been designated for the management of the Programme, the NA shall closely cooperate with the other NA(s) for the organisation of primary checks, in order to ensure the necessary coherence between the different decentralised actions at national level. The NAs shall communicate to each other on a yearly basis their planned on the spot checks as well as the results of the checks undertaken. This will ensure that the same beneficiaries for which during an on the spot check no major errors or weaknesses were detected in a given year, will not be revisited again during the two years following that year and that problem cases are adequately followed up by all NAs concerned.

3.9.2. Selection of sample for checks

1. The types and minimum number of primary checks to be undertaken by the NA are based on a risk analysis performed by the Commission. The risk analysis takes into account identified risks within each decentralised action managed by the NA. The minimum percentages and minimum numbers of beneficiaries/projects funded from the Delegation Agreement concerned to be checked by the NA for each decentralised action are included in Annex III-C of the Guide for NA.

2. For the minimum number and percentage of primary checks, the NA shall select a random sample of the beneficiary population in accordance with the instructions provided in Annex III-C of the Guide for NA. Final reports, and when applicable/requested interim reports, shall, however, be checked for 100% of the grant agreements.

3. As part of its overall assurance system, the NA will be obliged to implement a comprehensive risk management. Where the NA decides in this context that specific checks are needed based on its own risk analysis, these will have to be undertaken in addition to the minimum required checks based on the Commission's overall risk analysis.

4. In case the NA has signed several grant agreements with the same beneficiary for different projects, the NA shall undertake the necessary checks to prevent and detect possible double funding.  

5. In relation to the checks of beneficiaries/projects of decentralised action grants awarded under the predecessor Programmes and the management of which has been transferred to the NA, the required minimum numbers and percentages of primary checks stipulated in the related Commission-NA Agreement remain applicable.

6. In order to get sufficient assurance on reality and eligibility of activities and expenses and on the legality and regularity of underlying transactions, the NA shall undertake a thorough risk analysis and may, depending on its results, decide to increase the number of checks taking into account the risks involved in the national context as well as the results of checks undertaken in the past, thereby respecting the principle of proportionality and cost effectiveness.

7. The NA shall undertake any checks of beneficiaries/projects on the basis of specific problems noted or suspected on top of the prescribed minima selected on a random basis.

8. For each type of check, except for on the spot checks during action, the NA shall calculate the error rate according to the following formulae:


-
For final report checks:


final grant amount reported by the beneficiary but limited to the maximum grant amount set in the grant agreement divided by the final grant amount approved by the NA based on its final report check


-
For desk checks:


final grant amount approved by the NA based on its final report check divided by the final grant amount approved by the NA based on its desk check


-
For on the spot checks after completion of the project:


final grant amount approved by the NA based on its final report check divided by the final grant amount approved by the NA based on its on the spot check after completion of the project


-
In case the NA undertakes a 100 % desk check of the beneficiary population and thus de facto replaces the final report checks by desk checks: the error rate for the final report check is set at 0 % and the error rate for the desk check is calculated as follows:


final grant amount reported by the beneficiary but limited to the maximum grant amount set in the grant agreement divided by the final grant amount approved by the NA based on its desk check


9. For all checks, the NA shall register the results in EPlusLink. With regard to grant agreements funded from the Lifelong Learning and Youth in Action Programmes (2007-2013), the NA shall continue to register the results of checks as in the past in view of their annual reporting to the Commission. 

10. The maximum tolerable error rate
 for primary checks is set at 2% calculated per Delegation Agreement and per Key Action within each field of education, training and youth. The following situations may occur:

· the actual error rate resulting from the checks that the NA shall undertake is higher than the maximum tolerable error rate set by the Commission: the NA shall assess the causes for the high error rate or high error frequency. On the basis of its risk analysis the NA may decide to extend the random sample of checks, add specific targeted checks on top of the minima and/or perform other types of checks to confirm/infirm the systematic nature of the errors. The NA shall take the necessary remedial actions to recover EU funds and, depending on the causes established, implement the necessary precautionary measures that will prevent the problem to re-occur in future
. The NA will have to detail the followed approach and its conclusions in its Yearly Management Declaration.

· the actual error rate is consistently and significantly lower than the maximum tolerable error rate set by the Commission: the NA may request the Commission for a reduction of the minimum percentages and/or number beneficiaries/projects to be checked for the decentralised actions concerned. The Commission will notify the NA formally of its decision.

3.9.3. Formal requirements


1. The grant agreement shall specify the types of checks to which the beneficiary may be subject as a consequence of accepting the grant offer.

2. The NA shall make use of the standard checklists provided by the Commission for all types of checks of decentralised actions that it is required to undertake (cf. Annex III-C of the Guide for NA). In the checklists the NA shall:

· provide evidence of the elements checked;

· describe anomalies found;

· draw a conclusion and proposal for follow-up.

3. Every person involved in the checks of decentralised actions shall sign at least once a year a declaration on the prevention of conflicts of interests and the disclosure of information (cf. model declaration in Annex II-A of the Guide for NAs).

4. Every person involved in the checks shall be given a separate checklist that shall be dated and signed upon completion of the assessment. The NA shall record the results of the checks in EPlusLink.

5. If the NA uses for the registration of primary checks other IT tools in addition to EPlusLink, it shall ensure secure access and safeguarding of data to preserve a full audit trail of the checks performed. In this context and with regard to the previous Programmes, the NA continues to use its own tools.

3.9.4. Assessment of interim reports 


1. In case of grant agreements exceeding the duration of 2 years, an interim report shall be required. The NA shall make use of the standard report forms provided by the Commission. The assessment of interim reports will be registered in the OEET. 

2. In case of grant agreements of less than 2 years, the NA is not required but may request an interim report (e.g. for monitoring purposes or in view of redistribution of unused funds (see section 4.1.4.3))


3. The NA shall record in EPlusLink the date of receipt of the reports from beneficiaries. The NA shall monitor the receipt and treatment of the reports and the respect of time limits set in the grant agreements. It shall send reminders as and when required. 

4. If the interim report represents a payment request from the beneficiary, the NA shall treat it in respect of the payment deadlines set in the grant agreement.

5. If the interim report represents a progress report without request for payment, the NA shall assess it in a reasonable period, but not exceeding 2 calendar months, in order to be able to intervene in a timely manner in case insufficient progress or other major problems are detected.

6. In the case of non-receipt of an interim report due, the NA shall send a formal reminder within 15 calendar days of the deadline. If the interim report is not received within 30 calendar days after this reminder, the NA shall send a notification by registered mail terminating the grant agreement and requesting the reimbursement of the full amount of pre-financing payment(s). 

3.9.5. Assessment of final reports 

1. Any beneficiary of a decentralised action grant shall be required to submit to the NA a final report per grant agreement. The final report will serve to assess the results of the supported action in terms of quality and quantity, to establish the final amount of the EU grant and to issue the final grant payment or recovery order, as well as to administratively close the grant agreement. The NA shall check 100% of final reports for all decentralised actions.

2. The NA shall make use of the standard report forms provided by the Commission. 

3. The NA shall record in EPlusLink the date of receipt of the reports from beneficiaries. The NA shall monitor the receipt and treatment of the reports and the respect of time limits set in the grant agreements. It shall send reminders as and when required. 

4. The report assessment shall consist of the following stages: 

· a check of the formal receivability of the report (e.g. report duly signed and dated by the legal representative of the beneficiary organisation);


· an evaluation of the activity report and the required supporting materials as appropriate relating to the results of the supported activity in terms of their quality and quantity, including a check of the reality and eligibility of the activity, and 


· a check of the financial statement and the required supporting material as appropriate, in view of assessing the reality and eligibility of the expenses reported as well as the legality and regularity of underlying transactions. The specific checks will be adapted to the requirements applicable to the form of the grant. 

5. The same person may undertake the various stages of the final report assessment. If desirable, the NA may call upon external experts for the final report assessment. However, in the case of Strategic Partnerships for which the maximum EU grant exceeds EUR 60.000, the final activity report shall be assessed by at least one expert external to the NA. 

6. Final report assessments shall indicate any amounts considered ineligible and the final amount of EU grant proposed, in respect of the predefined contractual rules. The assessments shall contain a formal conclusion as to the approval or rejection of the report and indicate the necessary follow-up measures if any. 

7. The assessment and approval of the report as well as payment of the balance shall be finalised within 60 calendar days of receipt of the report. This period of 60 calendar days can be suspended if further reporting elements or supporting documents have to be requested from the beneficiary before being able to finalise the assessment of the report and closing the grant agreement.

8. As soon as the assessment is finalised, the NA shall notify the beneficiary in writing of the outcome thereof in terms of approval or rejection of the final report. The closure letter shall state the final amount of the EU grant, the resulting amount of balance payment or recovery as well as the conditions for reimbursement when applicable. The letter shall also specify the means of redress in case the beneficiary disagrees with the conclusions of the NA. The beneficiary shall have 30 calendar days of receipt of the closure letter to submit any queries or complaints to the NA. The NA shall not accept any queries or complaints received after this maximum period of 30 calendar days. The NA shall have 30 calendar days of receipt of the query or complaint to treat it and to revise the final grant amount if applicable and inform the beneficiary accordingly. 

9. In the case of non-receipt of a final report due, the NA shall send a formal reminder within 15 calendar days of the deadline. If the final report is not received within 30 calendar days after this reminder, the NA shall send a notification by registered mail terminating the grant and requesting the reimbursement of the full amount of pre-financing payment(s), in accordance with the provisions set out in the grant agreement. 

3.9.6. Desk checks of supporting material

3.9.6.1 Desk checks at final report stage

1. A desk check is an in-depth check undertaken at final report stage, on the basis of additional supporting documents to be provided by a sample of beneficiaries to prove triggering events for unit cost calculation and for real cost based grant items.


2. At final report stage, the NA shall undertake a desk check of a sample of grant agreements in accordance with the minimum numbers and minimum percentages set per type of decentralised action in Annex III-C of the Guide for NA. 

3. The NA shall select the random sample in accordance with the instructions provided in Annex III-C. Beneficiaries can be notified of their selection for a desk check at the earliest upon receipt of the final report. To the random sample, the NA shall add known or presumed problem cases that require a more detailed check in order to obtain the necessary assurance.

4. The NA shall request originals for all documents requested for the desk checks of supporting materials. Because originals are the property of the beneficiary, the NA can only keep them for the duration of the checks. The NA may stamp the documents as evidence that they have been checked in relation to the grant. Stamping original documents prevents them to be used a second time as underlying documents for grants. The originals have to be returned immediately after the checks have been carried out and the beneficiary has been informed about the outcome of the check. In exceptional circumstances only (i.e. legal reasons preventing the beneficiary to provide originals, or if the beneficiary is legally allowed to have electronic supporting documents), desk checks could be made on the basis of copies. 

5. Upon review of the supporting documents the NA may have to alter the final grant amount and proceed to a recovery. If required, the NA may decide to undertake further desk or on the spot checks (see hereafter) before deciding on the final grant amount and proceeding to the closure of the grant agreement.

3.9.6.2 Desk checks of accredited organisations

1. The NA shall monitor the performance of organisations accredited for participation in the mobility actions of the Programme on a regular basis. For this purpose, the NA shall undertake regular surveys of reports from mobility participants registered in the Mobility Tool and assess them with regard to the organisation's respect of the accreditation requirements.


2. In case an accredited organisation does not appear to respect the accreditation requirements, the NA shall undertake further checks as necessary to establish the situation. Depending on its findings, the NA shall take the necessary measures, such as agreeing an action plan with the organisation, to ensure that the organisation remedies the weaknesses found within an agreed timeline. 

3. In the absence of adequate and timely remedial action by the accredited organisation, the NA may suspend or withdraw the accreditation in accordance with the provisions set in the accreditation certificate. In the case of the Erasmus Charter for Higher Education, the NA should inform the Commission of cases where the remedial actions have failed and the Commission may withdraw the Charter. The NA shall base its decision on the need to protect mobility participants and to provide them with a high quality learning mobility experience.

3.9.7. On the spot checks


1. The NA shall undertake a number of on the spot checks of beneficiaries/projects in accordance with the minimum percentages and minimum numbers set per decentralised action in Annex III-C of the Guide for NA.

2. The NA shall ensure that on the spot checks are undertaken by persons with the necessary competences, in particular as regards the checking of financial and accounting records. External experts may be involved if required or deemed useful, provided that any conflict of interest is duly prevented. For the same reason and to ensure a proper segregation of duties, an on the spot check after receipt of the final report shall be undertaken by another person than the one who assessed the final report or undertook an in-depth desk check of the grant agreement concerned.

3. Different types of on the spot checks exist:

· On the spot check during the project implementation: an on the spot check during the implementation of a supported activity is undertaken before the final report stage. It aims at checking in situ triggering events and quality of intermediate results based on elements that cannot be verified on the basis of supporting documents;

· On the spot check after completion of the project: a financial audit is undertaken after the receipt of the final report to check similar elements as a desk check but complemented by a crosscheck with the beneficiary's accounting system, staff records and other elements that can be verified only in situ;

· Systems check of recurrent beneficiaries: check of the systems and procedures put in place by recurrent beneficiaries implementing mobility projects under Key Action 1, 

4. The purpose of systems’ checks is to rely on the quality of internal control and compliance with the regulatory framework of a recurrent beneficiary. It also gives assurance on the legality and regularity of the most recent final report.

Systems’ checks have to start from the top receivers downwards. Annex III-C specifies the grant level by field for top receivers concerned. NAs are encouraged to continue undertaking systems’ checks also after all top receivers are covered.


5. As regards on-the-spot and systems’ checks, it is not required to check again – with the exception of final report checks - the same beneficiary in the following two years if among the minimum required checks of these beneficiaries no errors or major problems are found
.  

6. The NA may undertake simultaneously:

· An on the spot check during project implementation and a monitoring visit (see section 3.11.5 on monitoring visits); 

· A systems check of a recurrent beneficiary and a monitoring visit; 

· An on the spot check after completion of the project and a systems check of a recurrent beneficiary.

7. On the spot checks shall be carefully prepared and organised. An on the spot check after completion of the project can only be announced to the beneficiary after the actual receipt of the final report by the NA. In case of an on the spot check during project implementation, the check shall be announced with a short notice period before the planned date of the visit. Systems’ checks may be announced to the beneficiary a longer time before the planned visit date.

8. The NA shall announce on the spot checks in a formal way to the beneficiary so as to explain the purpose of the check, agree on practical arrangements, identify the required interlocutors and supporting materials so as to ensure their presence and availability during the on the spot check. In view of preparing the visit, the NA shall send to the beneficiary:

· a list detailing the documents, materials and information to be prepared or made available for inspection;


· a questionnaire that will allow the check to be carried out in an efficient way and may have to be completed by the beneficiary in advance of the visit. 

9. At the end of the on the spot check, oral feedback on the findings shall be given to the beneficiary, who shall be invited to give his/her first comments. Within 30 calendar days after the visit, the NA shall send its draft visit report including findings, recommendations and conclusions to the beneficiary. The beneficiary shall be given 30 calendar days to comment on the draft report in relation to matters of fact or interpretation. 

10. In the case that the balance payment has not yet been made and if the on the spot check – that is organised immediately after the receipt of the final report – reveals no problem in relation to the requested final grant amount, the NA shall transfer the balance payment to the beneficiary as soon as the above draft visit report is ready.

11. When the NA receives feedback from the beneficiary within 30 calendar days, it shall amend the draft report either by accepting the comment and/or factual modifications, or by explaining why it cannot accept the comments or modifications. The beneficiary's comments and the NA reasons for not accepting them may be either integrated in the visit report or annexed to it. 

12. Within 30 calendar days after the reception of the comments from the beneficiary, the NA shall issue the final report and formally communicate it to the beneficiary. The report shall clearly specify:

· any amounts of expense (to be) covered from the EU grant identified as ineligible;


· any amounts due for reimbursement, accompanied by the reimbursement conditions, and 


· any other weaknesses – based on the action specific requirements – requiring a follow-up by the beneficiary, within a concrete timeframe. 


13. In the absence of a reaction from the beneficiary to the draft report within 30 calendar days of dispatch by the NA, the draft report shall be considered final and be formally communicated to the beneficiary as above. 

14. In case an on the spot check after completion of the project is undertaken simultaneously with a monitoring visit (see section 3.11.5 on monitoring visits), a different person shall be in charge of the monitoring visit than the one in charge of the on the spot check. The two different objectives of the visit shall be made clear to the beneficiary from the preparation stage on. The NA shall ensure that the objectives of the on the spot check are fully covered, in line with the technical guidelines and checklist provided by the Commission. In case a single visit report is drafted, the report shall clearly distinguish between the monitoring and the on the spot check aspects of the visit. 

3.10. Recovery of EU funds from beneficiaries


1. Once the NA has calculated and established the amount receivable from a beneficiary – either as the result of a routine final report assessment or following further desk or on the spot checks – the NA shall formally notify the debtor thereof, either within the closure letter or by a separate letter. The NA shall send the notification by registered letter or any other means allowing to checking that and when the notification has been received by the debtor. 

2. The notification letter shall state the amount due for reimbursement and provide the necessary details on the calculation of the final grant amount, as well as the procedure of redress. 

3. If the NA is subject to specific national legislation with regard to the procedure for recoveries from debtors, it shall implement the national legal requirements incumbent on it. In all other cases, the NA shall implement the procedure set out hereafter. 


4. The notification letter shall set out the procedure for redress, providing a maximum period of 30 calendar days of receipt of the notification for appeal against the NA decision. It shall set out the recovery mechanism that will be applied in the case of acceptance of the reimbursement due by the debtor and the due date for reimbursement, which shall be no later than 30 calendar days of receipt of the closure letter by the beneficiary.

5. Within 30 calendar days of receipt of the appeal, the NA shall analyse any additional information received from the debtor and notify the beneficiary of its decision, of the revised final grant amount and the amount due for reimbursement, as well as of the recovery mechanism that will be applied. This period of 30 calendar days can be suspended if further supporting elements have to be requested from the beneficiary. 

6. The maximum period for closing a grant agreement after dispatch of the notification letter by the NA is 6 months. If the beneficiary does not provide the required information and/or supporting documents in case of an appeal within that period, the NA shall request reimbursement for the amount considered ineligible within 15 days without further possibility of appeal by the beneficiary after the expiration of the 6 months period. The maximum period for closing a grant agreement after dispatch of the notification letter may be extended only in view of a reimbursement in instalments by the beneficiary, in which case the period may be maximum 1 year.

7. In the case of countries with more than one NA, the NA shall exchange information on problematic debtors with the other NA(s) in view of a coordinated approach in case the same organisation benefits from Programme grants awarded by different NAs.


8. The NA may choose between different recovery mechanisms as appropriate and depending on the nature of each individual case set out hereafter.

3.10.1. Recovery by offsetting


1. If the NA is managing several grant agreements with the same beneficiary over the same or successive periods, it shall recover funds through offsetting whenever possible. In such case the NA informs the beneficiary that the amount due for reimbursement will be deducted by the NA from a payment underway or from a future payment. The NA may offset recoveries due under the Lifelong Learning and Youth in Action programmes also against payments due to the same beneficiary under the Erasmus+ Programme.

2. The NA is required to keep rigorous accounting records, given that the amount receivable and the payment might correspond to two different decentralised actions and/or two different Delegation Agreements
.

3.10.2. Recovery of small amounts receivable


1. If the amount due is less than or equal to EUR 200 and there is no further grant agreement with the beneficiary at the time this amount is due that would permit the NA to proceed by offsetting, the NA is allowed not to proceed to the establishment of any potentially receivable amount, if the NA did not succeed in recovering the amount following the request for reimbursement in the notification letter and the cost of the procedure to recover the amount due exceeds the amount due (cost-effectiveness principle).

2. The NA shall establish a transparent and fair system ensuring equal treatment for the waiver of recovery orders up to a maximum EUR 200, based on the cost-effectiveness principle. The system shall be documented and authorised at the appropriate level in the NA.   

3.10.3. Direct recovery


1. In its formal notification letter, the NA shall request the execution of the reimbursement within a period of 30 calendar days of the date of receipt of the notification letter. The NA may decide to shorten the notice period for specific and duly justified reasons (e.g. risk of loss of EU funds), and shall then duly record the reasons in the project file. 

2. If the debtor has not reimbursed the sum due within 30 calendar days of the date of receipt of the notification letter, the NA shall send a first reminder letter by registered mail within 15 calendar days of the due date for reimbursement, requesting the immediate repayment of the sum due. The sum due shall bear interest at the rate indicated in the agreement with the beneficiary and the reminder letter. Interest on late payment shall cover the period between the date set for payment, exclusive, and the date when the NA receives full payment of the amount owed, inclusive. This provision shall not apply to recipients of a grant which are public authorities of the Member States of the European Union. Any partial payment shall first be entered against charges and interest on late payment and then against the principal. The NA shall report on late payment interest recovered from debtors in the Yearly NA report. 

3. If the debtor has not reimbursed the sum due within 15 calendar days of the date of receipt of the first reminder letter, the NA shall send a second and last reminder letter by registered mail within 30 calendar days of receipt of the first reminder letter, requesting the immediate repayment of the sum due and explaining that non-compliance with this request within 15 days of receipt of the second reminder letter may result in legal action against the debtor referring to the applicable contractual rules. 

4. If after 15 days of receipt of the second reminder letter the debtor has not reimbursed the sum due and the NA is not in a position to offset the debt against other payments due to the beneficiary, the NA shall notify the Commission thereof in writing within 45 calendar days of receipt of the second reminder letter by the beneficiary. The NA shall:

· Either inform the Commission of the action that the NA is taking to recover the funds, including legal action where appropriate, 

· Or request authorisation from the Commission to waive the recovery provided that the requirements for requests for waiver as set out in Section 4.7.8. are fulfilled.

5. In case the NA does not implement the recovery procedure according to the required stages and deadlines set out in this section of the Guide for NAs and except in duly justified cases formally accepted by the Commission, the Commission shall consider the amount due as ineligible at the stage of the Yearly Management Declaration on the basis of which the Delegation Agreement is to be closed following the Calendar for the use of funds provided in Annex I of the Delegation Agreement..


3.11. Monitoring and support to beneficiaries

3.11.1. Monitoring and support to beneficiaries


1. The NA shall monitor the implementation of granted Programme activities and support beneficiaries in the form of counselling and advice. Thus, the NA shall develop a coherent monitoring strategy providing for a structured approach, adequate methods and tools based on the needs of the various Programme target groups.


2. In countries where more than one NA has been designated for the management of the decentralised actions of the Programme, the NA shall closely cooperate with the other NAs for the organisation of monitoring activities, in order to ensure the necessary coherence at national level.

3.11.2. Desk monitoring

1. The NA shall make the necessary resources available to give advice by phone, e-mail, letter and on-line to beneficiaries seeking help. The contractual documents shall provide the necessary contact details of the desk officers in charge, as well as how and when they may be contacted.

2. Based on individual requests for advice, the NA shall establish and keep up to date lists of frequently asked questions which shall be put on the NA website.

3. The NA is encouraged to use various means and tools, including social media, to provide support to beneficiaries. It shall see to it, however, to duly respect contractual rules on confidentiality and implement the necessary measures for the protection of personal data.

3.11.3. Project management meetings


1. The NA shall organise on a regular basis group meetings for beneficiaries of decentralised actions. Such meetings shall be organised at least once a year for each decentralised action covered by the Delegation Agreement. At such monitoring meetings the NA shall provide advice both with regard to the implementation of the decentralised action as well as to grant management and contractual reporting.

2. In order to maximise the impact of the Programme, beneficiaries’ attention shall be drawn to the need to disseminate and exploit the results of the granted activity effectively including on the use of the Dissemination Platform. Practical advice thereto shall be provided at project management meetings.

3. The NA shall provide the necessary expertise for these project management meetings and involve former beneficiaries to share their experience and best practice with new beneficiaries.

4. In order to limit the cost for beneficiaries of attending meetings with the NA, regional meetings can be envisaged. NAs may themselves organise and attend regional meetings or make use of their network of promoters, local authorities in charge of education, training or youth etc. In such case the NA shall provide regular training to its local and regional contact points, to ensure that correct information is passed on to beneficiaries.

5. Beneficiaries may use part of their EU grant to cover the costs related to attending a project management meeting.

6. In small size countries where group meetings would not be cost-effective, the NA may replace them by one-to-one meetings with individual beneficiaries or other adequate means.

3.11.4. Thematic monitoring meetings


1. In order to strengthen the quality of activities receiving grant support and increase their added value and impact, the NA shall organise thematic monitoring meetings focussing on themes that aim at increasing the quality and impact of the Programme. These meetings shall foster the exchange of experiences between beneficiaries/projects during the lifetime of the supported activities, working in the same field or that are concerned by a common crosscutting theme. 

2. All fields of education, training and youth shall be covered by at least one thematic monitoring meeting per year. Whenever a theme may benefit from the participation of beneficiaries working in different fields, the NA shall encourage cross-sectoral cooperation and exchange. 

3. In order to increase their added value, thematic monitoring activities shall involve as much as possible projects funded under both the decentralised and the centralised actions of the Programme.

4. The thematic area(s) chosen at national level shall be in line with the Programme priorities set at EU level. The NA shall call on the support of experts and stakeholders in the thematic area as necessary in order to increase the added value for the participating beneficiaries.

5. For reasons of cost-effectiveness, the NA may organise combined meetings, covering both thematic monitoring and project management aspects for the same target public. However, in such case, sufficient and explicit provision shall be made for in-depth exchanges in the chosen thematic area, in order to provide meaningful support for an increase of the quality and impact of the projects in that area.

3.11.5. Monitoring visits 

1. The NA may implement a Programme of onsite visits to beneficiaries in view of monitoring the implementation of individual projects. 

2. Monitoring visits shall be used primarily to support and counsel the beneficiary as well as to gather and disseminate good practice examples. They can also contribute to collecting information on qualitative aspects of Programme management and on the effectiveness and impact of the granted project on the beneficiary organisation. Finally, monitoring visits will contribute also to the building of knowledge and expertise of NA staff on the Programme action concerned.

3. No specific criteria apply for the selection of beneficiaries for monitoring visits. However, the NA should consider the principle of cost effectiveness and the results of its risk analysis with regard to the primary checks. 

4. Monitoring visits may be undertaken by NA staff in charge of administering the decentralised action concerned and/or by external experts hired to that effect by the NA. Due measures shall be taken to prevent potential conflicts of interest, in particular as regards the involvement of external experts. 

5. In case a monitoring visit is organised simultaneously with an on the spot check (see section 3.9.7 above), the role of the team members in charge of the on the spot check shall be clearly separated from the activities of the person(s) in charge of the monitoring visit and both shall be adequately explained to the beneficiary. 

6. Monitoring visits require a careful preparation and organisation. They should be organised on the basis of a draft agenda agreed in advance with the beneficiary to ensure that all issues to be discussed can be properly covered. At the end of the visit, a first oral feedback shall be given to the beneficiary institution. 

7. Within one month after the visit, the NA shall communicate the conclusions and any points of advice to the beneficiary in writing. The beneficiary shall be given the opportunity to comment on the draft report in relation to matters of fact or interpretation. 

8. On the basis of the comments received from the beneficiary, the draft report is either amended - if the comments/factual modifications are accepted by the NA - or the beneficiary's response is included in a separate section of the final report. The final report is sent to the beneficiary within two months of the visit. 

9. If important weaknesses are found during the monitoring visit, the final report shall clearly specify the points for improvement with a concrete timeframe for implementation and reporting. In addition, the NA shall ensure appropriate follow-up after the visit, including through additional targeted checks as necessary.


10. NAs shall disseminate good practice examples found during monitoring visits through different channels, e.g. using the NA website, presentations in conferences and seminars etc. The outcomes from the visits can be used to feed into recommendations and guidelines to other beneficiaries to help them improve the quality of activities and outputs, as well as the management of their project.

3.12. Dealing with irregularities and frauds


1. The NA shall take appropriate measures to prevent irregularities and fraud and if necessary bring prosecutions to recover Programme funds lost, wrongly paid and incorrectly used by beneficiaries of an EU grant awarded in the framework of a Delegation Agreement.


2. The notion of irregularity is the following: any infringement of a provision of EU law or any breach of a contractual obligation resulting from an act or omission by an economic operator, which has, or would have, the effect of prejudicing the general budget of the European Communities or allocations managed by them, by an unjustified item of expenditure
.


3. The notion of fraud
 is the following: 


· in respect of expenditure, any intentional act or omission relating to: the use or presentation of false, incorrect or incomplete statements or documents, which has as its effect the misappropriation or wrongful retention of funds from the general budget of the EU or budgets managed by, or on behalf of, the EU; non-disclosure of information in violation of a specific obligation, with the same effect; the misapplication of such funds for purposes other than those for which they were originally granted; 


· in respect of revenue, any intentional act or omission relating to: the use or presentation of false, incorrect or incomplete statements or documents, which has as its effect the illegal diminution of the resources of the general budget of the EU or budgets managed by, or on behalf of, the EU, non-disclosure of information in violation of a specific obligation, with the same effect, misapplication of a legally obtained benefit, with the same effect.


4. In case the NA presumes substantial errors, irregularities or fraud, the NA may suspend the implementation of the grant agreement or payments in order to verify whether presumed cases have actually occurred. If they are not confirmed, implementation shall resume as soon as possible. However, a formal contradictory procedure with the beneficiary concerned is compulsory before suspension of implementation or payments.


5. Where audit or control findings demonstrate systemic or recurrent errors, irregularities or fraud attributable to the beneficiary who has been awarded a number of grants under similar conditions, the NA may extend and apply the findings to all the grants concerned. However, a formal contradictory procedure with the beneficiary before suspension of implementation or payments is compulsory.


6. The NA shall report any case of irregularity or (suspected) fraud in relation to EU funds for decentralised actions under the Delegation Agreement, regardless of whether the act is committed by a Programme beneficiary or by a NA member of staff. 


7. However, where an irregularity (error/negligence) detected by the NA a) is corrected before the final payment is made to the beneficiary, b) does not result in any administrative or judicial penalty, and c) does not cause prejudice to the EU’s financial interests, the NA does not need to report the irregularity to the Commission. In such cases, the National Agency shall keep nevertheless an accurate track in its files of the facts detected and the corrective measures taken.


8. The NA director shall address the initial ad hoc irregularity report to the person having signed the Delegation Agreement on behalf of the Commission, with copy to the contact person indicated in the Agreement. 


9. In addition, the NA shall keep the Commission informed of its monitoring and follow-up of irregularities and fraud on a regular basis as part of its Yearly Management Declaration (see section 4.7.4).


3.13. 
Information on means of redress


1. The NA shall clearly inform all applicants and beneficiaries about their right of redress for each NA decision affecting them adversely (e.g. grant award decisions, final grant amount, suspension of payment, recovery, conclusion of primary check). 


2. The means of redress shall be clearly indicated on the NA website, as well as in direct exchanges with applicants and beneficiaries. The NA shall specify to whom the information request or appeal should be addressed, by which final date and following which formal procedure.


3. For the establishment of the procedures for redress, the NA shall take due account of applicable calendars for the use of funds for grant support as well as the relevant selection roadmaps for the actions concerned.


3.14. Processing of personal data by the NA 


1. Where the Delegation Agreement requires the processing of personal data by the NA, the NA may act only under the supervision of the data controller identified in the Delegation Agreement, in particular with regard to the purpose of the processing, the categories of data which may be processed, the recipients of the data and the means by which the data subject may exercise his or her rights.

2. The access to data that the NA grants to its staff and any external experts involved in the Programme management shall be limited to the extent strictly necessary for the implementation, management and monitoring of the grant agreement or accreditation. 


3. The NA shall adopt appropriate technical and organisational security measures having regard to the risks inherent in the processing and to the nature of the personal data concerned, in order to:


· prevent any unauthorised person from gaining access to computer systems processing personal data, and especially:


· unauthorised reading, copying, alteration or removal of storage media;


· unauthorised data input as well as any unauthorised disclosure, alteration or erasure of stored personal data;


· unauthorised persons from using data-processing systems by means of data transmission facilities;


· ensure that authorised users of a data-processing system can access only the personal data to which their access right refers;


· record which personal data have been communicated, when and to whom;


· ensure that personal data being processed on behalf of third parties can be processed only in the manner prescribed by the Commission;


· ensure that, during communication of personal data and transport of storage media, the data cannot be read, copied or erased without authorisation;


· design its organisational structure in such a way that it meets data protection requirements.


4. In the context of the Programme and its predecessor Programmes, the following categories of individuals are considered as data subject:


· person legally authorised to sign the grant agreement on behalf of the applicant/beneficiary organisation;


· person coordinating the project in the applicant/beneficiary organisation;


· person coordinating the project in each partner organisation, as applicable;


· person participating in activities organised in the context of a funded project.

4. management of the Delegation Agreement

4.1. Use of EU funds

4.1.1. General principles

1. The Delegation Agreement governs the management of:

· the EU financial contribution in support of the Programme management tasks of the National Agency referred to as "Contribution to management costs" 


· the EU funds for grant support to the decentralised actions of the Erasmus+ Programme and to be managed by the NA, referred to as "Funds for grant support"

· the EU financial contributions in support of network functions implemented by the National Agency referred to as "Contribution to networks"


2. Transfer of funds between these three types of EU contributions is not permitted and amendment requests in view of such transfers will not be considered.

3. Transfer of funds between the earmarked amounts for different networks under the Contribution to networks is not permitted and amendment requests requesting such transfers will not be considered. The networks concerned are ECVET, Eurodesk and SALTO Resource Centres.

4.1.2. Erasmus+ Contribution to management costs of the NA

1. As the EU financial contribution in support of the Programme management tasks of the NA ("Contribution to Management Costs") is allocated in the form of a flat rate contribution, the Commission will not check on the individual expenses covered by the grant but on the outputs and performance realised by the NA in relation to the requirements set out in the Specifications for the NA Work Programme and in the present Guide for NAs. 

2. Any interest generated by the Contribution to Management Costs is not due to the Commission.

3. In addition to the EU Contribution to management costs, the NA shall receive the necessary resources from the National Authority to implement the NA Work Programme agreed with the Commission and the National Authority and implement the Programme actions in compliance with the applicable contractual provisions.

4. The NA shall use the Contribution to management costs exclusively in relation to expenses necessary for an effective and efficient management of the Programme and in respect of the principles of sound financial management.

4.1.3. Erasmus+  Contribution to networks 

1. In addition to the Contribution to management costs, the NA is provided with grant support to the network functions delegated to the NA in the framework of the Delegation Agreement.

2. In case the NA is not designated as body responsible for the network function at national level, it shall subcontract the implementation of the related part of the Work Programme to the designated body and transfer the related EU contribution to it.


3. In the case of subcontracting,  the NA shall see to it that the delegated body implements the related Work Programme part satisfactorily and manages the EU support in accordance with the applicable rules. The NA shall report to the Commission on the implementation of the Work Programme and the use of the grant for the network functions as part of its Yearly Management Declaration (see section 4.7.4). 

4.1.4. Erasmus+ Funds for grant support 

4.1.4.1  General principles

1. The Delegation Agreement defines the overall maximum amount of EU funds for grant support to the decentralised Programme actions allocated from the budget year concerned, specifying the allocations per Key Action per field of education, training and youth. Furthermore, in Key action 1 for the field of higher education, a distinction is made  between the funds to be used for mobility activities between Programme Countries on the one hand (Heading 1 funds from the EU budget) and mobility from/to Partner Countries (Heading 4 funds of the EU budget). 

2. The NA shall respect the Calendar for the use of EU funds for grant support to decentralised Programme actions annexed to the Delegation Agreement. Special attention shall be paid to the requirements regarding the use of interest earned on EU pre-financing, which the NA shall use to award additional grants.

3. The NA shall not transfer EU funds for decentralised actions between successive Delegation Agreements. Funds remaining unused after the final dates for commitment and signature of grant agreements set out in Annex I of the Delegation Agreement will be recovered by the Commission following analysis of the related NA reports and closure of the Delegation Agreement concerned.

4. In the case of countries with more than one NA, any transfer of funds for grant support between NAs may take place only by way of an amendment to the Delegation Agreements of the NAs concerned. Direct transfers of funds between NAs are not authorised in any case.


4.1.4.2 Flexibility and transfers 

1. The NA shall respect the ceilings for transfers between Key Actions within a given field of education, training or youth, as well as between fields of education and training as specified in the Delegation Agreement. 

2. The NA cannot transfer funds between the earmarked amounts drawing on Heading 1 and Heading 4 of the EU budget respectively. Furthermore, no flexibility is allowed for transfers between the amounts from Heading 4 allocated to different macro-regions of the world. The same watertight division of the budget shall be respected by the Programme beneficiaries receiving funds for grant support from Heading 4.

3. The NA cannot transfer funds between the fields of education and training on the one hand and the field of youth on the other hand. Transfers are allowed between the fields of education and training within the limits specified in the Delegation Agreement.


4. [placeholder for Windows – youth actions]

5. In the case of grant applications for Strategic Partnerships involving cross-sectoral cooperation between organisations from various fields of education, training and youth, the NA shall fund accepted applications from the budget for the field that is most impacted as indicated by the applicant. In case the budget for that field is insufficient, the NA may fund it from the budget for any of the other fields involved in the project, in respect of the guidelines provided in Annex III-B.

6. Any transfers exceeding the ceilings set in the Delegation Agreement shall be subject to a formal amendment to the Delegation Agreement. In order to ensure respect of the financial provisions of the Programme Regulation for the Programme as a whole, such amendment requests will be treated during the same lapse of time set in the Delegation Agreement. Amendment requests for transfers of funds submitted outside the period fixed in the Delegation Agreement will not be considered by the Commission.    

4.1.4.3 Use and redistribution of unspent funds

1. The NA shall set up a fair and transparent system for the use and redistribution of funds in case of funds remaining unspent including additional funds made available to the NA from the EU budget after conclusion of the main selection rounds or funds awarded that cannot be absorbed by grant beneficiaries.

2. Due to the existence of 3 selection rounds per year for the youth field allowing for maximum absorption of EU funds, the provisions set out in this section apply exclusively to the fields of education and training.    

Additional selection round

3. If, after having carried out the selection following the deadline set in the EU Call for proposals for a given year, the NA has substantial funds left unspent from the budget for that year and no reserve list available, the NA may launch an additional open selection round in order to support further new applications. Additional selection rounds can be organised only for Key Action 1 in the fields of education and training.  

4. Given the IT support needed to organise an additional selection round, a single additional deadline will be set for submission of grant applications in all Programme Countries concerned. To that effect, the NA shall notify the Commission by 30 September of the Call year concerned if it wants to launch an additional open selection round for Key Action 1. The submission deadline will be set before 31 December of the budget year concerned.

5. For the organisation of an additional selection round the NA shall respect all requirements applicable to selection and grant award as specified in Chapter 3 of this Guide for NAs.

Redistribution of funds to existing beneficiaries

6. If additional funds would become available too late to organise an additional open selection round before the end of the year concerned or if the amount of unspent funds would be too low to justify an open selection round, or for Higher Education where all beneficiaries are identified, the NA is allowed to organise a redistribution of funds to existing beneficiaries of Key Action 1 supported from the budget year concerned, in full respect of the Calendar for the use of funds for grant support. 


7. In the case of redistribution of funds to existing beneficiaries, the additional funds shall be used exclusively for granting new mobilities or for prolonging the current ones. In no case shall the NA allocate additional funds to grant beneficiaries in view of increasing the grant amount ex-post for mobility activities already completed or underway.   

8. Redistribution of funds to existing beneficiaries in the fields of school education, VET and adult education is allowed in accordance with the following conditions:

· Under the main selection round beneficiaries have not been awarded the full grant requested due to the high demand and limited budget rather than for reasons of weak past performance of the beneficiary.

· In view of transparency and equal treatment of the beneficiaries, the NA shall contact all the beneficiaries concerned requesting an ad hoc interim report and explaining the objective criteria on the basis of which the available funds may be distributed to the interested beneficiaries. 


· On the basis of the information in the ad hoc interim report and data registered in Mobility Tool, the NA shall check that the realisation level of mobilities granted initially is in line with the planning in the grant application.  In case significant underperformance is established, the NA may amend the initial grant agreement in view of a reduction of the maximum grant amount– including, if applicable, recovery of pre-financing transferred to the beneficiary hitherto – and add the funds concerned to its budget for redistribution to existing beneficiaries.

· The final grant amount awarded by the NA shall not exceed the grant amount requested by the applicant in the initial grant application.


9. In the field of higher education, redistribution of funds to existing beneficiaries shall be implemented in accordance with the following conditions:


· Following the provisions stipulated in the grant agreement, all beneficiaries of Key Action 1 shall provide an interim report on the realisation of mobilities. They shall also report on their ability to absorb the remaining awarded funds and any further support that may become available. 

· The NA shall specify the objective criteria on the basis of which possible available funds may be distributed to the beneficiaries concerned.

· On the basis of the information in the interim report and data registered in Mobility Tool, the NA can recover funds that beneficiaries would not be able to spend within their contractual period and redistribute those funds together with other unspent funds to those beneficiaries able to absorb more funds than initially awarded.

10. In case the redistribution of funds results in the increase of the initially awarded grant amount, the NA shall issue a grant award decision preceded by a formal consultation of the evaluation committee. The complementary grant support shall be made available following a formal amendment to the grant agreement and signed by both parties..

4.1.4.4  Grant support to Transnational Cooperation Activities between NAs

1. The NA may use a part of the Funds for grant support for Key Action 2 up to the maximum indicated in the Delegation Agreement in order to support activities of transnational cooperation with other NAs in accordance with the requirements set out in Section 5.1 of the Guide for NAs.

4.1.4.5 Grant support to EVS Training and Evaluation Cycle


1. The NA may use a part of the Funds for grant support for Key Action 1 in the field of youth in order to carry out the sessions of European Voluntary Service Training and Evaluation Cycle in accordance with the rules established in the Programme Guide and with the requirements set out in the Section 5.2 of the Guide for NAs.  

4.1.4.6  Interest on EU prefinancing

1. The NA shall use the interest earned on EU pre-financing payments in the year N for grant support to projects under the Call of the year N+1 in accordance with the Calendar for the use of EU funds for grant support under the Delegation Agreement for year N+1. 

2. In order to optimise the use of EU funds for the Call of the year N+1, the NA shall use first the interest on EU pre-financing generated in the previous year N and second the EU funds for grant support provided in the Delegation Agreement for the year N+1. 

3. In case the NA manages both Heading 1 and Heading 4 funds of the EU budget, interest earned on EU pre-financing shall be used proportionally to the EU pre-financing for actions funded from respectively Headings 1 and 4 of the EU budget.  

4.1.5. Other EU funds

1. [placeholder for other EU funds managed by the NA in support of actions under the Programme]

4.2. National co-funding to decentralised actions

1. National co-funding is defined as national funds that are made available by a Programme Country in addition to the EU funds to support decentralised Programme actions and the management of which is entrusted to the NA.


2. The Programme Country decides which decentralised actions may be supported with national co-funding. National co-funding may be used either a) to supporting a higher number of activities or grants under the Programme and/or b) to increasing the grant amount awarded to individual activities selected under the Programme within the limits set in the Programme guide.


3. National co-funding shall be managed following one of the two following approaches:


a) National co-funding is managed by the National Agency together with the EU funding as a single budget. In this case, the total grant given to each beneficiary and mobility participant has to respect the EU rules, including the minimum and maximum range for individual support grant levels for subsistence under Key Action 1 – Learning Mobility of Individuals for the education and training fields.

b) National co-funding is managed by the National Agency separately from the EU budget. In such case, the level of the national grant for the activities under Key Action 1 is not limited. The top-up provided to beneficiaries and mobility participants from national co-funding is not subject to the amounts and minimum and maximum ranges set by the Commission. However, if national co-funding supports Strategic Partnerships under Key Actions 2 and 3, the grant rates set by the Commission shall be respected in full.

4. The NA shall manage national co-funding in respect of national and European legislation, including the EU Financial Regulation. The rules established for the management of the decentralised actions in the Programme Guide, Call for Proposals, Guide for NAs and other reference documents, thus apply to the actions supported.


5. The NA shall manage all applications received under a given Call for Proposals in an identical way and in respect of the applicable rules, in order to ensure equal treatment of applicants regardless of the source of funding.


6. The NA shall use the grant agreement templates provided by the Commission in annex II-B to this Guide for all actions supported under the Programme regardless of the source of funding. If the National Authority authorises the NA to use EU and national co-funding as a single budget for the decentralised action(s) concerned, the NA needs not to distinguish between EU funding and national co-funding in the grant agreements signed with beneficiaries. If national co-funding is managed separately from the EU budget, the NA has to issue two separate agreements to the beneficiary organisations and the latter shall issue two separate grant agreements to the mobility participants.  


7. The NA shall request the beneficiary to report on the use of the grant in compliance with EU rules and using the EU forms.


8. The NA shall record the report data in the Programme management tool in the same way for all grant agreements managed regardless of their source of funding.


9. The NA shall report on the use of the relevant national funds in the Yearly Management Declaration. The reporting on Programme actions benefitting from national co-funding will be identical to that on actions supported exclusively by EU funds.


10. The NA shall undertake the minimum number and percentage of checks of beneficiaries based on the whole population of grant agreements managed under the Programme regardless of their source of funding.


11. In order to establish the final amount of EU contribution for decentralised actions based on the Yearly Management Declaration, the Commission will apply the following approach:


· If the NA has paid out to beneficiaries an eligible amount that equals or exceeds the maximum EU contribution for the Delegation Agreement concerned, the maximum EU contribution is acquired and no EU funds are recovered by the EC;


· If the NA has paid out to beneficiaries an eligible amount that is less than the maximum EU contribution for the Delegation Agreement concerned, the difference will be recovered for the EU budget.


· The contractual limits for transfers between budgets as per field apply only to the EU contribution for decentralised actions as defined in the Delegation Agreement.


12. In so far as access to the NA accounting and treasury management information is needed to establish proper use of EU funds, the Commission, the European Court of Auditors, OLAF and any body charged by them to carry out checks on their behalf have access to the NA accounting records and relevant bank accounts (e.g. to check that the same action/expense is not double funded by EU and national funds respectively, to check on potential fraud cases etc.).


13. EU funds and national funds have to be managed on separate bank accounts. EU rules for treasury management (see section 4.3.2) apply only to the bank account to/from which the EU decentralised action funds are transferred. The NA has to declare only interest earned on EU pre-financing.

14. The NA shall apply analytical accounting in such a way that the use of EU funds and national co-funding can be followed individually in the NA accounting system. Within the Programme management tool EPlusLink, however, the NA does not have to distinguish between funding from EU and national sources at individual project level if the National Authority authorises the NA to use EU and national co-funding as one single budget for the action(s) concerned.

4.3. Financial management


4.3.1. Accounting


1. For the management of the EU funds for grant support, the NA shall use a computerised accounting system that allows for accurate and detailed identification of all grants awarded to beneficiaries of the decentralised Programme actions covered by the Delegation Agreement and of all individual transactions in relation to these grants. 

2. The following transactions shall be registered and identifiable in the NA accounts: 

· pre-financing of EU funds for grant support received from the Commission;


· amounts of interest received and accrued on pre-financing of EU funds for grant support;


· payments made to grant beneficiaries distinguishing between pre-financing and balance payments;


· reimbursements received from grant beneficiaries, distinguishing between types of reimbursement (reimbursement of unspent grant support, interest on late payments, financial corrections or penalties);

· interest received on EU pre-financing. 

3. In addition to the above, the NA shall record the following information in EPlusLink:

· budgetary commitments (i.e. maximum grant amounts resulting from grant agreements signed between the NA and the beneficiary); 


· payment orders issued, distinguishing between pre-financing and final payments (i.e. amounts of payment to be transferred to grant beneficiaries upon approval by the authorising officer, normally the NA director); 


· requests for grant payments (i.e. grant amounts requested by the beneficiaries in their interim/final reports);


· recovery orders issued (i.e. requests for reimbursement of EU pre-financing issued to grant beneficiaries). 


4. For projects for which the NA is responsible for continuing and winding up the management of the funds for grant support under the Lifelong Learning and Youth in Action Programmes, LLPLink and YouthLink respectively are the common IT tool for Programme management and statistics. The NA must therefore ensure that the relevant project data are included in these IT tools in accordance with the instructions provided thereon in the relevant Commission-NA Agreement and related technical guidelines.

5. The NA accounting of the EU funds for grant support shall be held in Euro. All financial information in EPlusLink shall also be registered in Euro.

6. The NA accounting system shall allow to distinguish between: 

· EU funds for grant support to decentralised Programme actions and 

· any other activity that the NA or its hosting organisation may perform, including those for which they may be awarded operating or project grants by the Commission (such as network functions or other EU funds).   

7. If the NA has been awarded an EU Contribution for networks (e.g. SALTO, Eurodesk, ECVET), the NA accounting system shall distinguish also between the EU Contribution to management tasks and each of these network functions for which separate grant support is provided in the Delegation Agreement.

8. The NA shall reconcile all data related to EU Funds for grant support held in its accounting and the data registered in EPlusLink at least once a month. These reconciliations shall be reviewed and formally approved by the NA management. The NA shall keep a proper audit trail of these monthly reconciliations.

9. In the case that payments of EU grants to beneficiaries of decentralised actions are made in national currency, the conversion into euro for reporting purposes shall be made in accordance with the rules for conversion set in the Delegation Agreement.

4.3.2. Bank accounts and treasury management


1. The NA shall have at least two separate bank accounts for receiving the EU funds under the Delegation Agreement: one for the payments of EU funds for grant support and another one for the EU Contribution to management costs and the Contribution to networks. 

2. The NA or the hosting organisation shall be the account holder. Where this is not possible for legal reasons, the NA shall obtain a prior formal exemption authorisation from the Commission. 

3. The single bank account on which the Commission will transfer the EU Funds for grant support shall be used for paying the beneficiaries of decentralised action grants and to receive any reimbursements these beneficiaries have to make to the NA. This single bank account shall be called in Euro and bear interest. It may not be used for the management of any other funds than the EU Funds for grant support in the context of the Programme. The single bank account shall be used for all Delegation Agreements signed with the NA during the Programme lifetime (2014-2020). 

4. For continuing and winding up the management of the EU funds for grant support under the Lifelong Learning and/or Youth in Action Programmes, the NA shall hold – in addition to the single bank account for EU Funds for grant support under the Erasmus+ Programme – a separate bank account for the decentralised actions funds under each of both predecessor Programmes. These bank accounts shall be closed as soon as the last Commission-NA Agreement under these Programmes is wound up. Any balance remaining after the closure of the last Commission-NA Agreement shall be transferred to the single bank account for Erasmus+ Funds for grant support.

5. Payments of EU funds to beneficiaries of decentralised Programme actions shall be made exclusively by bank transfer. 

6. An effective and safe treasury management is required, based on the most advantageous market conditions. To that end one or more savings or term deposit accounts that yield a more advantageous interest than the above mentioned single bank account shall be opened. These savings or deposit accounts shall be called in Euro. EU funds for grant support that are not transferred immediately to beneficiaries shall be deposited upon receipt on the single bank account on these more advantageous accounts. Amounts deposited shall be transferred back to the single bank account just in time for payment to beneficiaries. After the end of the deposit the principal sum together with the interest earned can be transferred back only to the single bank account. 

7. Depending on the national context, it may be necessary for the NA to open in addition a transit account to allow for the transfer of EU funds to savings or term deposit accounts or for the payment of grants to beneficiaries in the national currency. In such case, the transit account shall be used exclusively for that purpose. The amounts passing through the transit account have to be transferred further to the savings or term deposit accounts or to the grant beneficiaries on the same day, thus resulting in a zero balance on the transit account at the end of each day. 

8. Any NA bank accounts held in another country than that of the NA can be held only in a Member State of the European Union.

9. The NA shall disclose the references of all the bank accounts (current, savings or term deposit accounts and transit account if applicable) it uses for the EU funds for grant support. These accounts will further be called the "NA bank accounts". The Commission shall keep the ownership of all funds on the "NA bank accounts", both for the current and predecessor Programmes.

10. The NA shall reconcile the bank balances in the bank statements of the "NA bank accounts" with the bank balances in its accounting at least once a month. These reconciliations shall be reviewed and formally approved by the NA management. The supporting documents for the reconciliation and approval by NA management shall be kept for audit trail purposes.

11. Any costs and charges for the bank accounts as well taxes on interest earned shall be covered by the NA operating expenses and cannot be deducted from the EU funds for grant support or from the amount of interest earned thereon.

12. The NA shall record all required information on its treasury and interest on EU pre-financing payment of EU funds for grant support in EPlusLink in order to ensure accurate and timely reporting to the Commission.


4.4. Procurement and subcontracting


1. The NA shall have or develop a formal procurement procedure. Procurement contracts shall be awarded to the tender offering best value for money, that is to say to the tender offering the best price-quality ratio, in compliance with the principles of transparency, proportionality, equal treatment and prevention of conflicts of interest.


2. Except in the case of services involving no delegation of budget implementation, the NA shall not sub-contract any of its tasks related to the implementation of Delegation Agreements to a third party without the prior written agreement from the Commission or unless expressly provided for in the ex-ante Compliance Assessment issued by the National Authority and accepted by the Commission. 


3. In the case of sub-contracting of NA tasks to a third party, the NA remains entirely responsible for ensuring compliance with the provisions of the Delegation Agreement and the obligations arising from it. 


4.5. IT Tools 


1. The NA shall use the IT tools made available by the Commission in view of the management of EU Funds for grant support and for communication with the Commission and the network of NAs. To that effect, the NA shall make available or acquire the necessary hard and software and ensure adequate maintenance services.

2. The NA shall ensure that all IT tools are kept up-to-date on a continuous basis and are subject to formal checks and reconciliation with NA accounting and bank accounts at least once per month to ensure reliable data for monitoring and checks by the Commission.

3. The NA shall use the IT tools provided by the Commission in accordance with the principles defined in the Guide for NAs and the technical guidelines provided by the Commission for each tool.


The IT tools provided by the Commission are the following:

4.5.1. EPlusLink


1. The NA shall use EPlusLink for the management of the project lifecycle of decentralised actions in accordance with the requirements set out in the EPlusLink User Guide.

2. The NA shall keep the data in EPlusLink up to date on a continuous basis. 

3. To avoid manual treatment of data for reporting purposes, it is recommended for the NA to put in place an interface between its computerised accounting system and any local management tool on the one hand and EPlusLink on the other hand. The NA shall be responsible for the creation and maintenance of any such interface.

4. Any changes in the underlying structure and data of the EPlusLink database without the Commission's consent are not authorised. Improper use of the database may result in corruption or loss of the data, for which the NA may be held liable.

4.5.2. URF/PDM

1. The Unique Registration Facility / Participant Data Management (URF/PDM) is a corporate register of organisations participating in EU Programmes.

2. The NA shall provide guidance and help to potential applicants on how to use the Unique Registration Facility.

3. The NA shall translate URF/PDM screens and documentation in the national language(s) if needed.

4.5.3. E-forms

1. E-forms developed by the Commission will be used for applications from organisations for EU grant for all actions and reports from beneficiaries which the NA shall make available to potential applicants and beneficiaries. 


2. The NA shall translate the E-forms in the national language(s) if needed. 


3. Changes by the NA in the E-form without the Commission's consent are not authorised. Improper use of E-forms, which includes import or export of data may result in corruption or loss of the data contained in the forms, for which the NA may be held liable.

4. The Commission does not provide any support to third party tools used to open, fill in or translate the E-forms applications or reports.

4.5.4. Online Expert Evaluation Tool (OEET)

1. The NA shall use OEET for assigning grant applications and beneficiary reports to experts and for the assessment and recording of assessments results. 

2. The NA shall provide guidance and help to experts on how to use the tool.

4.5.5. Mobility Tool 

1. The NA shall use Mobility Tool for the management of mobility data in the lifecycle of decentralised actions' projects in accordance with the requirements set out in the Programme Guide and in the Mobility Tool User Guide.

2. The NA shall provide access, guidance and help on how to use the tool to beneficiaries of the decentralised actions.

3. The NA shall translate the Mobility Tool interface in the national language(s) if needed.

4.5.6. Dissemination Tool


1. The NA shall use the Dissemination tool provided by the Commission for the dissemination of projects results. 

2. The NA shall provide access, guidance and help to beneficiaries of the decentralised actions on how to use the tool and to keep their data up to date. 


3. The NA shall translate the Dissemination tool interface in the national language(s) if needed.

4.5.7. Issues Management Tool (IMT)


1. The NA shall use IMT to report issues or request information in relation to IT tools for the Programme, in its own name or in the name of the external users, transferring the answers to the external users in a clear and quick way.


4.5.8. CIRCABC


1. The Commission uses CIRCABC as electronic platform for a structured distribution and management of documents and information addressed to National Agencies for the management of the Programme. 

2. The NA shall use CIRCABC in order to have access to the reference documents and information provided by the Commission. It shall ensure that all NA staff who need to be informed of these documents register for access to the tool via EAC-BUSINESS-HELPDESK@ec.europa.eu.

3. The NA shall inform the Commission at the same address of persons leaving the NA in order to withdraw their access to CIRCABC.

4.5.9. Internal Communication and Collaboration Tool


[under preparation]

4.5.10. LLP Dissemination Platforms

1. The web platforms/databases ADAM and EST used under the Lifelong Learning Programme (2007-2013) for the dissemination and exploitation of results of projects supported by the LLP sub-programmes Leonardo da Vinci, Grundtvig and Comenius will be discontinued after a phasing out period and will be replaced by the new Dissemination Platform for Erasmus+.


2. During the first years of Erasmus+, the beneficiaries of grants awarded under Lifelong Learning Programme will continue to be supported until the end of their project. During the phasing out, the LLP projects will continue to be updated in the ADAM and EST databases and maintenance will be ensured. 

4.5.11. NA Electronic exchange systems

1. All exchanges with grant beneficiaries, including the conclusion of grant agreements and any amendments thereto, may be done through electronic exchange systems if the system meets the following requirements:

· only authorised persons may have access to the system and to documents transmitted through it;

· only authorised persons may electronically sign or transmit a document through the system;

· authorised persons must be identified through the system by established means;

· the time and date of the electronic transaction must be determined precisely;

· the integrity of documents must be preserved;

· the availability of documents must be preserved;

· where appropriate, the confidentiality of documents must be preserved;

· the protection of personal data in accordance with the requirements of Regulation (EC) No 45/2001 must be ensured.

4.5.12. Online linguistic support (OLS)

6. The NA shall use the Online linguistic support (OLS) service to provide linguistic support to selected mobility participants for their main language used abroad for study or work in accordance with the guidelines provided thereon in Annex III-G. 


4.6. Amendments to the Delegation Agreement

1. Any amendment request shall comply with the relevant provisions of the Delegation Agreement and be drafted in English, French or German only.

2. Any request for amendment shall be introduced by formal letter indicating the reference number of the Delegation Agreement and signed by the legal representative of the NA. The letter shall be addressed to the Commission contact person indicated in the Delegation Agreement. 


3. In case of a change of the name or address of the NA or of its legal representative the formal amendment request shall be accompanied by an update of the following documents: 


· Overview of NA contract and bank details (see Annex IV-B of the Guide for NA);


· Financial Identification sheets for all bank accounts referred to in the Delegation Agreement
, accompanied by supporting bank abstracts;


· The Legal Entity form
, accompanied by supporting official documents;

· In the case of change of legal representative of the NA, a copy of the formal nomination act shall be provided in addition.


4. In the case of a change related to the NA bank accounts (e.g. following a change of bank etc.), the NA shall provide a revised "Overview of the NA contract and bank details", as well as of the related financial identification sheet(s) and supporting bank abstracts. 


5. For any other amendment request, the NA is invited to consult the NA desk officer in charge in unit EAC-B-4. Depending on the nature of the change requested, the NA desk officer will clarify with the NA whether a formal amendment is required and if so, which supporting documents shall be provided.

6. Any request for amendment shall be duly justified and shall be sent to the Commission in due time before it is due to take effect and before the final dates specified in the Delegation Agreement, except in cases duly substantiated by the NA and accepted by the Commission. 

4.7. National Agency reporting

1. All reports submitted by the NA to the Commission shall be drafted exclusively in English, French or German.


4.7.1. Reporting on NA organisation


1. The NA shall develop and keep up to date an organisation chart (organigramme) detailing names of functions and jobholders. The Commission shall be informed of organigramme changes affecting the management of the Programme as part of the regular NA reporting and ad hoc in the following cases: replacement of legal representative of the NA or NA management staff, change of structure of the NA organigramme, change of the NA host organisation. 

4.7.2. Report on grant award results

1. By 28 February of each year, the NA shall notify the Commission at EAC-NA-COORDINATION@ec.europa.eu of the web address at which the grant award results in relation to the Delegation Agreement for that Call year will be published. 

2. The NA website or – in countries with more than one NA – the national Programme website shall have a single entry point to the grant award results for all decentralised actions managed at national level, to which the Commission will establish a link from its own Programme website.

4.7.3. Pre-financing payment requests for EU funds for grant request 

1. The Delegation Agreement sets out the payment arrangements for the EU funds for grant support.

2. The first pre-financing payment will be made by the Commission without a specific request from the NA, following the signature of the Delegation Agreement.

3. NA requests for further pre-financing shall:

· Take the form of a financial report extracted from EPlusLink and an accompanying letter specifying the amount of pre-financing requested, dated and signed by the NA legal representative;

· Be sent by regular mail for the attention of the Commission contact person indicated in the Delegation Agreement.


4.7.4. Yearly NA Report

1. The NA shall prepare a Yearly NA Report on the previous calendar year, in accordance with the report forms provided in Annex IV-A of the Guide for NA [to be revised depending on IT functionalities for the Yearly Management Declaration]  

2. The Yearly NA Report consists of:

· A Yearly Management Declaration by the NA legal representative giving assurance on 

· the accounts reflected in the Financial Reports related to the funds for grant support under the Erasmus+ Programme (including TCA  and TEC  activities), 

· the accounts related to the Network [ECVET, Eurodesk, SALTO],

· the accounts reflected in the Financial Reports related to the funds for grant support under the previous [Lifelong learning Programme/Youth in Action Programme] 

and including, if applicable, reservation(s)

· Activity report: in which the NA shall report on the implementation and the results and impact of the Programme in its country, as well as on its own performance and compliance in view of the minimum requirements defined in the Delegation Agreement. The Activity report shall be completed with the required statistical data;


· Financial reports: the NA shall provide financial data in relation to the agreements and bank accounts managed in the previous calendar year;


· Report on checks of beneficiaries: the NA shall report on its approach, main findings and follow-up of checks of beneficiaries, including cases of irregularities and fraud, recovery orders and other specific cases set out in the report form. 


3. No later than 15 February of each year, the NA shall submit to the Commission, National Authority and the Independent audit body its Yearly Management Declaration. 

4. The NA shall see to it that the Yearly Management Declaration is complete, correct and coherent and that the Commission receives both hard and electronic copies of all parts of the Yearly Management Declaration in the required format in view of a complete paper and electronic transmission to the Commission. 

5. The Yearly Management Declaration will be subject to an Audit Opinion issued by the Independent Audit Body to be provided to the Commission no later than 15 March of each year. The content and format of the Audit Opinion shall be in accordance with Annex IV-A of the Guide for NAs. 

6. In view of future checks and audits, the NA shall keep a full audit trail of the process followed to prepare the Yearly Management Declaration. In particular, it shall establish a file with all relevant documents and keep track of all checks undertaken and actors involved in the preparation of the Yearly Management Declaration. Due attention shall be paid to proof of reconciliation between NA bank account data and NA accounting files, as well as between NA accounting data and the data in the Programme management tool.

4.7.5. Independent audit opinion 

1. The Independent Audit Body shall prepare an independent audit opinion on the Yearly Management Declaration in accordance with the report form provided in Annex IV-A.

4.7.6. Report on interest earned

2. The NA shall report by 15 January N+1 on the amount of interest earned in the year N on EU pre-financing for grant support, regardless of the Commission-NA Agreement or Delegation Agreement under which the EU pre-financing was provided to the NA.

3. The report on interest earned shall be generated and extracted through EPlusLink.

4. The NA shall report on the use of interest earned in year N in the financial reports on the Delegation Agreement for the year N+1 in the relevant Yearly Management Declarations. 

4.7.7. Reports on cases of irregularity or fraud

1. The NA shall report any case of irregularity or (suspected) fraud in relation to EU funds for decentralised actions under the Delegation Agreement, regardless of whether the act is committed by the a Programme beneficiary or by a NA member of staff. 

2. In such case, the NA shall send an initial irregularity report to the Commission contact person indicated in the Delegation Agreement. The report shall be made using the template provided in Annex IV-C of the Guide for NAs.

4.7.8. Request for waiving a recovery order 

1. In accordance with Section 3.10.3 of the Guide for NAs, the NA shall request prior formal authorisation to the Commission in view of waiving any recovery order exceeding EUR 200. 

2. In such case, the NA shall send the request using the template provided in Annex IV-D of the Guide for NAs, including the requested support documents. The request shall be accompanied by a full description and evidence of the measures already taken to recover the funds and an explanation of the reason why the amount is either unrecoverable or why the effort and expenses involved cannot be justified.


3. The NA shall put efforts to ensure that waiver requests concerning the same beneficiary organisation are presented to the Commission at the same time.  


4. In case the debtor is not a public body, the Commission may authorise the waiver of a recovery order above EUR 200 only  in a limited number of cases, in particular when:

· The cost of the procedure to recover the amount due exceeds the amount due (cost-effectiveness principle);


· The debtor is obviously insolvent (bankrupt, in liquidation, etc.);


· The debtor is missing;


· In other exceptional cases, on the basis of a substantiated request from the NA, in accordance with the principle of proportionality.

Requests for waiving a recovery where the beneficiary is a public body will be refused by the Commission.

4. In case of acceptance the waiver request, the Commission shall give its explicit authorisation in writing for a total or partial waiver of the amount concerned. In the absence of a formal authorisation from the Commission, the NA is not allowed to waive the claim. 

5. If the Commission does not authorise the waiver of the claim by the NA, the NA is obliged to pursue the recovery with all available means. In such case, the amount due by the beneficiary to the NA will be considered ineligible by the Commission when closing the related Delegation Agreement and will be recovered accordingly from the NA.


4.7.9. Best practice selection

1. The NA shall undertake a yearly selection of best practices in accordance with the guidelines provided thereon in Annex III-G.


2. The NA shall report the best practice selection results to the Commission as part of its Yearly NA Activity Report.


4.7.10. Additional reporting 

1. The Commission has the right to request at any time and in the format it requires information, reports or documents that are not expressly provided for under the terms of the Delegation Agreement. 

2. Unless specified otherwise, the NA shall send the information, reports or documents to the Commission within 30 calendar days of the receipt of the request.

5. NA Support to Quality and Impact 

5.1. Transnational Cooperation Activities between NAs

5.1.1. Objectives and Scope of Transnational Cooperation Activities

1. The Transnational Cooperation Activities between National Agencies represent an instrument available to the NA supporting the Erasmus + Programme in fulfilling its objectives and priorities. Its aim is to bring added value and increased quality in the overall Programme implementation and so contribute to increasing the impact of the Programme at systemic level.


2. Transnational Cooperation Activities target:


· Support to high quality implementation of Erasmus+ and to mobilising a maximum number of organisations and individuals to whom the Programme is addressed; 


· Strategic support to the development of the fields of education, training and youth work in line with the specific objectives of Erasmus+;


· Strategic support to the cooperation between organisations active in the fields of education, training and/or youth.


3. When planning and implementing the Transnational Cooperation Activities, the NA has to take into account aims and measures for their implementation formulated in strategic documents such as EU 2020 in the field of Education and Training and the EU Youth Strategy in the field of youth and the annual European Commission Work Programme.

5.1.2. Activities

5.1.2.1 Eligible activities

1. The NA may organise and participate in the following eligible activities:

· Transnational training, support and contact seminars of potential Programme participants;


· Transnational thematic activities linked to the objectives, priority target groups and themes of the Programme;


· Transnational evidence based analysis of Programme results.


2. The following activities are ineligible and cannot be funded from the budget for Transnational Cooperation Activities:

· Activities implemented solely at national level with no direct link to a Transnational Cooperation Activity between NAs (to be covered through the Contribution to management costs of the NA);

· EVS Training and Evaluation Cycle (to be supported with funds for grant support for Key Action 1 in the field of youth);

· EVS Accreditation costs (to be covered through the Contribution to management costs of the NA). 


5.1.2.2 Venue


3. Transnational Cooperation Activities must be carried out in the Programme Country of one of the NAs/SALTO involved in the activity.  As concerns the youth field, Transnational  Cooperation Activities can take place in a Partner Country Neighbouring the EU provided that the funding support to these activities is not disproportionate compared to similar activities organised in a Programme Country and only if the relevant regional SALTO is duly informed or involved in the activity as co-organiser.


5.1.2.3 Participants


4. As regards transnational training support/contact seminars and transnational thematic activities, Transnational Cooperation Activities shall address students, trainees, volunteers, pupils, youngsters, teachers, professors, trainers, youth workers,  professionals of organisations active in the fields of education, training and youth or other stakeholders acting as multipliers in the area of education, training and youth. Participants in Transnational Cooperation Activities must be from a Programme Country, or, as concerns youth, from a Partner Country Neighbouring the EU, as far as the content of the activity is relevant.


5. NA staff can participate in such Transnational Cooperation Activities, either as support staff, or organising team members, or trainers/facilitators. As a rule, costs related to their participation (i.e. travel, accommodation) cannot be covered through the Transnational Cooperation Activities budget. As an exception, the NA coordinating or co-organising the activity can cover the travel and accommodation costs for one NA staff member provided that he/she participates in the activity as a trainer/facilitator.


5.1.2.4 Duration of a Transnational Cooperation Activity


6. Within the foreseen eligibility period for the use of EU funds (see Calendar for the use of funds for grant support), there are no specific rules for the duration of a specific Transnational Cooperation Activity.


7. The duration of the activity is part of the information submitted for approval to the Commission within the NA work Programme.

5.1.2.5 Planning, change and cancellation of Transnational Cooperation  Activities

8. Each year, the NA shall prepare the planning of Transnational Cooperation Activities to be realised in the following yearly period of 1 June N till 31 May N+1. For the TCA activities funded from the 2014 budget, the eligibility period will run  from 1 January 2014 till 31 May 2015. The TCA Planning shall be drafted following the template and the Specifications for the Work Programme provided by the Commission for the given budget year. Once the Transnational Cooperation Activities planned are approved as part of the NA Work Programme, the NA shall undertake them as agreed with the other NAs participating in the Transnational Cooperation Activity concerned.

9. During the implementation period, the NA may change or cancel the planned Transnational Cooperation Activities or  plan new Transnational Cooperation Activities up to the maximum amount of EU contribution and within the deadline determined in the Delegation Agreement whereby:


· The organisation of a new Transnational Cooperation  Activity or substantial change to an approved Transnational Cooperation  Activity organised by the NA shall be subject to prior approval of the Commission;

· Sending of participants to an approved Transnational Cooperation Activity organised by another NA or SALTO or cancellation of an approved Transnational Cooperation  Activity shall not be subject to prior approval of the Commission.   

10. EU funds left unspent due to the change or cancelation of a Transnational Cooperation Activity may also be used for funding additional Strategic Partnership projects in accordance with the rules on the use of EU funds for grant support.


5.1.2.6 TCA Officer


11. The NA may consider appointing one or several TCA Officer(s), who will be responsible for the planning, implementation and evaluation of the Transnational Cooperation Activities. TCA Officer(s) will also be the contact point for the other NAs, Programme structures, stakeholders and participants involved in the Transnational Cooperation Activities. 


5.1.2.7 Transnational Cooperation Activities Seminar 


12. Every year NAs implementing Transnational Cooperation Activities are encouraged to organise a Transnational Cooperation Activities seminar, mainly with a view to:


· develop competences for the creation of training strategies and for the development of quality in the Transnational Cooperation Activities;


· encourage the development of common strategies and common projects;


· update TCA Officers with information relevant for the planning of the Transnational Cooperation Activities in the NA Work Programme for the following year.


13. For the youth field, the Transnational Cooperation Activities seminar shall be supported by the SALTO Resource Center for Training and Cooperation.


14. The Transnational Cooperation Activities seminar is a meeting during which the respective Transnational Cooperation Activities should be, as far as possible, developed. TCA Officers are responsible for preparing the grounds for an effective Transnational Cooperation Activities seminar by formulating and transmitting to the network of TCA Officers, prior to the seminar, the position of their NA with regard to both offer and demand for Transnational Cooperation Activities.    


15. TCA Officer(s) – or other NA staff acting on behalf of the NA - shall attend the yearly Transnational Cooperation Activities seminar and present the demand and offer of their NA with regard to Transnational Cooperation Activities. TCA officers will agree provisionally on the activities in which their NA will take part as coordinating or contributing NA, subject to the agreement of the NA director and to the formal approval of the Transnational Cooperation Activities in the NA Work Programme by the National Authorities and the European Commission.


16. The Commission will take part in the Transnational Cooperation Activities seminar in view of providing support on alignment of proposed Transnational Cooperation Activities with EU policy priorities and advice on the eligibility of proposed Transnational Cooperation Activities for EU financial support.

5.1.3. Funding Rules 

5.1.3.1 Co-financing

1. The EU funding of Transnational Cooperation Activities is based on the principle of reimbursement of a part of the actual costs incurred. The maximum EU co-financing is 95% of the total eligible costs for Transnational Cooperation Activities as a whole under a given Delegation Agreement, but the co-financing level may vary between individual Transnational Cooperation Activities depending on their nature, scope and target public.

2. The EU support for TCA must always be complemented with a co-financing from other than EU sources. Consequently, when paying for Transnational Cooperation Activities, the NA has to ensure that a share of the related cost has either been covered by the participants or participating organisations involved, or by any other external donor. 

3. The NA shall keep the evidence of the actual costs incurred, as well as of the level of co-financing in accordance with the provisions specified in the Delegation Agreement. 


5.1.3.2 Eligible costs


4. In order to be eligible under Transnational Cooperation Activities, costs shall:


· be necessary for the implementation of the activity and be consistent with the principles of sound financial management, in particular in terms of value for money and cost-effectiveness;


· occur during the lifetime of the activity in accordance with the Calendar for the use of funds for the grant support;


· be incurred by the NA and recorded in the NA’s accounts in accordance with applicable accounting principles;


· be identifiable and verifiable, and supported by original documents.

5. Costs generated before or after the the eligible period for Transnational Cooperation Activities which are necessary for the organisation of a  Transnational Cooperation Activity (e.g. preparation, follow-up and evaluation of the event) shall be deemed eligible provided that:

· the Transnational Cooperation Activity takes place during the eligible period;


· the costs have not been incurred prior to the date of the submission of the draft Work Programme including the related TCA planning.


6. Eligible costs are the following:

· Staff costs

· Fees for external experts involved in TCA

N.B. NA staff costs are ineligible as they are already covered by the EU Contribution management costs

· Travel and subsistence for international travel:


· For national and international travel of trainers, experts, and other resource persons external to the NA for participation in TCA 

· For national and international travel of participants in training, support and contact seminars and thematic activities 


· For international travel of NA staff within the limits of their allowed participation in specified in section 5.1.2.3

· Production of materials essential for the TCA (e.g. publications)


· Organisation of events (e.g. rental of rooms, interpretation)


· Subcontracting


· The NA may undertake Transnational Cooperation Activities directly or outsource part of them to external contractors. In this case, the NA shall comply with the contractual provisions on procurement and subcontracting specified in the Delegation Agreement and Guide for NAs.

5.1.3.3 Double funding 


7. Participants involved in other Erasmus+ projects can take part in a Transnational Cooperation Activity, provided that costs linked to their participation are not double funded.


5.1.4. Contractual arrangements between NAs


1. In case of jointly supported activities, National Agencies, SALTOs and other partners are free to decide on the modalities for sharing the costs of the activity. It is the responsibility of the structures involved to agree on these modalities in advance when planning a Transnational Cooperation Activity in order to avoid any double-funding. The structures are required to keep proof of the arrangements agreed and actual split of costs incurred for audit trail purposes.


2. In the case one NA (hereafter called "the contributing NA") intends to financially contribute to hosting costs (other costs than the sending cost of a participant) of a Transnational Cooperation Activity organised by another NA (hereafter called "the coordinating NA") a written agreement shall be established between the two NAs prior to the beginning of the Transnational Cooperation Activity.


3. In order to establish the agreement, the Commission recommends adapting the template of NA-beneficiary agreement provided by the Commission to the specific needs and circumstances of the Transnational Cooperation Activity. The agreement shall cover at least the following points:


· Purpose; 


· Duration;


· Financing (Budget of the Transnational Cooperation Activity with income and revenue);


· Payment arrangements (schedule and accounts, calculation of the final financial contribution from the contributing NA)


· Reporting;


· Commitment of the coordinating NA to undertake the project in full respect of the Erasmus+ Programme regulatory framework, in particular with respect to sound financial management, non-profit, procurement rules and specific rules for Transnational Cooperation Activities.


5.2. Training and Evaluation Cycle for EVS volunteers


5.2.1. Types of training/evaluation


1. The following types of TEC activities are to be organised for EVS volunteers by the NA or SALTO SEE/EECA Resource Centres: 


· on-arrival training (for EVS lasting more than 2 months)


· mid-term evaluation (for EVS lasting more than 6 months)


· annual EVS event


· pre-departure training (can only be organised by NAs, not SALTOs)


5.2.2. Organisation


1. The NA and SALTO Resource Centres organise the EVS Training and Evaluation Cycle. All training/evaluation has to respect the volunteer training guidelines and minimum quality standards set by the Commission (cf. Annex III-B). 


2. Volunteers from projects granted at centralised level are also to be included in the sessions organised by the NA/SALTOs.


3.  The sessions organised by the SALTOs (on-arrival training, mid-term evaluation and annual EVS event) shall respect the maximum thresholds listed below. Costs will be paid by the NA with reimbursement to SALTOs based on invoices.


4. The NA or SALTO shall ensure that each outgoing volunteer prior to the departure receives the info-kit prepared by the Commission.


5. The NA (not SALTOs) may organise a one-day pre-departure info-session to establish contact with outgoing volunteers.


6. The NA/SALTOs may subcontract the organisation of the training and evaluation sessions that are then organised by one or several organisations on behalf of the NA/SALTO.


7. For any EVS with a duration of less than 2 months it is the responsibility of the receiving organisation to provide volunteers with on-arrival training suitable to the project and in line with the volunteer training standards and minimum guidelines provided by the Commission.


5.2.3. Funding


1. The Training and Evaluation Cycle is supported with funds from the Key Action 1 Mobility for the youth field. The funding rules are the following:


· On-arrival training: 100% of eligible costs up to EUR 770 per participant


N.B. 
Volunteers who are not benefitting from linguistic support in the form of online courses or grants can be offered the possibility to follow linguistic modules in the context of their on-arrival training. In such case the funding will be 100% of eligible costs up to EUR 900 per participant.

· Mid-term evaluation: 100% of eligible costs up to EUR 500 per participant


· Annual EVS event: 100% of eligible costs up to EUR 300 per participant


· Pre-departure training (optional): 100% of eligible costs up to EUR 200 per participant

N.B. The eligible costs referred to above are specified in the guidelines provided in Annex III-B.

2. In the case of volunteers with fewer opportunities, funding for tailor made preparation and TEC activities may be requested by beneficiaries under “Exceptional costs” at the application stage.

Annexes 


N.B. 
Annex I is included within the same document as the Guide for NAs itself. 


The annexes included under II, III and IV are provided as separate documents. They are listed in detail after the Glossary. 


I. Glossary for the Guide for NAs


II. Model and standard documents


III. Technical instructions


IV. NA report forms


Annex I


Glossary


For key terms used in this Guide, please refer to the Glossary of the Erasmus+ Programme Guide . 

Annex II


Model and standard documents


The model and standard documents listed hereafter are provided as separate files/documents on CIRCA.


		Field/Key action concerned 

		Type of document

		Electronic file name



		II-A – Prevention of conflicts of interest



		Erasmus+

		Declaration on the prevention and disclosure of conflicts of interest

		GfNA-II-A-Declaration on the prevention of conflicts of interest.doc



		II-B – Grant agreements: STANDARD grant agreement and report forms for beneficiaries



		Erasmus+

		Model grant agreement (mono beneficiary)

		GfNA-II-B-Model grant agreement (mono beneficiary).doc



		Erasmus+

		Model grant agreement (multi beneficiary)

		GfNA-II-B-Model grant agreement (multi beneficiary).doc



		Erasmus+

		Financial and contractual rules

		GfNA-II-B-Annex III-Financial and contractual rules (mono beneficiary).doc



		

		Financial and contractual rules

		GfNA-II-B-Annex III-Financial and contractual rules 
(multi beneficiary).doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-Erasmus+ Agreement for studies and traineeships.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-Erasmus+ Agreement staff mobility for teaching and training.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-Erasmus+ HE Learning Agreement studies.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-I-Erasmus+ HE Learning agreement traineeship.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-III-Erasmus+ Erasmus Student Charter.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-I-Erasmus+ HE mobility agreement teaching.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-I-Erasmus+ HE Staff mobility agreement training.doc



		Erasmus+ 

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-IV-Erasmus+ School education Quality commitment Staff mobility.doc



		Erasmus+ 

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-Erasmus+ School Education Mobility Agreement.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-III-Erasmus+ ECVET Memorandum of Understanding.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-III-Erasmus+ ECVET Learning agreement.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-I-Erasmus+ VET Learning agreement Learner Mobility.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-I-Erasmus+ VET Work Programme Staff Mobility.doc



		Erasmus+

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-IV-Erasmus+ VET Quality commitment Mobility.doc



		Erasmus+ 

		Model agreement between beneficiary and participant

		GfNA-II-B-Annex IV-Erasmus+ EVS Volunteering agreement.doc



		Erasmus+ 

		Volunteer Registration Form

		GfNA-II-B-Annex IV-II Erasmus+ Volunteer Registration Form.doc



		Erasmus+ 

		Mandate(s) provided to the coordinator by the other beneficiary(ies)

		GfNA-II-B-Annex V-Erasmus+ Manadate.doc





Annex III


Technical instructions


The documents listed hereafter are provided as separate files/documents in CIRCA or via the internet.


		Programme/action concerned 

		Type of document

		Electronic file name



		III-A – Visual identity rules – use of programme logo



		Erasmus+

		European Commission visual identity guidelines

		GfNA-III-A-visual identity guidelines.pdf



		Erasmus+

		Downloadable Erasmus+ logos

		http://ec.europa.eu/dgs/education_culture/publ/graphics/identity_en.htm#2



		III-B – Grant award procedure: instructions for assessment, selection and matching



		Erasmus+

		Guidelines for Financial capacity assessment

		GfNA-III-B-Erasmus+-Financial capacity check.doc



		Erasmus+

		Guide for Experts on Quality Assessment (including assessment grids)

		http://ec.europa.eu/programmes/erasmus-plus/documents/expert-guide_en.pdf 



		Erasmus+

		Practical Guidelines for NA on Quality Assessment of Erasmus+ Actions

		GfNA-III-B-Erasmus+-Quality assessment guidelines.doc



		Erasmus+

		Practical Guidelines for the selection procedure 
School-to-school Strategic partnerships

		GfNA-III-B-Erasmus+ Strategic partnerships School-to-school – Selection procedure.doc



		III-C – Checks of grant beneficiaries: minimum coverage and practical guidance



		Erasmus+ – Checks of grant beneficiaries

		Technical instructions for checks of grant beneficiaries under Erasmus+ (including minimum number and percentage of checks)

		Erasmus+ Technical instructions for checks of grant beneficiaries.doc



		Erasmus+ – Checks of grant beneficiaries

		Checklists

		under development



		III-D – Final report assessment

		

		



		Erasmus+

		Guide for Experts for final report assessment (including assessment grids)

		under development



		III-E - European Language Label

		

		



		ELL Guidelines

		Guidelines for implementing the ELL

		GfNA-III-E-European Language Label Guidelines.doc



		III-F - Online Linguistic Support (OLS)

		

		



		Erasmus+ Online Linguistic Support (OLS) Guidelines

		Erasmus+ Online Linguistic Support (OLS) Guidelines for NA

		GfNA-III-F-Erasmus+ Online Linguistic Support – Guidelines for NA.doc



		Erasmus+ Online Linguistic Support (OLS) Roadmap

		Erasmus+ Online Linguistic Support Roadmap and selection 2014 

		GfNA-III-F-Erasmus+ OLS Roadmap and selection 2014.doc



		III-G - Best practice selection

		

		



		Erasmus+ Best practice selection 

		Guidelines for NA on the selection of best practices 

		GfNA-III-G-Best practice selection.doc





Annex IV


NA report forms


The documents listed hereafter are provided as separate files/documents on CIRCABC or via the internet.


		Report type 

		Type of form

		Electronic file name



		IV-A – 2014 Yearly NA report



		Activity Report

		On-line questionnaire

		under development



		Yearly Management Declaration

		Yearly Management Declaration

		GfNA-IV-A-NA Management Declaration



		Independent Audit Opinion

		Independent Audit Opinion

		GfNA-IV-A-NA Independent Audit Opinion 



		IV-B – Change of NA contract and bank details



		Change of contract and bank details

		Overview form

		GfNA-IV-B-NA contract and bank details.doc



		Change of NA legal entity details

		Legal entity form

		http://ec.europa.eu/budget/execution/legal_entities_en.htm



		Change of NA bank accounts

		Financial identification form

		http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm



		IV-C – Report on irregularities and fraud



		Ad hoc report 

		Report on irregularities and frauds

		GfNA- IV-C-irregularity fraud report.doc



		IV-D – Request for waiver of recovery order



		Ad hoc report

		Request for waiver of recovery order

		GfNA-IV-D-recovery waiver request.doc





�	Regulation (EU) No 1288/2013 of the European Parliament and of the Council of 11 December 2013 establishing 'Erasmus+': the Union programme for education, training, youth and sport and repealing Decisions No 1719/2006/EC, No 1720/2006/EC and No 1298/2008/EC.



�      Regulation (EU, Euratom) No 966/2012 of the  European Parliament and of the Council 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 – OJ L 298 of 26/10/2012: and Commission Delegated Regulation C(2012)7507 final of 29 October 2012 on the rules of application of Regulation (EU) No 966/2012 of the European Parliament and of the Council on the financial rules applicable to the general budget of the Union – OJ L 362 of 31/12/2012.



� 	See Regulation, Chapter VIII, Management and audit system, Article 26, Implementing bodies.



� 	For example existing rules for the conduct of staff employed by public institutions.



� 	FR Art. 57(2): « … a conflict of interests exists where the impartial and objective exercise of the functions of a financial actor or other person, …, is compromised for reasons involving family, emotional life, political or national affinity, economic interest or any other shared interest with a recipient.»



� 	Refer for details to section “Dealing with irregularities and fraud” within chapter 3.



� 	E.g. communication on the outcomes of grant application assessments, taking grant award decisions, signature of grant agreements, authorisation of payments etc.



� Access to information and websites will take due account of the European Disability Strategy 2010-2020 COM(2010)636 final



� In the first year of the Programme, the double submission check will be limited to applications proposed for funding in that year of Erasmus+.



� 	Accredited organisations can be: higher education institutions holding an Erasmus Charter for Higher Education, organisations holding a VET mobility certificate and organisations accredited for the organisation of youth volunteering. 



� In the first year of the Programme, the verification of double funding will be limited to applications proposed for funding in that year of Erasmus+.



�  The rules on low value grants apply to each grant separately and therefore also in case the same organisation would apply for several grants of less than EUR 60.000 but the sum of which would exceed EUR 60.000. 







	However, in case no supporting documents were requested in the call for proposals and if the NA has doubts about the financial or operational capacity of an applicant – regardless of the amount of the grant to be awarded - the NA may request any appropriate document from the potential future beneficiary.







� 	See glossary in annex for definition of different types of criteria.



� 	The tolerable error is the maximum error rate found in the population tested, that the Commission would accept, without concluding that the results obtained are significantly erroneous. The possible errors, resulting from the primary checks by the NA, are cases of non compliance found with regard to the reality and eligibility of activities and expenses reported to the NA by the beneficiaries as well as with regard to the legality and regularity of the underlying transactions.



� 	Such measures may consist of correcting any weaknesses in the NA systems or increasing the minimum percentage and number of checks to be performed by the NA. If, however, the error rate is the result of a major single error, the NA may decide to take no other action but to correct the error concerned.



� This exception applies also to beneficiaries who have been subject to on-the-spot or system checks during the last two years of the predecessor programmes LLP and Youth in Action.



� 	Or between a Delegation Agreement under Erasmus+ and a Commission-NA Agreement under the Lifelong Learning or Youth in Action Programme.



� 	Point 14 of the Annex to decision 1720/2006/EC of the European Parliament and the Council. and paragraph "Checks and Audits" of the Annex to Decision n° 1719/2006/EC of the European Parliament and the Council.



� 	Article 1 of the Convention concerning the protection of the financial interests of the European Communities (OJ C 316 of 27.11.1995, page 49).



� 	Available at � HYPERLINK "http://ec.europa.eu./comm/budget/execution/ftiers_en.htm" �http://ec.europa.eu./comm/budget/execution/ftiers_en.htm�.



� 	Available at � HYPERLINK "http://ec.europa.eu/budget/execution/legal_entities_en.htm" �http://ec.europa.eu/budget/execution/legal_entities_en.htm�.
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1. Introduction

The National Agency (NA) is responsible for the checks of grant beneficiaries (primary checks) and controls of the decentralised actions. The purpose of these primary checks is checking that the actions and their components have taken place (activities undertaken, costs incurred, etc.), getting assurance that reports are reliable and that the underlying transactions are legal and regular. 


The aim of this document is to provide National Agencies with concrete guidance on how to design, organise and perform their primary checks under the Erasmus+ programme. It provides instructions and guidance in order to ensure a standardised and high quality performance of primary checks by the National Agencies. The information provided is complementary to the relevant provisions of the Guide for NAs.

2. New context under Erasmus+


Under Erasmus+, the environment for the NAs is quite different with the following main changes:

Firstly, there is a systemic change imposed by the Union Financial Regulation in force since January 2013. NAs are "delegated bodies" to which the Commission entrusts budget implementation tasks. As such, each NA will have to establish itself a yearly NA Management Declaration. Checks of beneficiaries are one essential building block for the NAs assurance system, but alongside it, NAs will have to reinforce their internal organisation, internal control system and risk management capacity in order to be able to provide an acceptable assurance level. 


Secondly, the new programme introduces a simplified management with simplified grants in particular. This has an impact on the scope and content of primary checks, mainly with regard to checks of supporting documents.


Lastly, the more structured and integrated use of IT tools will provide new or strengthened assurance elements, such as the unique registration of participating organisations facilitating a.o. double funding checks, systematic recording and exploitation of primary checks results, exchange of information on risk and problem cases between NAs and between NAs and DG EAC's executive agency EACEA etc. 

3. Objectives and scope per type of primary check


Checks are built up progressively: while the first level of checks (final report check) applies to all beneficiaries, the subsequent checks apply to decreasing samples of beneficiaries but go more in-depth in terms of checking supporting documents and systems and thus complement the previous level. 


Based on the simplified grant management system, checks will also have a different purpose. They will not consist essentially in checking reality and eligibility of expenses incurred, but will focus rather on:


· establishing whether the triggering event (e.g. travel, stay abroad) actually took place;


· checking whether the activities undertaken were in line with the applicable rules (e.g. eligible countries, duration, type of participants, coherence with approved grant application etc.);


· checking the quality of the undertaken activities; in case of insufficient quality (e.g. the intended learning was not undertaken during the stay abroad, the course provided is of an unacceptably low quality level), the grant may have to be further reduced.

Main focus of each type of primary check:


· final report check: 


· formal receivability of the final report


· evaluation of the activity report in relation to the results of the supported activity in terms of their quality and quantity, including their reality and eligibility


· depending on the type of the grant: evaluation of the financial statement in relation to the reality and eligibility of expenses reported and legality and regularity of underlying transactions


· where necessary and appropriate, certain supporting information may be requested systematically and checked for all beneficiaries as part of the final report. This will be the case in particular for basic information on mobility participants in Key Action 1 (through Mobility Tool) and for the products produced by Strategic Partnerships in Key Action 2 (to be made available through the Dissemination Platform)


· desk check: this type of check is an in-depth check undertaken at final report stage, on the basis of additional supporting documents to be provided by a sample of beneficiaries to prove triggering events for unit cost calculation (e.g. proof of participation in the form of  a declaration signed by the receiving organisation) and for real cost based grant items (e.g. travel tickets to establish the actual distance band and duration of a given mobility flow);


· On-the-spot check during the project implementation: this type of check is undertaken before the final report stage. It aims at checking in situ triggering events and quality of intermediate results based on elements that cannot be verified on the basis of supporting documents (e.g. whether the activity undertaken is the one described in the grant application, whether the learners are undertaking actually a traineeship in a company in the sector concerned, whether the class or youth exchange has a qualitative learning content);


· on-the-spot check after completion of the project: this type of check is undertaken after receipt of the final report and allows to check similar elements as a desk check complemented by a crosscheck with the beneficiary's accounting system, staff records and other elements that can be found only in situ (e.g. proof of existence and running of a course developed with the grant);


· systems check: check of systems and procedures for recurrent beneficiaries in mobility actions, complementing them with elements of on-the-spot checks in relation to specific grant agreements. The purpose of systems’ checks is to rely on the quality of internal control and compliance with the regulatory framework of a recurrent beneficiary. It also gives assurance on the legality and regularity of the most recent final report. 

4. Formal requirements/supervision

The NA shall make use of the standard checklists which will be provided by the Commission for all types of checks of decentralised actions that it is required to undertake. In case the NA performs primary checks before these standard checklists are made available by the Commission, NAs should document their checks in line with the requirements listed below. Every time an anomaly is detected, it should be fully described in the checklist and evidence thereof is attached for future reference. Thus only exceptions should be reported.


The purpose of the checklist is threefold:


· To list all the checks to be made in order to perform all the required tests and controls. Whenever judged necessary additional controls or tests can be added. 


· To identify the person who has performed the checks and to give a short description of the anomalies detected. Evidence of the anomaly has to be annexed (or referred to) in the checklist. After having completed each test or check the person concerned puts the date and his or her initials in a box.


· To draw a conclusion and propose further action after the completion of all checks and tests. 


The checklists shall contain a formal conclusion that can be fourfold: 


· to proceed with the payment or recovery (in this case, the conclusion shall indicate any amounts considered ineligible and the final amount of EU grant proposed, in respect of the predefined contractual rules);


· to request additional information (when the report is incomplete, unclear, or if there are inconsistencies);


· to terminate the grant agreement because the contractual conditions were not met and request a full reimbursement of any pre-financing made;


· to proceed to a more elaborate type of check.


For on-the-spot checks, the control team uses a checklist which includes all performed control steps. At the end of the fieldwork the participating staff members sign and date the checklist. Eventually, they prepare a draft audit report.  

It is good practice that supervision (i.e. validation of the report on the on-the-spot check) is ensured by a third staff member who has not been involved earlier in the grant award procedure for the beneficiary concerned. This person reviews the checklist, the draft report and the underlying documents and formally approves the draft report if he or she has assurance that all the checks have been carried out, are properly documented, that the appropriate conclusions have been drawn and that the draft report is clear and properly reflects the results of the checks done.

Working papers

The persons in charge of the on-the-spot checks shall keep on file all the documents they have used for their checks in a so-called 'working papers' file (on paper or electronically). It shall contain adequate information to justify the conclusions of the desk check of supporting documents and also give evidence of the checks carried out. It shall also contain the report of the visit and the correspondence and analyses of the adversary procedure with the beneficiary. The working papers' file can be kept on paper, in electronic format or can be a combination of both. The working papers' files shall be kept for inspection by the National Authority or the EU for the period required for supporting documents and as defined in Section 2.8 of the Guide for NAs.


The working papers' file has to contain the following sections:


•
The grant application (Eforms) and, where applicable, the accreditation of the organisation or consortium

•
The grant agreement and amendments

•
The final report of the beneficiary (Mobility tool and Epluslink)

•
The selection sheet (Excel printout, to be implemented in Epluslink)


•
The checklist relating to the analysis of the final report


•
The correspondence relating to the announcement of the on-the-spot check


•
The checklist relating to the on-the-spot checks


•
Documentation of anomalies found if any


•
The successive versions of the report on the on-the-spot check


•
The correspondence relating to the adversary procedure with the beneficiary


4. Random selection of primary checks

4.1. Objective

The NA has to make its selections at random. The objective of random sampling is double: on the one hand to assess whether EU funds are used for their intended purpose and in accordance with the applicable rules by the individual beneficiary checked; on the other hand, to assess the reliability and thus assurance level provided by the primary check system as a whole and by the different types of primary checks. 

The minimum percentages and numbers for primary checks provided for by the Commission are set per Delegation Agreement, which implies that only near the end of the realisation of the projects funded from the related Delegation Agreement, the required minimum percentages and numbers will have to be reached.

4.2. Timing for selection and population 

1.1.1 Final report check


KA1, KA2, KA3


No selection necessary since 100 % coverage (all final reports of all beneficiaries).

1.1.2  Desk check


KA1


The population for the yearly random sampling for this type of primary check consists of the entire number of signed grant agreements resulting from each call for proposals and each round.

The selection should be made once all these grant agreements are encoded in EPlusLink. 

KA2, KA3

The population for the yearly random sampling for this type of primary check consists of the entire number of signed grant agreements resulting of each call for proposals and each round.


The selection should be made once all these grant agreements are encoded in EPlusLink.

For Key Action 2 (Strategic Partnerships), the population for the sampling consists of three sub-populations, differentiating between three categories of grant levels: grant amounts lower than              € 60 000, grant amounts from € 60 000 to € 150 000, grant amounts as from € 150 000.

1.1.3 On-the-spot checks during the project implementation

KA1


Applicable fields: SE, AE, VET (non-recurrent beneficiaries), Youth


The population for the yearly random sampling consists of the entire number of signed grant agreements resulting of each call for proposals and each round.


The selection should be made once all these grant agreements are encoded in EPlusLink.

KA2


For Key Action 2 (Strategic Partnerships) the population for the yearly random sampling consists of the entire number of signed grant agreements resulting of each call for proposals and each round.


The selection should be made once all these grant agreements are encoded in EPlusLink. 


The population for the sampling consists of three sub-populations, differentiating between three categories of grant levels: grant amounts lower than € 60 000, grant amounts from € 60 000 to             € 150 000, grant amounts as from € 150 000.

KA3


The population for the yearly random sampling consists of the entire number of signed grant agreements resulting of each call for proposals and each round.


The selection should be made once all these grant agreements are encoded in EPlusLink.

1.1.4 On-the-spot checks after completion of the project

KA1, KA3

Systems’ checks include this type of checks. In addition to the required minimum number, more checks could be done based on the NA's risk assessment.

KA2


The population for the yearly random sampling consists of the entire number of signed grant agreements. The selection should be made once all these grant agreements are encoded in EPlusLink.

1.1.5 Systems’ checks

KA2, KA3


Not applicable.


KA1

At the beginning of each calendar year (N), starting as from the year 2015, the NA draws up a list of "top receivers" consisting of beneficiaries with mobility grant agreements signed in the previous year (N-1) and receiving a grant per call exceeding the € 450 000 grant threshold (for HE). For VET, systems’ checks should start with beneficiaries receiving over € 200.000 per call, for Youth these should start with beneficiaries receiving over € 100.000 per call.

The lists of "top receivers" are drawn up starting from the top receivers downwards. 

The same project (grant agreement) should not be checked twice during the same year by different types of checks. 

For further details see annex 1.

1.2 Minimum number 

The minimum number of primary checks that the NA has to carry out for each Key Action has been determined by the Commission as a result of a risk analysis. The minimum number of checks is expressed as a percentage of the number of grant agreements issued for a particular type of decentralised action with an absolute minimum number to be checked in any case under a given Delegation Agreement.

The attached tables (see annex 2) show the minimum required primary checks in terms of percentages and absolute numbers to be applied on the number of grant agreements covered by a Delegation Agreement. The differentiation of the minimum number of checks by action has been set on the basis of the known risks.

As regards on-the-spot checks and systems’ checks, NAs are not required to check again – with the exception of final report checks - the same beneficiary for the same Key Action and action type in the following two years if among the checks of these beneficiaries no errors or major problems are found in order to respect the principles of proportionality and cost-effectiveness.   

Minima for systems’ checks have been introduced also for VET and youth beneficiaries, in line with the approach for HE under the previous LLP programme. NAs are encouraged to undertake systems’ checks also after all top receivers are covered based on their risk assessment (newcomers, other risk factors). At the end of the programme period (2014-2020) all "top receivers" should have been subject to a systems check.

1.3 Tool  

NAs have to use the tool provided within the EPlusLink for making random selections as soon as it is available. Practical guidance: see Users Guide for EPlusLink.

1.4 Encoding


Selected grant agreements are automatically flagged in EPlusLink. The results of the checks will also have to be recorded in EPlusLink.

5. Risk-based selection of primary checks

1.5 Objective

As part of its overall assurance system, the NA will be obliged to implement a comprehensive risk management. Where the NA decides in this context that specific checks are needed based on its risk analysis, these will have to be undertaken again in addition to the minimum required checks based on the EC's overall risk analysis.

In case errors found for randomly selected grant agreements exceed the maximum tolerable error rate of 2 % (calculated per Delegation Agreement and per Key Action within each field of Education, Training and Youth) or in case frequently recurring errors are found, the NA will have to assess the causes of this situation and take the necessary remedial and precautionary actions, which it will have to detail in its yearly management declaration. In case the NA decides to undertake additional checks in this context, these checks will come on top of the minimum required numbers and percentages.


Examples of cases which might occur:


· Problems are discovered through an on-the-spot check during the implementation of a supported project. This could result in a decision to organise a desk check of supporting material upon receipt of the final report or to organise an on-the-spot check after the completion of the supported project.


· Problems are discovered during the analysis of the final report. This could lead to either a desk check of supporting documents or an on-the-spot check.


· Problems arising from a desk check may require the organisation of an on-the-spot check.


1.6 Encoding 

Grant agreements selected in addition to the required minimum number will be flagged in EPlusLink. 

Practical guidance: see User Guide for EPlus Link.

6. Timing for undertaking primary checks

1.7 Final report check

See NA guide par. 3.9.5.

1.8 Desk check

See NA guide par. 3.9.6.

It is important to correctly allocate which detected error/weakness results from which type of check. Therefore, the NA should start with and finalise the final report check and encode the results in EPlusLink and then do the same for the desk check. By doing so, EPlusLink will correctly reflect the results of each type of check.

1.9 On-the-spot checks during the project implementation 

These are undertaken before the final report stage. Here it is of crucial importance to organise the visit on a day where a maximum of elements can be checked such as: data and presence of project participants, agenda and quality of the event/meeting (e.g. multiplier event for Strategic Partnerships).

The check shall be announced to the beneficiary with a short notice period before the planned date of the visit.


In case a monitoring visit is organised simultaneously with an on-the-spot check, there shall be a clear division of responsibilities and tasks among the team members in charge of the combined visit. 

As stated in section 3.11.5 of the Guide for National Agencies, monitoring visits shall focus on collecting information on qualitative aspects of Programme management and on the effectiveness and impact of the granted project on the beneficiary organisation. The visits shall be used primarily to support and counsel the beneficiary as well as to gather and disseminate good practice examples. Contrary to a primary check visit, a monitoring visit is not necessarily related to a specific grant agreement and may cover a different period of time. Furthermore, a monitoring visit may be considered necessary in consequence of the beneficiary's past difficulties or in response to current problems. The focus of a monitoring visit is thus different from that of an on-the-spot check.

Different reports should be made – or if a single report is made, the parts related to the monitoring and the on-the-spot check should be clearly differentiated within the report - and feed-back to the beneficiary should differentiate clearly which recommendations relate to the on-the-spot check and which relate to the monitoring visit.

1.10 On-the-spot checks after completion of the project

These checks are applicable for Key Action 1 (as part of the systems’ checks – phase 2) and for Key Action 2 (Strategic Partnerships). Since in Strategic Partnerships, beneficiaries are likely to be non-recurrent beneficiaries, it is highly recommended that the checks are carried out before payment of the balance of the grant amount.

The check shall be announced to the beneficiary after the actual receipt of the final report by the NA.

1.11 Systems’ checks

The systems' checks are carried out in the same year their selection takes place.

For further details see annex 1.


8. Principles on who can perform primary checks

1.12 Segregation of duties


See Guide for NAs (par. 2.3.2 - Segregation of duties)

1.13 Conflict of interest

See Guide for NAs (par. 3.9.3 – Formal requirements)

1.14 External experts


See Guide for NAs (par. 3.9.5 – Assessment of final reports)

1.15 On-the-spot checks


See Guide for NAs (par. 3.9.7 – On-the-spot checks).


Who can carry out on-the-spot checks?

Staff of the NA: in case the visit is performed by two persons, the staff member leading the visit cannot have been involved in the counselling or grant award process of the action (= the supported project) concerned. It is good practice that the staff member in question has not been involved in the assessment of the final financial report for the grant agreement concerned. 


For the second staff member the incompatibilities are less strict as he/she works under the responsibility of the person in charge. The person can be a project manager, who may also perform a monitoring visit simultaneously with the on-the-spot check. The second person may – in particular in smaller National Agencies – have been involved in the grant award process of the action concerned.


External auditors: The National Agency can decide to outsource to external auditors all or some of the on-the-spot checks after the receipt of the final report, provided that these auditors are not involved in other audit tasks in the National Agency (including for the preparation of the opinion on the Yearly Management Declaration).


In all cases the National Agency has to make sure that the external auditors are sufficiently qualified and independent. They also have to be made sufficiently aware of the particularities of the decentralised action grants and have to understand fully concepts such as eligibility and compliance with conditions of the regulatory framework. They shall be instructed to report all anomalies that have a (potential) financial impact, even if for a statutory assignment they would have considered these as immaterial.


External auditors have to follow exactly the same procedures as the National Agency staff in charge off on-the-spot checks. This implies that they have to respect the timing, to use the standardised checklists which will be provided and to follow the reporting and the adversary procedure established by the NA. They have to sign a declaration on the prevention of conflicts of interests and they have to disclose all findings.

Other NAs for mobility activities abroad: The most effective method for checking that the activities take place and comply with the rules of the action is to check them while they happen. In general, the National Agency managing the grant agreement is the NA of the sending organisation. There is no objection to organise on-the-spot checks abroad, but from a cost/benefit viewpoint the NA could consider involving the NA of the hosting country. The Commission encourages National Agencies to agree on a bilateral basis on such checks. However, the final responsibility and follow-up requirements remain with the NA that has signed a grant agreement with the beneficiary.

9. Encoding of results and error rate calculation

For all checks, the NA shall register the results in EPlusLink. A new "budget version" will be created in EPlus Link after encoding the results of each different type of primary check performed. Each new budget version will be calculated automatically on the basis of formulae provided in the Guide for NAs par 3.9.2.

Practical guidance: see Users Guide for EPlusLink.

Annex1: Minimum requirements for systems’ checks 


1. approach 


For recurrent beneficiaries in HE, VET and YOU in KA1 mobility grant agreements, a double approach is followed: 


· The larger beneficiaries will be subject to systems' checks. 


· Furthermore, a sample of beneficiaries will be subject to desk checks of supporting documents/material relating to the final report of the most recently finished grant agreement. It has to be remembered that these checks take place at the completion of the project, not during the project implementation.


2. The selection guidelines for Systems' Checks


The principle is that systems' checks have to be performed in required numbers if the following thresholds per filed are reached:


- for HE with beneficiaries receiving over € 450.000 per call under Erasmus+ KA1  

- for VET with beneficiaries receiving over € 200.000 per call under KA1, 

- for Youth with beneficiaries receiving over € 100.000 per call (all rounds) under KA1. 


At the beginning of each calendar year (N), the NAs shall draw up a list of "top receivers" consisting of beneficiaries of Erasmus+ KA1 in the previous year (N-1) and exceeding the grant thresholds (€ 450.000 for HE, € 200.000 for VET and €100.000 for Youth). This list of "top receivers" should be drawn up from the biggest grant receiver (which has not yet been subject to a satisfactory systems check since 01/01/2014) down. 

When all top receivers have been checked during the Erasmus+ programme period, NAs are encouraged to select smaller beneficiaries to be checked based on their own risk assessment criteria and proportionality of the systems' checks compared to the grant the smaller beneficiary received.


All the selected systems’ checks should be finished and the reports completed by 31 December of the year in which they have been selected (N).

For HE, for the first academic year 2014/2015, the list of top receivers is established in the beginning of the year 2015 as indicated earlier (paragraph 5.2.5). The systems’ checks for the selected beneficiaries will include an on-the-spot check after completion of the project of the most recent grant agreement for which the final report has been sent to the NA. For 2015 this will be the LLP Erasmus grant agreement implemented in the year 2013/2014.


The number of systems’ checks per year for National Agencies can be summarised as follows (starting from the biggest grant receiver downwards):


Table A: minimum number of systems’ checks per year per call until all top receivers are checked

		HE

		VET 

		Youth



		KA1 learning mobility
(staff – learners)

		KA1 learning mobility
(staff – learners)

		KA1 learning mobility 


(staff and learners)



		6 systems’ checks (for NAs with 40 or more top receivers)



		4 systems’ checks (for NAs with 10 or more top receivers)



		3 systems check (for NAs with 5 or more top receivers)


1 systems  check (for NAs with 1 to 5 top receivers)



		4 systems’ checks (for NAs with less than 40 top receivers)*

		2 systems’ checks (for NAs with less than 10 top receivers)*

		



		

		

		





* NB: If the number of top receivers for an NA is lower than 4 (HE) or 2 (VET) respectively, then the minimum number of systems' checks would be that number.


Important to note is that the same beneficiary cannot undergo in the same year a desk check for a project and a systems check. For VET and Youth: the same beneficiary cannot be selected in the same year for an on-the-spot during project implementation and a systems check. Furthermore, NAs are not required to perform systems’ checks at the same beneficiary for the rest of the programme period if no major problems were found.




At the end of the programme period (2014-2020) all "top receivers" should have been subject to a systems check. For the mobility consortia in HE among the "top receivers" such a systems check is an obligation.


NAs can select more beneficiaries for systems’ checks on the basis of criteria defined by the NAs themselves (e.g. newcomers or other risk related factors). 


3. Methodology for systems’ checks

A systems check consists of two phases: 


Phase 1: The analysis of procedures and systems focussing at the compliance of the systems in place within the beneficiary organisation (respect of conditions, minimum internal control and reporting, etc.). The quality of procedures and internal control systems of the beneficiary as well as compliance with the contractual framework are verified. 


Phase 2: an on-the-spot check of the final report of the most recent grant agreement for which the final report has been sent to the National Agency will be carried out which will also include the compliance tests. The check gives assurance on the regularity and reality of the cost claim of the final report, determines a quantified error rate and also confirms that the systems analysed in the system check are respected.


In case that the error rate found as a result of this check is higher than 2% compared with the final grant requested in the final report
 or with the maximum grant amount awarded whichever is the lowest, additional checks will be carried out on preceding grant agreements with that beneficiary.


For phase 1, the different procedures according to the field concerned are to be checked:


· Existence and compliance with basic accreditation documents/charter such as the Erasmus Charter for HE or the Mobility Consortium Certificate, if applicable


· Existence and compliance of the inter-institutional agreements


· Compliance of the agreements between the beneficiary and the participants with the model agreements that contain all minimum requirements


· Recognition of the outcomes of the mobility periods, using ECTS or an equivalent system  


· Procedures to avoid multiple funding by participants or departments/faculties (who can adhere to a mobility consortium)


· Selection of participants (learners and staff): criteria (for selection, and if applicable, determining the grant amount), timing, information, lists with applicants and list with selected participants, reserve lists, priority given to learners and staff with special needs, specific national or institutional criteria, declaration of conflict of interest, transparency, etc.


· Determination of the initial grant allocation


· Grant reallocation procedure, if applicable


· Reporting to the NA: required format, tools, timing, etc.


· For mobility consortia: agreements between the members, legal situation of the consortium, legal personality of the coordinator, etc.


· Traceability of the payments (from and to the NA and the beneficiaries) in the accounts (bank accounts and bookkeeping)


· Compliance with financial rules: a.o. flexibility between activities, respect of grant levels or brackets, etc.

· Respect of visibility rules of the programme


· Delivery mechanisms for support to students, staff, youth, volunteers…

· Management of the mobility cycle


· Document management


· Check of eligibility of participants, duration, programmes… 


4. Checks of individual participants' files (only for HE and VET)

4.1 Selection method for individual files to be checked


The method is common for desk checks and on-the-spot checks.


The obligation to check files of individuals participating in projects containing mobility activities will be limited to the beneficiaries selected for a systems’ check (which includes an on-the-spot check), a desk check (or an on-the-spot check). The minimum numbers and percentages of individual mobility files to be checked are set out in table B below.


Table B: Minimum numbers and percentages of checks of individual mobility files


		Numbers and percentages of individual mobility files (agreements with participants) to be checked in a desk check or on-the-spot check



		Number of individual mobility agreements per project

		Minimum percentage of files to be checked

		Minimum numbers of mobility files to be checked



		

		% Learner mobility 

		% Staff mobility 

		Number of learners

		Number of staff



		≥ 500 agreements

		1%

		2%

		10

		5



		< 500 and  ≥ 100 agreements

		2%

		4%

		5

		



		< 100  and  ≥ 5 agreements

		N/A

		N/A

		

		



		< 5 agreements

		N/A

		N/A

		All

		All





In case that a beneficiary is selected for a check the letter announcing the check to the beneficiary has to include a request to make available the lists of individual participants (in Excel format) concerning the relevant final reports. After receipt of these lists the National Agency will use another Excel spreadsheet for selecting at random the individual mobility agreements/files for which detailed checks will be made (based on the sample sizes set out in Table B). 


4.2 Elements to be checked, if applicable

· The grant agreement and possible amendments with the participant

· The learning agreement for learner mobility signed by all parties


· The staff mobility agreement  signed by all parties


· Travel documents, if applicable 


· Disclose if the individual beneficiary belongs to one of the following categories: person with special needs,  zero grant students or staff


· The final report (after completion of the mobility)


· Bank statements proving payment of the grant to the individual beneficiary


· Credit recognition, transcripts, traineeship certificates, certificate of attendance or any report by the receiving institution/organisation.

Annex 2 : minimum required checks 


		Minimum required primary checks for KA1 per call 

		

		

		

		

		



		

		

		

		

		

		

		



		 

		SE

		VET

		HE

		AE

		Youth



		 

		staff

		staff – learners 


(recurrent beneficiaries)

		others 


(non-recurrent beneficiaries)

		staff - learners 

		staff

		EVS - Youth workers - Youth exchanges



		 

		 

		 

		 

		 

		 

		 



		Final report check

		100%

		100%

		100%

		100%

		100%

		100%



		 

		 

		 

		 

		 

		 

		 



		Desk check

		 

		 

		 

		 

		 

		 



		 

		5%

		5%

		5%

		5%

		5%

		10%



		 

		10

		10

		10

		min. 1 grant agreement if NA has < 30 KA1 grant agreements of the same type per call,


otherwise min. 2 grant agreements 

		10

		10



		 

		 

		 

		 

		

		 

		 



		On-the-spot during project implementation

		 

		 

		 

		 

		 

		 



		 

		1%

		n/a

		1%

		n/a

		1%

		2%



		 

		1

		n/a

		2

		n/a

		2

		3



		 

		 

		 

		

		 

		 

		 



		Systems check

		 

		 

		 

		

		 



		 

		n/a

		4 (10 or more top receivers)

		6 (40 or more top receivers)

		n/a

		3 (5 or more top receivers)



		 

		 

		2 (less than 10 top receivers)

		4 (less than 40 top receivers)

		 

		1 (less than 5 top receivers)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		



		

		

		

		

		

		



		

		KA2 Strategic Partnerships - minimum requirements for primary checks per field per call

		



		

		

		

		

		

		



		

		Type of primary check

		grant amount in € per field



		

		 

		< 60.000

		60.000 - 150.000

		150.000 - 450.000



		

		 

		 

		 

		 



		

		Final report check

		100%

		100%

		100%



		

		 

		 

		 

		 



		

		Desk check

		2%

		5%

		10%



		

		min #

		1

		2

		2



		

		scope

		only mobility

		all grant items

		all grant items



		

		 

		 

		 

		 



		

		On-the-spot check during the project implementation

		0,5%

		1%

		1%



		

		min #

		1

		1

		1



		

		 

		 

		 

		 



		

		On-the-spot check after completion of the project

		1%
1 for SE/HE and 2 for VET/AE/Youth



		

		(only if intellectual output)

		



		

		min #

		



		

		

		

		

		



		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		KA3 Youth structured dialogue - minimum requirements for primary checks

		

		



		

		

		

		

		

		



		

		Type of primary check

		%

		number

		

		



		

		 

		 

		 

		

		



		

		Final report check

		100%

		all

		

		



		

		 

		

		 

		

		



		

		Desk check

		10%

		2

		

		



		

		 

		

		 

		

		



		

		On-the-spot check during project implementation

		2%

		2

		

		



		

		

		

		

		

		



		

		

		

		

		

		





Annex3: supporting documents to be checked


KA1 Learning mobility of individuals - supporting documents to be checked for KA1


		Parameters for grant calculation per grant item

		Final report check

		Desk check



		

		

		



		 

		(max attachments: 5; max 5 MB)

		 



		 

		

		 



		Travel

		

		 



		per mobility: from to destination:

		a) for all mobilities except Youth exchanges: registration of mobility per participant in Mobility Tool+
b) for Youth exchanges: signed list of attendance to be attached


		proof of distance band for each person: for real costs (travel tickets, boarding passes, invoices for travel), otherwise certificate of attendance from the receiving organisation
 (distance/destination/dates)



		 

		 

		 



		Individual support 

		

		 



		Education and training

		registration of mobility per participant in Mobility Tool+


		-  documentary proof of mobility and duration (travel docs,…);
- certificates of attendance issued by receiving organisation
- proof of receipt of funds by participants
- signed learning/training/staff mobility agreement



		Youth

		registration of mobility per participant
(this information is available in Mobility Tool)

		for EVS: proof of receipt of pocket money by volunteers



		 

		

		 



		Organisational support

		

		 



		Education and training: numbers of participants

		registration of mobility per participant
(this information is available in Mobility Tool)

satisfaction of mobility participants (in Mobility Tool)

		- proof of inter-institutional agreements


- proof of pedagogical/intercultural/linguistic preparation 
- proof of monitoring/tutoring done

- proof of support system and services for participants in line with the ECHE/VET Charter
- proof of certification/validation/recognition of learning outcomes (ECTS, Europass)
- signed learning/training/staff mobility agreements (EVS + Youth workers)




		Youth: number of participants per day

		a) for all mobilities except Youth exchanges: registration of mobility per participant
b) for Youth exchanges: signed list of attendance to be attached
(this information is available in Mobility Tool)

		- proof of preparatory activities 
- proof of mentoring/tutoring, proof of validation  and registration of learning outcomes (Youthpass)
- satisfaction of mobility participants (in Mobility Tool)
- signed learning/training agreements (EVS and Youth workers)



		 

		

		 



		Linguistic support

		

		 



		# participants and duration per activity

		registration of mobility per participant
(this information is available in Mobility Tool)

		- proof of course material bought/course taken
- language (must be a language of instruction/work)



		 

		

		 



		course fees

		

		 



		# days (max 10 days)

		a) registration of mobility per participant
b) certificate of attendance issued by course organiser
(this information is available in Mobility Tool)

		(a) original invoices, payments
(b) personalised certificate of attendance issued by course organiser



		 

		

		 



		Special needs support

		

		 



		description of special needs per person (real costs)

		Information available in the final report.

		(a) original invoices; payments
(b) Any other relevant documentary proof (proof of disability…);



		 

		

		 



		Exceptional costs

		

		 



		description of exceptional costs (real costs)

		original invoice or supporting document with proof of payment

		(a) original invoices of travel, accommodation, visa, residence permit,...
(b) Any other relevant documentary proof



		

		

		



		

		

		



		Key checks for on-the-spot during project implementation or after the completion of the project

		Key checks for systems check  of recurrent and accredited beneficiaries



		- check eligibility of participants for the action

		- check selection process of participants

		 



		- check coherence of participants with application

		- check arrangements for pedagogical/intercultural/linguistic preparation



		- check eligibility of activities

		- check learning/ staff mobility agreements

		 



		- check quality of mobility activities

		- check tutoring/mentoring and other support arrangements

		 



		 

		- check certification/validation/recognition of learning outcomes



		 

		- check procedures for financial and contractual management of grants



		

		

		





		KA2 - Strategic Partnerships - supporting documents to be checked

		

		

		

		



		

		

		

		

		



		Parameters for grant calculation per grant item

		final report check

		desk check

		on-the-spot check during project implementation

		on-the-spot check after the completion of the project



		

		

		

		

		



		 

		(max 5 attachments and 5 MB)

		 

		 

		 



		 

		 

		 

		 

		 



		Project management and implementation 

		 

		 

		 

		 



		# participating organisations

		proof of output/products (pictures, videofilms, websites…) if not yet available in the dissemination platform

		 

		YES (during project meeting)
quality check of project activities undertaken (subject, purpose, relevance in relation to expected project output/outcome...)

		YES 
quality check of project activities undertaken (subject, purpose, relevance in relation to expected project output/outcome...)



		duration of the project

		

		

		

		



		Transnational project meetings

		 

		 

		 

		 



		# meetings

		Information available in the final report

		(a) proof of participation (travel tickets/invoices)
(b) proof of distance band for each participant (travel tickets/invoices)
(c )signed attendance list of each meeting with indication of date, place, agenda and purpose

		YES (during project meeting)
(a) eligibility check of all signed attendance lists so far  (travel tickets/invoices)
(b) quality check of meetings (subject, purpose, relevance in relation to expected project output/outcome...)

		YES 
(a) eligibility check of all signed attendance lists so far  (travel tickets/invoices)
(b) quality check of meetings (subject, purpose, relevance in relation to expected project output/outcome...)



		# participants

		

		

		

		



		date

		

		

		

		



		place

		

		

		

		



		 

		

		 

		

		



		Intellectual outputs

		 

		 

		 

		 



		per activity:

		proof of output/products (curricula, courses, handbooks, IT tools, etc.) if not yet available in the dissemination platform

		timesheets for each person covered by unit costs specifying organisation, name, profile, work delivered on project in direct relation to approved activities/outputs planned

		YES
(a) eligibility check: crosscheck of profile of participants with entity related documents
(b) quality check: check quality of work-in-progress: in line with expected output/outcome?

		YES
(a) Crosscheck of supporting documents with entity's staff category's, time registration and payroll administration (checking occurrence not actual costs incurred)



		# days per category of staff and per country

		

		

		

		



		Multiplier events

		 

		 

		 

		 



		per activity:

		agenda of event showing evidence of multiplier purpose for outputs realised by the project under "intellectual outputs"

		(a) attendance list signed off by each participant with indication of country of origin and contact data;
(b) satisfaction survey data provided for at the end of each event by participants;

		YES (during multiplier events)
(a) eligibility check of all signed attendance lists (completeness, correctness)
(b) quality check: content of event (relevance, potential impact, satisfaction survey)

		YES
(a) Crosscheck of supporting documents with entity organising event in terms of costs incurred for organising the event (checking occurrence not actual costs incurred)



		# participants from host country

		

		

		

		



		# participants from abroad

		

		

		

		



		Transnational learning/teaching/training activities

		 

		 

		 

		 



		travel:

		signed attendance lists and/or certificates of attendance issued by host organisation

		(a) proof of distance band for each person (travel tickets / invoices)
(b) proof of mobility and duration (travel tickets / accommodation proof)
(c) proof of linguistic support and payment for it (invoice, courses, notes...)
(d) for short term mobility: signed attendance lists
(e) for long term mobility: report from participants (learning/training agreement)

		YES (in case of short-term mobility of groups of participants)
(a) eligibility check of distance band and signed attendance lists (travel tickets/invoices), duration (accommodation proof), linguistic support (invoice, courses, notes…)
(b) quality check: content of learning/teaching/training activities (courses...) in line with grant agreement?

		YES :in case of short-term mobility of groups of participants
(a) eligibility check of distance band and signed attendance lists (travel tickets/invoices), duration (accommodation proof), linguistic support (invoice, courses, notes…)
(b) quality check: content of learning/teaching/training activities (courses...) in line with grant agreement? In case of long-term mobility check in addition : if linguistic support: check actual provision of course/purchase of learning material for the language of instruction/work abroad



		distance band for each person

		

		

		

		



		 

		

		

		

		



		subsistence (same basis as for KA1):

		

		

		

		



		# days for staff mobility (short term mobility)

		

		

		

		



		# days for learners mobility (short term mobility)

		

		

		

		



		# days and destination  for staff mobility (long term mob)

		

		

		

		



		# days and destination  for school pupil  mobility (long term mob)

		

		

		

		



		 

		

		

		

		



		linguistic support:

		

		

		

		



		# participants and duration per activity

		

		

		

		



		Special needs support

		 

		 

		 

		 



		specification of special needs for persons (real costs)

		Information available in the final report

		(a) original invoice or other supporting document with proof of payment
(b) other proofs such as proof of disability

		YES: check participation in project activities of persons with special needs

		YES: Crosscheck of supporting documents with entity's accounting 



		Exceptional costs

		 

		 

		 

		 



		specification of services or goods (real costs)

		original invoice or other supporting document with proof of payment

		 

		YES: check existence of contract of service provided and/or presence of good purchased

		YES: Crosscheck of supporting documents with entity's accounting 





		KA3 - Youth structured dialogue - supporting documents to be checked

		

		

		



		

		

		

		



		Parameters for grant calculation per grant item

		final report check

		desk check

		on-the-spot check during action



		

		

		

		



		 

		 

		 

		 



		 

		 

		 

		 



		Organisational support

		 

		 

		 



		# participants

		proof of results useful for policy-making on agreed themes

		 

		YES (during meeting / event / consultation)
quality check of discussions (subject, purpose, relevance in relation to policy-making)



		# meetings/events/consultations

		

		

		



		destination country

		

		

		



		duration of the meetings/events/consultations

		

		

		



		Travel

		 

		 

		 



		# meetings/events/consultations

		All documents attached to the final report

		(a) proof of participation (travel tickets/invoices)
(b) proof of distance band for each participant (travel tickets/invoices)
(c )signed attendance list of each meeting with indication of date, place, agenda and purpose

		YES (during meeting / event / consultation)
(a) eligibility check of all signed attendance lists so far  (travel tickets/invoices)
(b) quality check of meetings / events / consultations (subject, purpose, relevance in relation to expected results)



		# participants

		

		

		



		distance band for each person

		

		

		



		 

		

		

		



		Special needs support

		 

		 

		 



		specification of special needs for persons (real costs)

		All documents attached to the final report

		(a) original invoices;
proof of payment
(b) Any other relevant documentary proof (proof of disability,…);

		YES: check participation in project activities of persons with special needs



		Exceptional costs

		 

		 

		 



		specification of services or goods (real costs)

		original invoice or supporting document with proof of payment

		(a) original invoices of travel, accommodation, visa, residence permit,...
(b) Any other relevant documentary proof

		YES: check existence of contract of service provided and/or presence of good purchased





� 	In case the financial check is done after the final report check following which the NA already determined the final grant amount awarded, the error rate is the difference between the final grant amount awarded by the NA on the basis of the final report check and the grant amount awarded by the NA following the financial check.
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Assessment criteria Call 2014
Call 2014 KA103 mobility projects for single HEI beneficiaries and mobility consortia

Assessment criteria for the final beneficiary reports

For 2014, projects should be evaluated taking into account the specificities of this first year of implementing Erasmus+ Higher Education mobilities. 2014 was a transition year, with many changes to be tackled by higher education institutions. Final scoring of the beneficiary reports should reflect this context. 

Scoring of the final report of the project:

· The maximum score is 100 points.


· Above 75 points: the project is considered very good to excellent in terms of qualitative and quantitative results and these results are worth disseminating more widely.


· Between 50 and 75 points: the project is considered average to good.


· Below 50 points: there are serious concerns on the compliance with the ECHE and other implementation issues. Such a low score should be applied in exceptional cases. Consequences of the low score are set out in the grant agreement, annex III part B.


At the end of each assessment criterion, the relevant section in the final beneficiary report and the maximum total points for that question are indicated.

Assessment criteria:

1. Quality of the project implementation - qualitative objectives: the extent to which the original qualitative objectives of the project were met (related to the ECHE commitments and, where applicable, the mobility consortium accreditation) – Maximum 40 points: 

1.1 Did the implementation of the mobility project respect the requirements set out in the ECHE? 

In particular, did the beneficiary efficiently implement the following ECHE provisions and how did the beneficiary resolve any related difficulties:


· Support to participants (information, selection, preparation, monitoring and specific support)


· Linguistic support


· Recognition of learning outcomes


· Cooperation with transnational partners (setting up of inter-institutional agreements, information, communication)

In order to evaluate this question, please refer to the following sections of the final beneficiary report: "Description of the Project", "Implementation of the Project : Practical Arrangements and Project Management, linguistic support, other support", "Participant Feedback on Erasmus Charter Provisions", "Compliance with the Erasmus Charter for Higher Education". Maximum score is 30 points.

1.2 The extent to which the outbound and inbound participants were very satisfied or rather satisfied with their mobility experience in general and relevance of the beneficiary's explanations.

In order to evaluate this question, please refer to the following section of the final beneficiary report: "Feedback on General Issues". Maximum score is 10 points.


1.3 Question relating exclusively to consortium projects: Did the participating organisations of the consortium effectively and efficiently cooperate and contribute to the project in line with the approved mobility consortium accreditation application?


In order to evaluate this question, please refer to the following section of the final beneficiary report: "Description of the Project".  Maximum score for this question is 5 points while the score of the ECHE compliance question 1.1. is reduced to 25 points.

2. Quality of the project implementation – quantitative objectives: the extent to which the original quantitative objectives of the project were met – Maximum 40 points:

2.1.  The extent to which the planned mobility activities (as set out in the grant agreement) were achieved or exceeded and relevance of the beneficiary's explanations.

In order to evaluate this question, please refer to the following section of the final beneficiary report: "Description of the Project", "Activities – Overview of Activities". Maximum score is 30 points.


2.2. The extent to which the mobility grant budget (as set out in the grant agreement) was efficiently managed by the beneficiary to deliver the planned mobility activities (or even more) and relevance of the beneficiary's explanations. 

In order to evaluate this question, please refer to the following section of the final beneficiary report: "Budget". Maximum score is 10 points.

3. Impact and dissemination – Maximum 20 points:

3.1. The relevance of the expected impact as described in the section "Learning outcomes and impact". 

Maximum score is 10 points.

3.2. The relevance of the dissemination activities as described in the section "Dissemination of Project Results".


Maximum score is 10 points.

* * *
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In line with the Regulation establishing the Erasmus+ Programme (Regulation)[footnoteRef:2] actions are implemented at national level by a network of National Agencies in the framework of indirect management, in accordance with the Financial Regulation (FR) and its Rules of Application (RAP)[footnoteRef:3].  [2: 	Regulation (EU) No 1288/2013 of the European Parliament and of the Council of 11 December 2013 establishing 'Erasmus+': the Union programme for education, training, youth and sport and repealing Decisions No 1719/2006/EC, No 1720/2006/EC and No 1298/2008/EC.]  [3:       Regulation (EU, Euratom) No 966/2012 of the  European Parliament and of the Council 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 – OJ L 298 of 26/10/2012: and Commission Delegated Regulation No.1268/2012 of 29 October 2012 on the rules of application of Regulation (EU) No 966/2012 of the European Parliament and of the Council on the financial rules applicable to the general budget of the Union – OJ L 362 of 31/12/2012.] 


The organisation designated as National Agency (NA) by the National Authority of the Programme Country, shall comply with a number of minimum requirements, applicable both to the general structure and functioning of the NA as well as to its management of the Programme[footnoteRef:4]. Compliance with these requirements is compulsory to ensure sound and efficient management of EU funds. [4:  	See Regulation, Chapter VIII, Management and audit system, Article 26, Implementing bodies.] 


In addition, National Agencies are responsible for the successful implementation of the Programme at national level in terms of quality and impact. As such, NAs have to accomplish a number of tasks that will contribute to realising a high return on investment of the EU funds that they manage and that ensure that the Programme is implemented in full respect of the policy priorities and contribute to high quality results and impact of the Programme.

The present Guide for National Agencies, hereinafter referred to as “Guide for NAs”, sets out the minimum requirements for the internal control standards applicable to NAs and for the management of the project lifecycle. 

As part of the Delegation Agreement signed between the Commission and each NA, the Guide for NAs is contractually binding for NAs. As such, it is the reference framework for the key controls and supervision of the NA that will be undertaken by the Commission and the National Authority, as well as the Independent Audit Body. 

The Commission reserves the right to amend the Guide for NAs as appropriate. As the Guide for NAs constitutes a contractual annex to the Delegation Agreement, the NA shall obtain prior authorisation in writing from the Commission in case it wishes to deviate from any of the obligations set out in the Guide for NAs.  

As a transitional measure, the NA is also responsible for continuing and winding up the management of the Commission-NA agreements under the Lifelong Learning (LLP) and Youth in Action (YiA) Programmes (2007-2013). The NA shall apply the rules for the management of the project lifecycle set out in the present Guide for NAs also to the Programme actions and funds covered by previous Commission-NA Agreements. However, the rules applicable as of 2014 shall not apply retroactively to the management of actions which have already been finalised before the entry into force of the 2014 version of the Guide for NAs.
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Standards of internal control for NA operations
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2.1. [bookmark: _Toc417410392]Ethical and organisational values 
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In support of the above, the NA shall have[footnoteRef:5] or develop a policy on ethical and organisational values, resulting in clear and formalised rules for NA staff members. These rules shall constitute a code of conduct for NA staff and comprise preventive and corrective measures.  [5:  	For example existing rules for the conduct of staff employed by public institutions.] 


The rules for NA staff shall cover at least the following areas: prevention of conflicts of interest[footnoteRef:6] including a disclosure obligation; use of official information and public resources; working outside the NA; receiving gifts or benefits; dealing with and reporting on irregularities and fraud; whistle blowing. [6:  	FR Art. 57(2): « … a conflict of interests exists where the impartial and objective exercise of the functions of a financial actor or other person, […], is compromised for reasons involving family, emotional life, political or national affinity, economic interest or any other shared interest with a recipient.»] 


The rules shall clearly establish the rights and obligations of the NA staff in terms of signalling actual or suspected wrongdoing. It shall set out the formal chain of responsibility and procedures to follow, including in terms of reporting to the Commission. The NA shall systematically inform the Commission of (presumed) cases of irregularity and fraud[footnoteRef:7] occurring at NA level.  [7:  	Refer for details to section "Dealing with irregularities and fraud" within chapter 3.] 


NA staff shall be systematically and formally informed of the applicable rules on ethical and organisational values, which shall be made binding on them. In addition and as appropriate, the NA shall offer guidance and training to its staff to raise their awareness and common understanding of the rules as well as to give them advice on how to apply the rules in practice. 
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2.2.1. [bookmark: _Toc156367278][bookmark: _Toc217029429][bookmark: _Toc353886813][bookmark: _Toc354860486][bookmark: _Toc370468199][bookmark: _Toc417410394]General requirements

1. The NA shall have or be able to use sufficient staff in number and qualification to deliver quality work in the following areas:

Information and promotion, evaluation and impact analysis, as well as dissemination and exploitation of results in all areas of the Erasmus+ Programme;

Project management in all Programme fields, in particular with regard to the evaluation of grant applications and counselling/monitoring of projects and beneficiaries; 

Contract and financial management and accounting;

Control strategy and checks of beneficiaries;

Human resources management;

Office and IT management, in particular management of hardware and software for regular office purposes and programme management tools;

Internal control systems and internal audit activities.

2. In order to cooperate and communicate effectively with the Commission and the network of National Agencies in the Programme Countries, NA staff shall have adequate foreign language skills and be able to operate in the working languages of the Commission.

3. In order to deliver high quality work in the areas related to the management of decentralised actions of the Programme, the NA staff shall have adequate knowledge of the national and European policy context and of international cooperation in the field of education, training and youth.

4. The NA may draw on human resources from transversal services of its hosting organisation or, in so far as there is no delegation of budget implementation tasks involved, from external bodies for certain tasks related to the implementation of the Programme or the management of the NA.

5. The NA may not delegate any task of budget implementation involving public mission discretionary powers such as awarding of grants or public contracts, making budgetary and legal commitments, validating and authorising expenditure, establishing and issuing recovery orders. As a consequence, the tasks for which the NA may draw human resources from external contractors are those for which technical expertise may be needed (such as audit, accounting or IT support and maintenance) or other support tasks (such as archiving). See also section on procurement and sub-contracting. 
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2.1 [bookmark: _Toc416867061][bookmark: _Toc416870037][bookmark: _Toc416870230][bookmark: _Toc417381454][bookmark: _Toc417381638][bookmark: _Toc417382041][bookmark: _Toc417382227][bookmark: _Toc417410402]
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2.2.1 [bookmark: _Toc416867063][bookmark: _Toc416870039][bookmark: _Toc416870232][bookmark: _Toc417381456][bookmark: _Toc417381640][bookmark: _Toc417382043][bookmark: _Toc417382229][bookmark: _Toc417410404]

[bookmark: _Toc417410405]Recruitment

1. For the recruitment of staff, the national or statutory regulations of the organisation hosting the NA apply.

2. The recruitment of staff shall be organised in a transparent way (e.g. by specifying selection criteria), ensuring equal opportunities to potential candidates and preventing absence of conflicts of interest. 

[bookmark: _Toc156367280][bookmark: _Toc217029431][bookmark: _Toc353886815][bookmark: _Toc354860488][bookmark: _Toc370468201][bookmark: _Toc417410406]Tasks and responsibilities

1. NA staff members shall be adequately informed of their responsibilities and main tasks, as well as of the competences required for the job. They shall be in particular duly informed about the existing rules for delegation and financial responsibility. 

2. NA staff members shall be formally notified of the above elements at recruitment stage and whenever major changes occur that affect them directly.

[bookmark: _Toc156367281][bookmark: _Toc217029432][bookmark: _Toc353886816][bookmark: _Toc354860489][bookmark: _Toc370468202][bookmark: _Toc417410407]Training

1. The NA shall ensure that its staff members are competent for the tasks they shall fulfil. To that effect, the NA shall implement an adequate staff training policy.

2. In the case of training provided by the Commission, the targeted NA staff members shall attend.

2.3. [bookmark: _Toc353886817][bookmark: _Toc354860490][bookmark: _Toc370468203][bookmark: _Toc417410408]Operational structure
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2.3 [bookmark: _Toc416867069][bookmark: _Toc416870045][bookmark: _Toc416870238][bookmark: _Toc417381462][bookmark: _Toc417381646][bookmark: _Toc417382049][bookmark: _Toc417382235][bookmark: _Toc417410410]

[bookmark: _Toc417410411]Internal organisation

1. The NA shall set up an effective governance process in order to provide strategic orientation to NA management and ensure that objectives are achieved in a qualitative and timely way, risks are managed properly and resources are used in an efficient and effective manner. 

2. The NA operational structure shall support effective decision-making by suitable delegation of powers. Risks associated with sensitive functions, in particular in relation to the management of funds for grant support, shall be managed through mitigating controls by the NA management. 

3. The NA shall formally record the rights and obligations of each NA staff member with regard to decisions and actions that they may take in so far as these decisions and actions may result in legal and/or financial commitments[footnoteRef:8] for the NA. These rights and obligations shall be clearly assigned and communicated in writing to the persons concerned.  [8:  	E.g. communication on the outcomes of grant application assessments, taking grant award decisions, signature of grant agreements, authorisation of payments, etc.] 


4. The NA shall pay particular attention to organising the financial circuits in such way as to prevent the possible occurrence of irregularities or fraud. The NA shall define clear roles and responsibilities and implement the four eyes principle with regard to all financial transactions related to the EU funds entrusted to it in the context of the Delegation Agreement. 
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1. The NA shall respect the principle of segregation of duties for ensuring a high-quality internal control environment. 

2. Overlap between certain functions is incompatible and not authorised. Thus, an individual member of NA staff cannot be entrusted with the following combinations of duties:

· Counselling of individual potential applicants, evaluating their grant applications and taking grant award decisions in the context of one and the same selection round;

· Authorising payments (electronically or on paper) and recording these payments in the NA accounts;

· Monitoring/counselling of individual beneficiaries and on-the-spot checks after action of the same beneficiaries;

· Checks of final reports or desk checks of individual beneficiaries on the one hand and on-the-spot checks after action of the same beneficiaries on the other hand; 

· Checks of beneficiaries and authorising payments to the same beneficiaries;

· Internal audit function and any other function in the NA, i.e. staff in charge of internal audit cannot be involved in any other operational activity of the NA that is potentially subject to internal audit. 
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[bookmark: _Toc417410416]Internal NA procedures

1. [bookmark: _Toc352061661][bookmark: _Toc352838695][bookmark: _Toc352845097][bookmark: _Toc353187432][bookmark: _Toc353188724][bookmark: _Toc352061662][bookmark: _Toc352838696][bookmark: _Toc352845098][bookmark: _Toc353187433][bookmark: _Toc353188725][bookmark: _Toc138571339][bookmark: _Toc138571493][bookmark: _Toc352061663][bookmark: _Toc352838697][bookmark: _Toc352845099][bookmark: _Toc353187434][bookmark: _Toc353188726]The NA shall document its main internal processes and procedures. This document shall set out the NA methods of operation and management in conformity with the applicable rules and the principles of sound financial management. It shall specify the role of each player in the various management cycles, on the basis of "who does what, at what moment, on the basis of which document". 

2. The document shall:

· include the main operational, administrative, financial and IT related procedures of the NA;

· cover both the management of the Programme actions as well as the various cycles of NA operations (procurement and purchasing cycle, payment cycle, payroll cycle, etc.);

· be coherent as well as regularly revised and updated in the light of changes that occur, such as organisational changes, regulatory changes, etc.

3. The NA management shall ensure that this document is available to all NA staff. The staff shall be continuously informed of any decisions, changes or updates concerning the internal processes and procedures.

[bookmark: _Toc417410417]Coordinated Programme management at national level

1. In line with the Erasmus+ Regulation, an appropriate mechanism for the coordinated management of the Programme must be established in countries where more than one NA is designated to implement the Programme at national level.

2. In such case, the NA shall cooperate with the other NA(s) in the country in order to promote a unified, clear and comprehensive image of the Programme and make it easily accessible to all potential target publics of the Programme. In agreement with the other NA(s) in the country, the NA shall ensure a harmonised Programme implementation on the basis of commonly agreed standards and procedures ensuring a coherent, fair and equal treatment of applicants and beneficiaries regardless of the NA concerned.

3. The NA is expected to cooperate with the other NA(s) in the country at least in the following areas: information and promotion activities, selection and grant award, monitoring and checks of beneficiaries, selection of good practice examples and dissemination activities, preparation of the NA Work Programmes, regular exchange of information and agreement on project management issues, structured cooperation with the National Authority/ies, and translations and proofreading of Programme related documents in the national language(s). Other useful areas of cooperation may be job-shadowing, common NA staff training sessions, joint evaluations, studies, etc. 
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1. NA management shall establish appropriate supervision arrangements to ensure that the implementation of NA activities is efficient and effective while complying with the applicable rules set by the Commission and taking into account the applicable rules and specific environment in which the NA is operating. In case of delegation of authority, the NA management remains responsible and delegated entities/persons become accountable.

2. NA management shall set up an organisational structure, internal control system and clear and shared rules for management and control in order to be in a position to have an effective and efficient monitoring and control of the activities performed. Supervision shall ensure that errors and irregularities are prevented, detected and corrected by reviewing regularly that established internal control procedures are implemented consistently and as intended.

3. The supervisory activities shall be organised in such a way as to provide structured information to the NA management on a continuous basis and in view to provide assurance based thereon. The NA management shall be in a position to issue the Yearly Management Declaration (see Section 4.7.4 of this Guide), in which it will express its opinion on the level of assurance that the NA systems and procedures provide, as well as any reservations in relation to shortcomings found, and establish an action plan with remedial and precautionary measures as necessary. 

4. All management supervision activities shall be documented so as to ensure an adequate audit trail.
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[bookmark: _Toc417410424]Planning and risk assessment

1. The NA has to establish an annual Work Programme translating its long term strategy into operational objectives and activities planned, reflecting the main priorities and tasks set in the Delegation Agreement and the available resources (budget and staff). The purpose is to help the NA management to identify their objectives and indicators, set performance targets, identify the main risks, plan and manage activities, monitor progress during the year and provide reliable reporting on achievements in the Yearly NA Report. It should also serve as an engagement tool by giving NA staff a reference for understanding the mission and strategic objectives of the NA and, subsequently, their role in contributing to their achievement.

2. Risk management shall be embedded in the planning and decision making processes of the NA, as well as in its supervisory activities, which shall be sufficiently focused on high-risk areas (complex operations, transactions of high monetary value, lack of experienced or skilled personnel, etc.).

3. Following its risk assessment, the NA management shall establish the necessary control mechanisms and undertake regular checks to prevent the identified risks, irregularities and frauds to occur in any of its activities, including its internal operations (such as recruitment of staff, procurement) as well as the management of the Programme actions entrusted to it. 
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1. The NA shall set up a governance structure that ensures that NA management can rely on relevant and well prepared information to facilitate the decision making process, reliable reporting and indicators to monitor progress and achievement of results.

2. The NA management shall clearly define and document supervisory activities and relevant information on the basis of which it provides confirmation that:

· the yearly accounts drawn up for the expenditure incurred for entrusted tasks are properly presented, complete and accurate,

· the expenditure was used for its intended purpose, as defined in the Delegation Agreements,

· the control systems put in place give the necessary guarantees concerning the legality and regularity of the underlying transactions.

3. The NA management shall implement an effective monitoring and reporting system to ensure the timely and adequate implementation of recommendations issued to it in relation to weaknesses detected by any internal or external controls. 
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1. The NA shall ensure that all cases of overriding of controls or deviations from established policies and procedures under exceptional circumstances are documented, justified and approved at the appropriate level before action is taken. 

2. A method of dealing with and recording exceptions to main procedures shall be established, including who may authorise such exceptions. Exceptions shall be recorded in a single central register. This register shall fall under the direct responsibility of the NA management and shall be available to NA staff for consultation. 

3. Similarly, the NA shall have a clearly defined procedure for the systematic registration and correction where possible of cases of overriding of controls or deviations from main procedures that are discovered ex-post.
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1. The NA shall have a computerised accounting system and adequate procedures and controls in place to ensure that accounting data and related information used for preparing the organisation's annual accounts and financial reports are accurate, complete and timely as set out in the Delegation Agreement and its annexes. 

2. Each transaction made shall be supported by a sufficient audit trail, regardless of the system in which it is recorded. Supporting documents shall be filed in a consistent and logical manner (such as chronological numbering, dating, classification by type, etc.) so that their location can be accurately traced on the basis of the computerised accounts. 

2.7. [bookmark: _Toc353886837][bookmark: _Toc354860501][bookmark: _Toc370468213][bookmark: _Toc417410428]Internal audit 

1. In order to ensure an effective internal control system, the NA shall have in place an independent internal audit function. The internal auditor shall report directly to the NA management and provide it on a regular basis with a detailed appreciation of the general functioning of the NA and of key aspects of its operations, in particular with regard to the management of the decentralised actions of the Programme. 

2. The internal auditor shall establish a multiannual work programme based on a risk assessment of NA activities and taking into account the results of prior internal and external audits and controls.

3. The internal auditor shall provide independent, objective assurance and consulting services designed to add value and improve the operations of the NA. The internal auditor should help the NA management to accomplish its objectives by bringing a systematic, disciplined approach to evaluate and make recommendations for the improvement of the effectiveness of risk management, control, and governance processes. The internal auditor shall ensure that action is taken by NA management on recommendations resulting from internal audits and check their follow-up. 

4. Depending on its size and needs, the NA or its host organisation may employ a staff member as internal auditor or hire the services of an external expert in order to carry out the internal audit function. 

5. The person who performs internal audit tasks for the NA shall be independent from the audited activities. Any conflict of interest shall be avoided.

6. The internal auditor of the NA shall be different from the Independent Audit Body designated by the National Authority in accordance with the Regulation establishing the Programme. 
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1. The NA shall have appropriate processes and procedures in place to ensure that its document management is secure, effective and efficient (in particular as regards retrieving appropriate information) and complies with applicable legislation.

2. The NA shall put in place an adequate registration system for incoming and outgoing mail covering at least all administrative, contractual and financial management documents. The NA system shall enable the efficient monitoring of deadlines and be accessible to all NA staff concerned.

3. The NA shall have an adequate filing system allowing for systematic and secure filing of documents relevant to NA operations and to the management of the project life cycle of decentralised actions by the NA. 

4. All documents related to the Delegation Agreements shall be kept on file for 5 years upon the latest of the following: a) the balance payment by the Commission or the reimbursement thereof to the Commission by the NA in relation to any specific Delegation Agreement, or b) the end of Programme lifetime. 

5. If the nature of an original document related to the Delegation Agreement is digital, the NA may store this document in digital/electronic format if authorised by national law. However, if the nature of the original document is paper-based, the NA shall archive this document in paper format. The NA shall require the same compliance from grant beneficiaries. 

6. The NA shall ensure that all administrative, contractual and financial information in relation to individual activities supported under the decentralised actions of the Programme is archived within a single project file. In case use is made of on-line or other electronic tools for the Programme management, access to the information not available in hard copy shall be organised in such a way as to allow easy access to a single project file, which will be adequately secured against unauthorised access.
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1. The NA management shall ensure that the necessary conditions and measures are in place to be able to ensure that the core activities required for the management of the Programme are maintained and/or resumed as soon as possible in case of a major disruption whatever its nature. This includes IT systems as well as document archives. 

2. Where such conditions/measures do not exist as part of an overall business continuity plan within the NA host organisation, the NA management shall establish them specifically for the purposes of the NA and Programme management.

3. The NA management shall ensure that the conditions and measures in place to ensure business continuity are known to and can be applied by all NA staff concerned. 

4. Business continuity shall be ensured also for cases of normal interruptions (such as departure of staff, long term absences) by implementing appropriate back-up and handover arrangements.
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1. The volume and quality of the NA premises shall provide for safe and healthy working conditions for NA staff. Sufficient space shall be foreseen for offices, as well as for equipment, filing and meeting facilities. The NA premises shall have easy access for NA staff and visitors, including persons with disabilities.

2. The NA shall take all measures to prevent unauthorised access to NA systems and files to prevent loss of data and to prevent that doubt would be cast on the accuracy and authenticity of the data.  
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3.1. [bookmark: _Toc353886906][bookmark: _Toc354860506][bookmark: _Toc370468218][bookmark: _Toc417410433][bookmark: _Toc156367297][bookmark: _Toc217029448]Programme actions

1. The NA is contractually responsible for the management of the project lifecycle of the actions referred to in the legal base of the Programme. 

2. The detailed description of these actions including the type of activity, the target public, the duration, the funding rules (level and type of grant, eligible expenses, maximum rates, etc.), and award criteria are set out in the Programme Guide. 

3. The NA shall apply the EU general rules and conditions applicable to the Programme actions it manages in full.

3.2. [bookmark: _Toc353886907][bookmark: _Toc354860507][bookmark: _Toc370468219][bookmark: _Toc417410434]Call for proposals

1. In order to invite potential applicants for Programme grant support to submit a grant application, the NA shall publicise the related European Call for proposals, including the Programme Guide. The NA shall also publish on its website: a) all forms and documents allowing applying for grants under the actions managed by the NA b) all forms and documents allowing Erasmus+ beneficiaries to fulfil their contractual obligations with the NA. Grant applications submitted outside the framework of a Call for proposals cannot be considered for support under the Programme. 

2. Any information published at national level shall comply fully with the provisions and guidelines contained in the Programme Guide and the Guide for NAs. 

3. If the NA decides to organise the additional selection round for Key Action 1 in the field of education and training under a given Call for Proposals (see section 4.1.3.3.), it shall specify:

· the arrangement and final date for the submission of applications;

· the planned date by which the applicants are to be informed of the outcome of the evaluation of their application and the indicative date for the signature of grant agreements.

3.3. [bookmark: _Toc417410435][bookmark: _Toc403397521]Strategic framework for the implementation of Erasmus+ 

1. The strategic framework for the implementation of the Erasmus+ Programme, covering its full duration (2014-2020) and presented by the NA in its Work Programme shall be regularly monitored. If relevant, the strategic framework can be adapted annually in the NAs' subsequent Work Programmes.

3.4. [bookmark: _Toc354860111][bookmark: _Toc354860333][bookmark: _Toc354860508][bookmark: _Toc354860112][bookmark: _Toc354860334][bookmark: _Toc354860509][bookmark: _Toc354860510][bookmark: _Toc370468220][bookmark: _Toc417410436]Communication, information, dissemination and exploitation of results

2. [bookmark: _Toc416866730][bookmark: _Toc416866905][bookmark: _Toc416867096][bookmark: _Toc416870072][bookmark: _Toc416870265][bookmark: _Toc417381489][bookmark: _Toc417381673][bookmark: _Toc417382076][bookmark: _Toc417382262][bookmark: _Toc417410437][bookmark: _Toc354860511][bookmark: _Toc370468221]

3. [bookmark: _Toc416866731][bookmark: _Toc416866906][bookmark: _Toc416867097][bookmark: _Toc416870073][bookmark: _Toc416870266][bookmark: _Toc417381490][bookmark: _Toc417381674][bookmark: _Toc417382077][bookmark: _Toc417382263][bookmark: _Toc417410438]

3.1. [bookmark: _Toc416866732][bookmark: _Toc416866907][bookmark: _Toc416867098][bookmark: _Toc416870074][bookmark: _Toc416870267][bookmark: _Toc417381491][bookmark: _Toc417381675][bookmark: _Toc417382078][bookmark: _Toc417382264][bookmark: _Toc417410439]

3.2. [bookmark: _Toc416866733][bookmark: _Toc416866908][bookmark: _Toc416867099][bookmark: _Toc416870075][bookmark: _Toc416870268][bookmark: _Toc417381492][bookmark: _Toc417381676][bookmark: _Toc417382079][bookmark: _Toc417382265][bookmark: _Toc417410440]

3.3. [bookmark: _Toc416866734][bookmark: _Toc416866909][bookmark: _Toc416867100][bookmark: _Toc416870076][bookmark: _Toc416870269][bookmark: _Toc417381493][bookmark: _Toc417381677][bookmark: _Toc417382080][bookmark: _Toc417382266][bookmark: _Toc417410441]

3.4. [bookmark: _Toc416866735][bookmark: _Toc416866910][bookmark: _Toc416867101][bookmark: _Toc416870077][bookmark: _Toc416870270][bookmark: _Toc417381494][bookmark: _Toc417381678][bookmark: _Toc417382081][bookmark: _Toc417382267][bookmark: _Toc417410442]

3.4.1. [bookmark: _Toc417410443]Common principles

1. The NA will implement:

· information and promotion activities;

· dissemination and exploitation of Programme results

in line with the strategic framework for the implementation of the Erasmus+ Programme, as presented by the NA in its Work Programme.

2. The NA shall also contribute to the overall communication strategy for the Programme, coordinated at EU level, to ensure a coherent Europe-wide visibility and awareness of the aims and the actions of the Programme. 

3. The NA shall set up and keep up-to-date a Programme website providing all necessary information on the opportunities offered by the Programme and the results and impact of projects[footnoteRef:9]. This includes in particular access to lists of funded projects, contact points for further information, dissemination guidelines as well as all relevant information and useful links, including to the DG EAC and EACEA (Education, Audiovisual and Culture Executive Agency) Programme websites. The NA shall ensure prominent visibility of the Programme logo on the website. In the case of countries with more than one NA designated for the Programme, the NAs shall cooperate and establish a single Programme website following the same principles. [9:  Access to information and websites will take due account of the European Disability Strategy 2010-2020 COM(2010)636 final] 


4. In its communication and dissemination work, the NA shall use multimedia channels that are the best suited for the identified target groups. Social media should be used where possible and appropriate as a timely and effective communication tool.

5. The NA shall establish and develop contacts with the media at all appropriate levels (i.e. local, regional and national) and prepare relevant press friendly material to ensure wide dissemination of information on the possibilities offered by the Programme as well as the results and impact of the projects supported, putting a special emphasis on publicising examples of good practice. The NA shall regularly monitor the media coverage. It will develop and offer guidance to beneficiaries in approaching local media effectively.

6. The NA shall develop and implement a structured framework for contacts with relevant policy makers in the field of education, training and youth to ensure dissemination of the results and impact of the projects supported. When relevant, the NA shall also establish a structured process for submitting the good projects' experiences and results to the policy makers.

7. The NA shall cooperate with the Commission and with the EACEA, where necessary, through involvement in European Union stands at events relevant to the Programme (trade and academic fairs, exhibitions, conferences, compendia, studies, surveys, etc.).

8. The NA shall provide beneficiaries with adequate support in relation to communication work (information and promotion, as well as dissemination and exploitation of results) carried out at the local (project) level.

3 [bookmark: _Toc416866737][bookmark: _Toc416866912][bookmark: _Toc416867103][bookmark: _Toc416870079][bookmark: _Toc416870272][bookmark: _Toc417381496][bookmark: _Toc417381680][bookmark: _Toc417382083][bookmark: _Toc417382269][bookmark: _Toc417410444][bookmark: _Toc156367299][bookmark: _Toc162074901][bookmark: _Toc191451399][bookmark: _Toc185055848][bookmark: _Toc335988459][bookmark: _Toc354860512][bookmark: _Toc370468222]

3.1 [bookmark: _Toc416866738][bookmark: _Toc416866913][bookmark: _Toc416867104][bookmark: _Toc416870080][bookmark: _Toc416870273][bookmark: _Toc417381497][bookmark: _Toc417381681][bookmark: _Toc417382084][bookmark: _Toc417382270][bookmark: _Toc417410445]

3.2 [bookmark: _Toc416866739][bookmark: _Toc416866914][bookmark: _Toc416867105][bookmark: _Toc416870081][bookmark: _Toc416870274][bookmark: _Toc417381498][bookmark: _Toc417381682][bookmark: _Toc417382085][bookmark: _Toc417382271][bookmark: _Toc417410446]

3.3 [bookmark: _Toc416866740][bookmark: _Toc416866915][bookmark: _Toc416867106][bookmark: _Toc416870082][bookmark: _Toc416870275][bookmark: _Toc417381499][bookmark: _Toc417381683][bookmark: _Toc417382086][bookmark: _Toc417382272][bookmark: _Toc417410447]

3.4 [bookmark: _Toc416866741][bookmark: _Toc416866916][bookmark: _Toc416867107][bookmark: _Toc416870083][bookmark: _Toc416870276][bookmark: _Toc417381500][bookmark: _Toc417381684][bookmark: _Toc417382087][bookmark: _Toc417382273][bookmark: _Toc417410448]

3.4.1 [bookmark: _Toc416866742][bookmark: _Toc416866917][bookmark: _Toc416867108][bookmark: _Toc416870084][bookmark: _Toc416870277][bookmark: _Toc417381501][bookmark: _Toc417381685][bookmark: _Toc417382088][bookmark: _Toc417382274][bookmark: _Toc417410449]

3 [bookmark: _Toc416866918][bookmark: _Toc416867109][bookmark: _Toc416870085][bookmark: _Toc416870278][bookmark: _Toc417381502][bookmark: _Toc417381686][bookmark: _Toc417382089][bookmark: _Toc417382275][bookmark: _Toc417410450]

3.1 [bookmark: _Toc416870086][bookmark: _Toc416870279][bookmark: _Toc417381503][bookmark: _Toc417381687][bookmark: _Toc417382090][bookmark: _Toc417382276][bookmark: _Toc417410451]

3.2 [bookmark: _Toc416870087][bookmark: _Toc416870280][bookmark: _Toc417381504][bookmark: _Toc417381688][bookmark: _Toc417382091][bookmark: _Toc417382277][bookmark: _Toc417410452]

3.3 [bookmark: _Toc416870088][bookmark: _Toc416870281][bookmark: _Toc417381505][bookmark: _Toc417381689][bookmark: _Toc417382092][bookmark: _Toc417382278][bookmark: _Toc417410453]

3.4 [bookmark: _Toc416870089][bookmark: _Toc416870282][bookmark: _Toc417381506][bookmark: _Toc417381690][bookmark: _Toc417382093][bookmark: _Toc417382279][bookmark: _Toc417410454]

3.4.1 [bookmark: _Toc416870090][bookmark: _Toc416870283][bookmark: _Toc417381507][bookmark: _Toc417381691][bookmark: _Toc417382094][bookmark: _Toc417382280][bookmark: _Toc417410455]

[bookmark: _Toc417410456]Information and promotion of the Programme

1. The NA shall provide information on and promote all Programme actions, including those managed at central level. As regards these centralised actions, the NA shall provide general information to the national public and refer those interested for detailed information to the relevant implementing body (Commission or Education, Audiovisual and Culture Executive Agency). In this regard, the NA is bound to confidentiality as regards informing the public about the results of selections carried out at central level, until this information is disclosed by the EACEA.   

2. The NA shall ensure that a maximum of potential applicants will be reached in a non-discriminatory way. Specific attention should be given to ensure balanced country wide participation in the Programme including underrepresented regions and target groups.

3. When promoting activities on international mobility of HE staff and students as well as of youth workers and young people to and from Partner Countries, the information provided by the NA to higher education institutions and youth organisations should encourage them to seek the widest possible geographical representation, and the involvement of higher education institutions, youth organisations and other relevant stakeholders that are less traditional partners. NAs should as well highlight in relevant communication and information activities, the importance of promoting and ensuring equity of access to young people and students with fewer opportunities and with special needs from Partner Countries.

4. The NA shall develop information and promotion material and organise/participate in diverse activities (e.g. meetings, conferences, tutorial modules) that will be conducive to attracting a sufficient number of interested applicants so as to ensure a genuine competition between good quality applications.

5. For all the events and activities it organises and in all publications and materials it produces, the NA shall comply with the instructions and guidelines relating to the visual identity of the Programme and the logo provided by the Commission. The NA shall take special care to give clear visibility to the Programme in particular when the organisation hosting the NA also administers other schemes or fulfils other functions than the Programme implementation tasks as NA.

6. If the NA wishes to mention in addition to the name of its legal entity also the fields of the Programme for which it has been designated, it shall denote its function as NA as follows in all materials and documents produced by the NA:

· First line: "Erasmus+ National Agency"

· Second line: specify the fields for which the NA has been designated:

· If the NA has been designated for all fields of the Programme: "Education, Training and Youth";

· If the NA has been designated for all fields except youth: "Education and Training";

· If the NA has been designated for another (combination of) field(s), it shall list them using the following terms: "School Education", "Vocational Education and Training", "Higher Education", "Adult Education", "Youth".



7. For the purpose of communication and dissemination of the Programme, the NA shall use the Erasmus+ brand names in line with the provisions indicated in Part A of the Programme Guide. 

[bookmark: _Toc354860116][bookmark: _Toc354860338][bookmark: _Toc354860513][bookmark: _Toc335988460][bookmark: _Toc335988461][bookmark: _Toc354860514][bookmark: _Toc370468223][bookmark: _Toc417410457]Dissemination and exploitation of Programme results

1. Each year, the NA shall identify national good practice examples in accordance with the guidelines provided thereon in Annex III.9. These good practices shall be flagged in EPlusLink and, those related to Key Action 2 – Strategic Partnerships shall be effectively disseminated at national level and through the VALOR - Dissemination Platform.

2. As soon as the VALOR - Dissemination Platform is available, the NA is required to use it and the beneficiaries of Key Action 2 – Strategic Partnerships are required to update their project results in the tool. 

3. The NA shall provide support and training to beneficiaries for their participation in the dissemination activities and on the use of the VALOR - Dissemination Platform.

4. The NA shall be responsible for the quality of the public project summaries uploaded from electronic forms and transferred for publication in the VALOR - Dissemination Platform as well as of the updates provided directly by beneficiaries in the Platform.

5. The NA shall also attend and/or may organise specific events in order to promote, showcase and debate Programme results. 

6. In light of the specific objective of the Programme to improve the teaching and learning of languages and to promote the Union's broad linguistic diversity, the National Agency is encouraged to implement the European Language Label initiative at national level, either directly or with the support of another national body. In such case, the NA shall follow the guidelines provided for the implementation of the ELL in Annex III.8.

[bookmark: _Toc403397525][bookmark: _Toc417410458]Translations and proofreading

1. The NA shall translate and proofread translations provided by the Commission of any document for the public related to the Programme in their national language. The same requirement applies for IT tools that are made available by the Commission for Programme management (see Section 4.5 on IT tools) for which translation is possible.

2. The NA shall collaborate with those NAs sharing the same language to provide in due time a unique version per language of the documents concerned. The Commission may propose one NA to coordinate the translation effort in case several NAs share the same language needs.

[bookmark: _Toc417410459]Use of the Programme logo 

1. The NA shall display the Erasmus+ Programme logo on all communication and promotion materials it produces. The NA shall ensure a prominent visibility of the programme logo on the website and for all the events and activities it organises.   

2. The programme logo should comply with the requirements of the Graphic Design User Guide for Erasmus+ available at http://ec.europa.eu/dgs/education_culture/promotional_en.htm 

3. In addition to the downloadable Programme logos, the NA may make use of a toolkit with Erasmus + template and Erasmus + slogan provided by the EC as well as may purchase a licence for any image proposed in the stock imagery or develop their own visuals for the purpose of promotion. The toolkit is available at:  http://ec.europa.eu/dgs/education_culture/promotional_en.htm

4. The beneficiaries of the Erasmus + programme are obliged to display the EU flag and to acknowledge the support received under the Erasmus + programme in all communication and promotional material. The guidelines for the beneficiaries and other third parties are available at http://eacea.ec.europa.eu/about-eacea/visual-identity_en

5. The name of the programme "Erasmus +" shall not be translated, an option for acknowledgement "Co-funded by" will be translated and published at http://eacea.ec.europa.eu/about-eacea/visual-identity_en

6. General information and conditions of use of the EU emblem are available at http://ec.europa.eu/dgs/communication/services/visual_identity/pdf/use-emblem_en.pdf

[bookmark: _Toc354860515][bookmark: _Toc370468224][bookmark: _Toc403397526][bookmark: _Toc417410460][bookmark: _Toc353886910]Counselling of potential applicants

1. The NA shall provide advice and assistance to potential applicants throughout the process of project planning. To that effect, the NA shall, in addition to its general information and promotion activities, organise training and supporting activities that take due account of the specific needs of the different target publics of the Programme. 

2. For mobility projects between Programme Countries in the field of higher education, the NA shall monitor closely the submission of grant applications and counsel recurrent beneficiaries so that they submit their applications before the closing date specified in the Call.

3. The NA shall assist potential applicants in finding partners both in Programme and Partner Countries and in developing and consolidating transnational partnerships and networks between various players in the Programme, through the organisation of activities such as contact seminars, use of social media, etc.

[bookmark: _Toc354860516][bookmark: _Toc370468225][bookmark: _Toc403397527][bookmark: _Toc417410461]Reception and registration of grant applications

1. The NA shall register all grant applications submitted to it for the closing date specified in the Call for Proposals. Any application sent or handed in after the closing date for a given selection round shall be registered as well, but shall be rejected at the formal eligibility check. If an applicant could not submit his application by the deadline due to technical problems, the NA shall assess whether the reasons for the delay are acceptable and inform the applicant accordingly of alternative submission possibilities (see Annex III.13 2015 Erasmus+ Technical guidelines for completing application e-forms[footnoteRef:10]). [10:  Published at: http://ec.europa.eu/programmes/erasmus-plus/discover/guide/documents-applicants_en.htm] 


2. In case an applicant sent the same application more than once, the NA shall consider the last one received before the deadline. 

3. All applicants shall be issued an acknowledgement of receipt mentioning the registration number of their application in the NA’s follow-up system, as well as NA contact details. 

4. The NA shall accept modifications or complements of information with regard to specific grant applications sent by applicants and received by the NA until the closing date of the selection round concerned. 

5. Where, due to an obvious clerical error on the part of the applicant, the applicant omits to submit evidence or to make statements, the NA shall ask the applicant to provide the missing information or clarify supporting documents. The NA shall make the request in writing, notifying the final date for submission of missing information. This shall apply to both the formal eligibility check and quality assessment stages. Such information or clarifications shall not substantially change the application or alter the terms of the Call for Proposals. 

6. Modifications or complements of information sent to the NA after the closing date for the selection round concerned and that change the nature of the grant application by providing new essential elements shall be disregarded during the grant award process.

[bookmark: _Toc353886911][bookmark: _Toc354860517][bookmark: _Toc370468226][bookmark: _Toc417410462]Grant award procedure

[bookmark: _Toc353886912][bookmark: _Toc354860518][bookmark: _Toc370468227][bookmark: _Toc417410463]General principles

1. The award of grants shall be organised on the basis of a peer review system - that is with the help of independent experts - in a fully transparent way, guaranteeing impartiality and equal treatment to all applicants. 

The grant award decision shall be based solely on the criteria for exclusion, eligibility, selection and award published in the Programme Guide.

2. All the stages in the grant award process shall be formally documented. To this end the NA shall use the standard checklists and assessment forms provided by the Commission and implemented in the related IT tools. 

3. Each of the actors in the grant award process shall perform their assessment individually and independently. An identified and secured access to the relevant on-line tool for recording the assessment shall be ensured. 

4. In view of an homogenous quality assessment and fair grant award proposal, the NA shall inform all actors involved in the grant award process and in particular external experts duly about the decentralised action concerned and give them adequate training and documentation/written guidelines on the applicable grant award rules.

5. For the assessment and grant award procedure in the case of KA1 - Learning mobility projects between Programme and Partner Countries in the field of higher education, please refer to Annex III.3 of this Guide. 

6. With regard to Strategic Partnerships exclusively between schools, the grant award procedure is adapted in view of the management of the grants based on the split funding model. The specific procedure is set out in Annex III.4 of this Guide.

7. The selection of organisations for an accreditation for HE mobility consortia, VET mobility and the European Voluntary Service follows the same principles as the procedure for grant applications except that it results in the award an accreditation instead of a grant.

[bookmark: _Toc354860519][bookmark: _Toc370468228][bookmark: _Toc403397530][bookmark: _Toc417410464]Prevention of conflicts of interest

1. Any actor involved in any stage of the grant award process shall sign a formal statement on the prevention of conflicts of interest and the disclosure of information in relation to the given selection round. The declaration shall follow the template provided in Annex I.6 of this Guide.

2. Neither the legal entity representing the NA nor its staff members are eligible for funding under any action of the Programme unless explicitly provided for. Other actors in the grant award process may not receive a grant under the selection round in which they participate.

3. Without prejudice to the circumstances of exclusion described in Part C of the Programme Guide, before being awarded a grant or a contract, structures and networks identified or designated in the Erasmus+ Programme or in any Annual Commission Work programme adopted for the implementation of the Erasmus+ Programme shall be able to demonstrate that they are not in a conflict of interest either because precautionary measures are taken by them or because their internal organisation is such that there is a clear separation of interests. The same applies also to legal entities hosting the Erasmus+ NA but dealing with other activities inside or outside the remit of the Erasmus+ Programme, as well as entities affiliated to these legal entities. 

4. External experts assisting the NA in the grant award process shall be chosen on the basis of their professional capacity. For the selection of experts, the NA shall respect the principles of transparency, equal treatment and absence of conflicts of interest.

5. Persons who have a function in the supervision of the NA cannot take part in the grant award process.

6. A person who has participated in the formal eligibility check or quality assessment of a grant application in the selection round concerned shall not have a decision-making role in the evaluation committee, but may be called upon to provide information to the evaluation committee.

7. The person taking the grant award decision may participate as an observer, but shall not have a voting right in the evaluation committee.

[bookmark: _Toc354860520][bookmark: _Toc370468229][bookmark: _Toc403397531][bookmark: _Toc417410465]Eligibility check

1. The aim of the eligibility check is to verify whether all grant applications comply with the exclusion criteria and the eligibility criteria applicable to the selection round concerned as published in the Programme Guide. 

2. The eligibility check shall result in a list of grant applications that will be further subject to a quality assessment and a list of grant applications rejected on formal grounds.

3. In case of doubt with regard to any of the exclusion or eligibility criteria, the NA may request further proof from the applicant (e.g. on date of submission) or from other competent instances (such as chambers of commerce, courts, etc.) in respect of applicable privacy protection rules. 

4. In order to prevent double funding, applicants can submit the same application only once. In order to exclude cases of multiple submission, the NA shall undertake a check of applications based on a number of key control elements as defined by standard queries provided through the management tools (see Annex III.6).

5. The formal eligibility check of any type of grant application may be undertaken by a single NA staff member on the basis of application data available in EPlusLink. 

[bookmark: _Toc354860521][bookmark: _Toc370468230][bookmark: _Toc403397532][bookmark: _Toc417410466]Quality assessment 

1. All grant applications that have successfully passed the eligibility check shall undergo a quality assessment[footnoteRef:11] on the basis of the selection and award criteria published in the Programme Guide. [11:  With the exception of KA1 – Learning mobility projects between Programme Countries in the field of higher education. ] 


2. The outcome of the quality assessment of the grant applications shall be a list of proposals sorted in order of merit, with a proposed grant amount by grant application. In the case of mobility projects between Programme and Partner Countries in the field of higher education, the outcome will be a list of sets of mobility flows for each Heading 4 budget envelope and ranked in order of merit. The quality assessment of applications for accreditation shall result in a list of proposals to grant or withhold the accreditation to the organisation(s) concerned. 

3. The required number and mix of internal and external experts for the quality assessments depends on the complexity and risk involved. For grants above EUR 60.000, the NA is advised to involve as much as possible external experts in the assessment to increase the objectiveness of the exercise.

4. For the quality assessment of decentralised grant applications, the following minima apply with regard to the type and number of experts:

a. Key Action 1 – Learning mobility of learners and staff[footnoteRef:12]: [12:  See paragraph 3.7.4. point 1.] 


· in case the applicant is an accredited organisation[footnoteRef:13] or the grant request is up to EUR 60.000 included, the application shall be assessed by minimum 1 expert; no external expert is required; [13:  	Accredited organisations can be: higher education institutions holding an Erasmus Charter for Higher Education, organisations holding a VET mobility certificate and organisations accredited to take part in the European Voluntary Service. ] 


· in case the applicant is not an accredited organisation and the grant request is higher than EUR 60.000, the application shall be assessed by minimum 2 experts; no external expert is required. 

b. Key Action 2 – Strategic Partnerships:

· the application shall be assessed by minimum 2 experts, out of which at least one shall be external to the NA; 

c. Key Action 3 – Youth Structured Dialogue:

· the application shall be assessed by minimum 1 expert; no external expert is required; 

d. Accreditation – HE mobility consortia, organisations/consortia applying for VET mobility and European Voluntary Service:

· applications shall be assessed by minimum 2 experts; no external expert is required.

5. The operational capacity of applicants shall be evaluated as part of the quality assessment.

6. [bookmark: _Toc414112851][bookmark: _Toc414113009][bookmark: _Toc354860522][bookmark: _Toc370468231]In view of proposing an adequate grant amount, the quality assessment shall include also an assessment of the grant request in relation to the activities proposed. On the basis of this assessment and the grant allocation rules, a grant amount shall be proposed for each grant application that is of sufficient quality to receive a grant. 

[bookmark: _Toc403397533][bookmark: _Toc417410467]Validation of organisations 

1. In order to facilitate the application and reporting process of applicants and beneficiaries and to prevent multiple submissions and double funding, all participating organisations that need to be identified at application stage - i.e. either a) only applicants or b) both applicants and partners, depending on the action concerned, as defined by the Programme Guide - have to register in the Unique Registration Facility (URF).

2. The NA shall validate relevant participating organisations by checking if the data registered in URF corresponds to the organisation's legal data as set out in the supporting documents uploaded in the tool. N.B.: The validation does not include assessing the operational or financial capacity of the organisation. 

3. The NA shall check if the participating organisation applied the correct Participant Identification Code (PIC) and match any multiple PICs identified (e.g. temporary PICs, duplicate registration). 

4. The NA shall validate:

a. For all grant applications received by the NA in Key Actions 1 (including applications submitted by national consortia), 2 and 3: the applicant organisation of selected projects as well as projects on the reserve list. Applicant organisations shall be validated before issuing the grant agreement at the latest.

b. For Key Action 2 applications: additionally, the partner organisations of selected projects as well as projects on the reserve list. Partner organisations shall be validated at the latest before the grant award decision is taken (see Annex I of the Delegation Agreement). The validation of partner organisations is made by the NA of the country in which the organisation is established. Each NA shares the validations status of partner participating organisations with the NA of the applicant organisation in EPlusLink. Organisations from Partner Countries shall be validated by the NA of the applicant organisation. If a Partner Country organisation participates in different applications submitted in different Programme Countries, the NA that validates the organisation first takes the ownership of the validation and shares the validation status with the other NAs in EPlusLink. 

c. For Key Action 1 in the field of education and training, applications for accreditation submitted by national consortia: the applicant organisation and the member organisations of the consortium to be listed in the grant agreement for the mobility project shall be validated before issuing grant agreements at the latest.

d. For Key Action 1 and 3 in the youth field: national, transnational or international partner organisations do not have to be validated.

e. For Key Action 2 – Strategic Partnerships in the field of school education: in addition to the standard organisation validation, the NAs shall validate schools following the procedure and deadlines defined in Annex III.4 of this Guide.

5. For all actions, if the status of the applicant organisation is invalid, the NA shall reject the application. 

6. If the status of any of the partner organisations is invalid, the NA of the applicant organisation shall inquire about the reason of invalidity with the validating NA. If the reason is of a technical type (e.g. a document not linked to the validation process is missing):

a. For Key Action 1 and 3, the NA may proceed with the selection process. 

b. For Key Action 2, the validating NA may contact the organisation to take the necessary measures. Following positive corrective action, the project cannot be rejected nor the partner excluded on the basis of invalidity, unless the project in question is a Strategic Partnership composed exclusively of schools and the selection process has passed the point of central budget clearing. 

In all other cases, the NA may either:

a. reject the application as a whole, or

b. re-evaluate the application to assess whether the project could be accepted for funding in the absence of the partner organisation concerned and eventually award the project without the invalid partner, with consequent reduction and/or redistribution of the awarded grant among the remaining partners. The NA shall exclude the invalid partner organisation by way of a special clause in the grant agreement.

7. The accreditation and validation of HE mobility Consortia and organisations and consortia applying for VET Mobility Charter or European Voluntary Service shall be undertaken by the NA to which the consortium/organisation has to apply in accordance with the Programme Guide or by the relevant SALTO Resource Centre in case of EVS organisations established in the Partner Countries neighbouring the EU. The accreditation of Higher Education Institutions applying for an Erasmus Charter will be undertaken at Commission level.

[bookmark: _Toc354860523][bookmark: _Toc370468232][bookmark: _Toc403397534][bookmark: _Toc417410468]Verification of double funding

1. The NA shall verify the existence of similar or identical applications and projects under the Programme. This applies in particular to Key Action 2 – Strategic Partnerships.

2. In order to prevent double funding, the NA shall undertake a check of proposals selected for funding based on a number of key control elements as defined by standard queries provided by the Commission through the management tools (see Annex III.6).

3. As regards Key Action 2 – Strategic Partnerships, the NA shall ensure that the list of proposals selected for funding is cross-checked also across different fields, countries and Call years of the Programme. 

4. In countries where the Programme is managed by more than one NA, the NA shall also cross-check with the other NA(s) the lists of proposals selected for funding for Key Action 1 – Learning mobility of individuals in the fields of education and training before the grant agreement is issued so as to ensure that no proposal for a Programme action is funded twice with EU grants.
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1. In view of preparing the grant award decision, the NA shall establish an evaluation committee that will prepare a grant award proposal for each selection round.

2. One or several evaluation committees may be designated for the various decentralised actions managed by the NA. Evaluation committees may be designated for specific selection rounds or for a specific period of time.

3. An evaluation committee shall consist of at least 3 members. The members shall represent at least 2 organisational entities with no hierarchical link between them. The latter condition does not apply if the evaluation committee consists only of NA staff and there are no such distinct organisational entities within the NA.

The evaluation committee shall work in accordance with formal rules of procedure, which shall be decided by the NA and formally communicated to the members of the evaluation committee before it starts working. The rules of procedure shall detail at least the working method of the evaluation committee as well as formal rules for decision taking. 

4. The members of the evaluation committee may be called to meetings or consulted in writing in view of preparing the grant award proposal. 

5. The evaluation committee shall work from the list of grant applications or, in the case of mobility projects in the field of higher education between Programme and Partner Countries, from the list of sets of mobility flows per budget envelope (see Annex III.3). The grant applications or sets of mobility flows will be sorted in order of merit as a result of the quality assessment, and the evaluation committee shall validate the results of the formal eligibility checks. It shall make a proposal for grant applications to be accepted, rejected or put on the reserve list[footnoteRef:14], based on their quality. Any departure from this principle shall be duly justified and documented[footnoteRef:15]. To this end, the rules of procedure of the evaluation committee shall provide an objective method for dealing with grant applications of the same quality level (e.g. assessment by a third expert). [14:  As a matter of exception, applications for Strategic Partnerships composed exclusively of schools may not be put on a reserve list.]  [15:  Not applicable to Strategic Partnerships composed exclusively of schools, for which there are no reserve lists.] 


6. For each of the grant applications placed on the acceptance and reserve lists – which may only contain grant applications of a sufficient quality to be funded - the proposed grant amount shall be specified. 

7. Upon completion of their work, the members of the evaluation committee shall sign a record listing all the grant applications examined and the proposed grant amounts. This record shall be kept for future reference until 5 years after the closure of the related Delegation Agreement.

8. The opinion of an evaluation committee is also required with regard to applications for an accreditation of HE mobility consortia and organisations/consortia applying for VET mobility and European Voluntary Service. Similarly to the assessment of grant applications, the members of the evaluation committee shall sign a record listing all the applications for accreditation examined.
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1. The grant award decision shall be taken by the person who is legally authorised to sign grant agreements on behalf of the NA.

2. The grant amount awarded shall not exceed the grant requested by the applicant.

3. The grant award decision shall be based on the grant award proposal prepared by the evaluation committee and shall specify at least:

· The subject and the overall amount of the decision;

· For approved applications: the name of the beneficiary, the title of the granted activity, the grant amount awarded and the reasons for this choice, in particular where it departs from the opinion of the evaluation committee;

· For applications put on the reserve list: the name of the applicant, the title of the activity applied for, the grant amount to be awarded in case the application could be financed at a later stage, and the reasons for this choice, in particular where it departs from the opinion of the evaluation committee;

· For rejected applications: the name of the applicant, the title of the activity applied for and the reasons for rejection.

4. The grant award decision shall be dated and signed and kept for future reference until 5 years after the closure of the related Delegation Agreement.

5. If the grant award decision departs from the grant award proposal made by the evaluation committee, the document shall provide a clear justification underlying the departing decision.

6. The person taking the grant award decision shall ensure that the necessary checks have been undertaken to guarantee that:

· One and the same activity may result in the award of only one grant to any one beneficiary (see Section on verification of double funding);

· A grant may be awarded for an activity which has already begun only where the applicant can demonstrate the need to start the activity before the grant agreement is signed. In such case, expenditure eligible for financing may not have been incurred prior to the date of submission of the grant application;

· No grant is awarded retroactively for activities already completed at the time of submission of the grant application.

7. The same procedure as set out above applies also to the formal decision to be taken with regard to applications for an accreditation on the basis of which the beneficiary will be entitled to apply for grant support.

[bookmark: _Toc353886921][bookmark: _Toc354860540][bookmark: _Toc370468235][bookmark: _Toc403397537][bookmark: _Toc417410471]Notification of grant award results to the applicants

1. The NA shall notify all applicants of the outcome of the grant award process and, in the case of successful grant applications, of the grant amount awarded before the start of the activities for which support has been requested. This notification shall be done in writing in hard copy or in electronic format not later than six months after the final date for submission of the grant applications. However, in view of good administration, the NA shall comply with the indicative deadlines indicated in the Programme Guide and in the calendar on the use of funds (see Annex I of the Delegation Agreement).

2. The NA may decide to inform applicants whose application is rejected on the basis of the eligibility check before the grant award decision is taken. In that case, due care shall be taken to specify the provisional and non-binding character of the information provided, which will be final only after the grant award decision is taken by the person legally authorised to sign agreements on behalf of the NA.
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1. Within 60 days of the notification of grant award results to applicants, the NA shall make available the results of the grant award decision to the public. This shall be done at least via an easily accessible publication on the NA web site, and may also be done in its newsletter, in the national press, etc. 

2. The following information shall be published with due observance of the requirements of confidentiality and security in particular the protection of personal data:

a) the name of the beneficiary;

b) the locality of the beneficiary;

c) the amount awarded;

d) the nature and purpose of the measure.

For the purpose of point (b) the term 'locality' shall mean:

1. when the beneficiary is a legal person, its address;

1. when the beneficiary is a natural person, the region at NUTS 2 level or, in the case of third countries, the equivalent to the region at NUTS 2 level.

3. In addition, the NA may want to publish compendia of selected projects (including information such as project summaries, name and country of participating organisations), in compliance with Data Protection rules.

4. As far as personal data referring to natural persons are concerned (e.g. the information related to the data of legal representative or contact person), the information published shall be removed two years after the end of the financial year in which the funds were awarded. The same shall apply to personal data referring to legal persons for whom the official title identifies one or more natural persons. 
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1. The Programme Guide sets out the rules for the different forms of grants applicable to the Programme actions. These rules shall apply as such for grants awarded by NAs.

2. In so far as the grant request relates to budget categories for which unit contributions apply and the NA – in line with the indications provided by experts - decides to award a grant amount lower than the request in the grant application, the NA shall reduce the number of units that determine the budget. 

3. In the case of simplified grants, if the supported activity is realised in a satisfactory manner and the outputs are of acceptable quality, the full grant amount is acquired and, in the case of unit contributions, the final grant calculation shall be based on the number of units realized. In the case of underperformance, the NA may require reimbursement of (part of) the grant awarded on the basis of the criteria specified in the grant agreement between the NA and the beneficiary (see Annex II-A).
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1. In the cases specified in the Part C of the Programme Guide, the NA shall – before issuing the grant agreement – formally check the financial capacity of the applicant[footnoteRef:16]. Guidelines for the assessment of the financial capacity are provided in Annex III.5 of this Guide. [16:  In the field of higher education for Key Action 1, financial capacity checks undertaken for beneficiaries of mobility projects between Programme Countries will be considered valid also for their mobility projects with Partner Countries.] 


2. In case the analysis of the financial capacity of a beneficiary reveals certain weaknesses that result in the risk of EU funds being lost, the NA shall include a special clause in the grant agreement detailing the precautionary measures (e.g. fractioned pre-financing payments, full payment of the grant upon completion of the action, financial guarantee, etc.). In order to limit the financial risks connected with the payment of pre-financing, the NA may, on the basis of a risk assessment, require the beneficiary to lodge a financial guarantee in advance, for up to the amount of pre-financing. The NA shall, however, not require a financial guarantee in the case of grants lower than or equal to EUR 60.000[footnoteRef:17].  [17:  The rules on low value grants apply to each grant separately, therefore also in cases when an organisation applies for several grants of less than EUR 60.000, the sum of which exceeds EUR 60.000.] 
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1. The NA shall use the standard templates for the grant agreements enclosed in Annex II-A. In view of transparency, the Commission will publish these templates also on its website.

2. If the applicant organisation is the sole beneficiary of a grant, the mono‑beneficiary grant agreement template shall be used. If the applicant organisation applies on behalf of organisations participating in the project, the multi‑beneficiary grant agreement template shall be used.

3. The NA may introduce changes to the grant agreement templates only if required by national legislation and provided that: 

· these do not conflict with any of the provisions of the standard grant agreement templates, and 

· they do not introduce unnecessary restrictions for grant beneficiaries. 

Where such national adaptations are deemed necessary, the NA shall obtain prior written authorisation from the Commission and provide thereto the necessary documentation on the underlying legal requirements.

4. Grant agreements shall be issued in two copies. They may be sent to beneficiaries in hard copy, which is advised for the "Special Conditions" part, or in an electronic format. If the NA decides to issue the grant agreement in an electronic format, it shall protect the electronic documents adequately from potential modification by beneficiaries. The "General Conditions" part of the grant agreement can be published on the NA website only, and they do not need to be sent to the beneficiaries.

5. When issuing a grant agreement, the NA shall send an accompanying letter or message stating the final date by which the signed agreement is to be returned to the NA, after which the grant offer is cancelled. 

6. In case the beneficiary wishes to introduce changes to the grant agreement, s/he shall not alter the text of the grant agreement but introduce a separate request thereto to the NA. In case the NA agrees with the proposed changes, it shall issue a modified grant agreement proposal to the beneficiary. If not, the grant agreement offer shall be deemed cancelled unless the beneficiary is still prepared to accept the conditions of the initial grant agreement proposal.

7. The two copies of a grant agreement shall be signed and dated by the beneficiary before being signed and dated by the NA. As last of the signing parties, the NA shall send one copy of the grant agreement signed and dated by both parties to the beneficiary and keep the other copy for the NA. Grant agreements shall be signed by both parties in respect of the calendar for use of funds (see Annex I of the Delegation Agreement) and no later than three months after the grant award notifications were sent to successful applicants.

8. Provided that the underlying Delegation Agreement has been signed by the NA and the Commission, the NA shall send to the successful applicants the grant agreement offer before the start of the selected project. 

9. In the case of EU Member States, the NA shall use one of the official EU languages in grant agreements and in written communication with beneficiaries about contractual issues. 

10. In the case of EFTA/EEA countries or acceding or candidate countries, the NA may choose to use one of the official EU languages or the official language of its country for grant agreements and contractual correspondence with beneficiaries. In the event that the language chosen is not one of the official EU languages, the NA shall be in charge of providing translations of good quality at the request of the Commission, the European Court of Auditors, OLAF or any persons mandated by either institution undertaking an evaluation, control or audit on their behalf.
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1. The beneficiary or the NA may request an amendment of the grant agreement in accordance with the contractual provisions as set out in the standard grant agreement between the NA and the beneficiary (see Annex II-A).

2. In case of a request for an amendment concerning purely administrative elements of the grant agreement, the modification to the grant agreement may be confirmed by a formal letter signed solely by the NA.  If the amendment request concerns substantive changes of the grant agreement exceeding the provisions of contractual flexibility, a supplementary agreement shall be signed by both parties in the same manner as applicable to the signing of the initial grant agreement (see Section 3.8.3 of this Guide on issuing grant agreements).

3. Any request for amendment submitted by the beneficiary shall be received by the NA in good time, before the change is planned to take effect, and in all events one month before the end of the eligibility period set in the grant agreement, except in cases duly substantiated by the beneficiary and accepted by the NA. To be valid, any amendment to a grant agreement shall be issued by the NA before the end date of the grant agreement concerned.

4. Amendments to grant agreements may not have the purpose or effect to call into question the grant award decision or be contrary to the equal treatment of applicants. Thus, amendments with the purpose of increasing the maximum grant amount or co-financing percentage are authorised only if the NA puts in place a transparent procedure for redistribution of unspent funds guaranteeing the equal treatment of all applicants/beneficiaries (see Section 4.1.3.3 on the (re)distribution of unspent funds). 

5. Beneficiaries of higher education mobility grants may submit to the NA a request for additional support for persons with special needs during the contractual period, in accordance with the conditions set out in the grant agreement template. If such additional grant request is accepted, the NA shall take a formal grant award decision; however, preliminary consultation of the Evaluation Committee is not required in such case. The additional grant support shall be made available following a formal amendment to the grant agreement signed by both parties.

[bookmark: _Toc417410478]Reserve lists

1. Good quality applications which cannot be funded due to lack of funds shall be put on the reserve list[footnoteRef:18], and accepted later if funds become available. The NA shall respect the ranking order of the lists. [18:  Except for KA2 Strategic Partnerships composed of schools only.] 


2. Projects accepted from the reserve lists must end by the latest possible end date for projects on reserve list indicated in the calendar for the use of funds for grant support (see Annex I of the Delegation Agreement). 

3. If, for the reason mentioned above, the project duration has to be shorter than included in the application, the beneficiary may propose changes to the project work-plan and the budget. In the framework of Key Action 2 - Strategic Partnerships, the NA shall also make it clear to the beneficiary that the grant for the project management and implementation will be reduced proportionally to the shorter duration. The NA shall assess the proposed changes and take a decision if the project can carry out the planned core activities and it can reach its intended objectives within a shorter duration and with a reduced budget. 
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1. The NA shall make payments in Euro. The NA is strongly recommended to require the beneficiary to open a bank account in Euro in order to avoid exchange rate losses on pre-financing payments.

2. EU grants are payable in full to the beneficiaries. The NA shall not make any deductions whatsoever for direct or indirect taxes, fees, social security, contributions or administrative, management or registration charges.

3. In so far as the treasury situation of the EU funds on the NA bank accounts allows it, the NA shall apply the payment conditions as set out in the Programme Guide and in the grant agreement standard templates provided by the Commission for the different types of decentralised actions (see Annex II-A of this Guide). 

4. The NA shall transfer grant payments to beneficiaries within the timeframe set in the calendar for the use of funds as well as in the grant agreement templates provided in Annex II-A of this Guide. 

5. If the treasury situation of the EU funds on the NA bank accounts does not allow for a single first pre-financing payment to beneficiaries, the NA may split the first pre-financing in two or more instalments and pay the further instalments without requiring a progress or interim report from the beneficiary. 
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1. The NA shall give assurance on reality and eligibility of the activities supported with EU funds as well as on the legality and regularity of the underlying operations. To that effect, the NA shall undertake so-called "primary checks", which have to be embedded in the overall control strategy included in the governance structure of the NA (see Section 2.5 of this Guide). The NA shall put in place a robust system of primary checks, which will constitute one of the essential building blocks of its overall assurance system.

2. The primary checks to be undertaken by the NA in relation to Programme beneficiaries consist of the following types:

· Final report check (and interim report check where applicable);

· Desk check of additional supporting material submitted by beneficiaries;

· On-the-spot check during the project implementation of a supported activity;

· On-the-spot check (audit) undertaken after completion of the project;

· Systems check of recurrent beneficiaries.

3. In countries where more than one NA has been designated for the management of the Programme, the NA shall closely cooperate with the other NA(s) for the organisation of primary checks, in order to ensure the necessary coherence between the different decentralised actions at national level. The NAs shall communicate to each other on a yearly basis their planned on the spot checks as well as the results of the checks undertaken. This will ensure that the same beneficiaries for which during an on the spot check no major errors or weaknesses were detected in a given year, will not be revisited again during the two years following that year and that problem cases are adequately followed up by all NAs concerned.

4. The checks on beneficiaries related to projects of the previous Lifelong Learning and Youth in Action programmes have to be carried out according to the rules and technical instructions applicable for these programmes.
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1. If the NA is subject to specific national legislation with regard to the procedure for recoveries from beneficiaries, it shall implement the national legal requirements incumbent on it. However, in view of the principle of transparency and sound financial management, the NA shall always first formally notify the beneficiary of its intention to recover any amount unduly paid. If no specific national legislation applies, the NA shall implement the procedure set out hereafter. 

2. Once the NA has calculated and established the amount unduly paid to the beneficiary – either as the result of a routine final report assessment or following further desk or on the spot checks – the NA shall formally notify the beneficiary thereof and of its intention to recover this amount. The NA shall send the notification by registered letter or any other means allowing to checking that and when the notification has been received by the beneficiary. 

3. The notification letter shall state the amount to be recovered, the reasons for recovery and invite the beneficiary to make any observations within 30 calendar days from the receipt of notification letter.

4. Within 30 calendar days of receipt of the observations, the NA shall analyse any additional information received from the beneficiary, and shall inform the beneficiary of its final decision, including if applicable, the information on the revised final grant amount and the amount still to be recovered. This period of 30 calendar days can be suspended if further supporting evidence has to be requested from the beneficiary.

5. If no observations have been submitted or if, despite the observations submitted by the beneficiary, the NA decides to pursue the recovery procedure, the NA shall confirm recovery by formally notifying to the beneficiary a debit note ("debit note"). The debit note shall specify the amount due, the terms and the date for payment. 

6. In the debit note, the NA shall request the payment of the amount due within a period of 30 calendar days of the date of receipt of the debit note. The NA may decide to shorten the notice period for specific and duly justified reasons (e.g. risk of loss of EU funds), and shall then duly record the reasons in the project file. 

7. If payment has not been made by the date specified in the debit note, the NA may choose between different recovery mechanisms as appropriate and depending on the nature of each individual case as set out in Sections 3.12.1. – 3.12.3.

8. The maximum period for closing a grant agreement after dispatch of the notification letter by the NA is 6 months. If the beneficiary does not provide the required information and/or supporting evidence in case of observations within that period, the NA shall recover the amount considered ineligible within 15 days without further possibility of submitting observations by the beneficiary after the expiration of the 6 months period. The maximum period for closing a grant agreement after dispatch of the notification letter may be extended only in view of a reimbursement in instalments by the beneficiary, in which case the period may be maximum 1 year.

9. In the case of countries with more than one NA, the NA shall exchange with the other NA(s) information on problematic debtors, in view of a coordinated approach in case the same organisation benefits from Programme grants awarded by different NAs.

10. In case the NA does not implement the recovery procedure according to the procedure and deadlines set out in this section of the Guide for NAs and except in duly justified cases formally accepted by the Commission (e.g. authorisation from the Commission to waive the recovery), the Commission shall consider the amount due as ineligible at the stage of the Yearly Management Declaration on the basis of which the Delegation Agreement is to be closed following the Calendar for the use of funds provided in Annex I of the Delegation Agreement.
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1. If the NA is managing several grant agreements with the same beneficiary over the same or successive periods, it shall recover funds through offsetting whenever possible, and at any time after issuing the debit note. In such case, the NA shall inform the beneficiary that the amount due will be deducted by the NA from a payment underway or from a future payment. The NA may offset recoveries due under the Lifelong Learning and Youth in Action programmes also against payments due to the same beneficiary under the Erasmus+ Programme.

2. The NA is required to keep rigorous accounting records, given that the amount due and the payment might correspond to two different decentralised actions and/or two different Delegation Agreements[footnoteRef:19]. [19:  	Or between a Delegation Agreement under Erasmus+ and a Commission-NA Agreement under the Lifelong Learning or Youth in Action Programme.] 


[bookmark: _Toc417410484]Recovery by drawing on the financial guarantee

If the beneficiary was required to provide a financial guarantee as foreseen in Section 3.8.2 of the Guide for NAs and if no recovery of the amounts due by offsetting is possible, the NA may draw on the financial guarantee.
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1. If the debtor has not reimbursed the amount due within the deadline indicated in the debit note, the NA shall send a first reminder letter by registered mail within 15 calendar days of the due date for reimbursement, requesting the immediate reimbursement of the amount due. This amount shall bear interest at the rate indicated in the agreement with the beneficiary and the reminder letter. Interest on late payment shall cover the period between the date set for payment, exclusive, and the date when the NA receives full payment of the amount owed, inclusive. This provision shall not apply to recipients of a grant which are public bodies of the Member States of the European Union. Any partial payment shall first be entered against charges and interest on late payment and then against the principal. The NA shall report on late payment interest recovered from debtors in the Yearly NA report. 

2. If the debtor has not reimbursed the amount due within 15 calendar days of the date of receipt of the first reminder letter, the NA shall send a second and last reminder letter by registered mail within 30 calendar days of receipt of the first reminder letter, requesting the immediate reimbursement of the amount due and explaining that non-compliance with this request within 15 days of receipt of the second reminder letter may result in legal action against the debtor referring to the applicable contractual rules.

3. If after 15 days of receipt of the second reminder letter the debtor has not reimbursed the amount due and the NA is not in a position to offset the debt against other payments due to the beneficiary, the NA shall:

· Either undertake actions to recover the funds, including any legal action, and inform the Commission in the Yearly NA Report; 

· or within 45 calendar days request authorisation from the Commission to waive the recovery provided that the requirements for requests for waiver as set out in Section 4.7.8. are fulfilled.

[bookmark: _Toc417410486]Recovery of small amounts due

1. If the amount due is less than or equal to EUR 200, the NA did not succeed in recovering the amount due following the second reminder notification, and there is no possibility to recover the amount due by offsetting, the NA is allowed not to proceed with the recovery if the cost of the procedure to recover the amount due exceeds the amount due (cost-effectiveness principle).

2. The NA shall establish a transparent and fair system ensuring equal treatment for the waiver of recovery orders up to a maximum EUR 200, based on the cost-effectiveness principle. The system shall be documented and authorised at the appropriate level in the NA.   
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[bookmark: _Toc403397560][bookmark: _Toc417410488]Support to programme stakeholders and beneficiaries

1. The NA shall provide support to the Programme beneficiaries throughout the whole project lifecycle, as of the grant award procedure through the project implementation until the final report and the dissemination stage. The support shall take the form of at least guiding, counselling and advice.

2. 	To ensure equal opportunity to all, the NA shall adjust its supporting activities to the needs of different groups of beneficiaries and shall give more assistance, whenever necessary, through advising, counselling, training, monitoring, and coaching systems, when necessary.

3.	In the field of youth, in line with the Inclusion and Diversity Strategy  and the European Training Strategy, the NA shall implement a supportive approach towards those organisations, youth workers and young people that aim to access to the opportunities offered by Erasmus+ in the youth field. This supportive approach will be implemented by means of providing training and support to programme stakeholders in order to help them improve the quality of their projects, thus  increasing, in the long run, the overall quality of the Programme and contributing, in general, to the development of capabilities of civil society organisations in the field of youth.
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1. The NA shall monitor the implementation of granted Programme activities. Thus, the NA shall develop a coherent monitoring strategy providing for a structured approach, adequate methods and tools based on the needs of the various Programme target groups.

2. [bookmark: _Toc156367330][bookmark: _Toc217029481][bookmark: _Toc353887068]In countries where more than one NA has been designated for the management of the decentralised actions of the Programme, the NA shall closely cooperate with the other NAs for the organisation of monitoring activities, in order to ensure the necessary coherence at national level.
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1. The NA shall make the necessary resources available to give advice by phone, e-mail, letter and on-line to beneficiaries seeking help. The contractual documents shall provide the necessary contact details of the desk officers in charge, as well as how and when they may be contacted.

2. Based on individual requests for advice, the NA shall establish and keep up to date lists of frequently asked questions which shall be put on the NA website.

3. The NA is encouraged to use various means and tools, including social media, to provide support to beneficiaries. It shall see to it, however, to duly respect contractual rules on confidentiality and implement the necessary measures for the protection of personal data.
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1. The NA shall organise on a regular basis group meetings for beneficiaries of decentralised actions. Such meetings shall be organised at least once a year for each decentralised action covered by the Delegation Agreement. At such monitoring meetings the NA shall provide advice both with regard to the implementation of the decentralised action as well as to grant management and contractual reporting.

2. In order to maximise the impact of the Programme, beneficiaries’ attention shall be drawn to the need to disseminate and exploit the results of the granted activities effectively including on the use of media and the VALOR - Dissemination Platform. Practical advice thereto shall be provided at project management meetings.

3. The NA shall provide the necessary expertise for these project management meetings and involve former beneficiaries to share their experience and good practices with new beneficiaries.

4. In order to limit the cost for beneficiaries of attending meetings with the NA, regional meetings can be envisaged. NAs may themselves organise and attend regional meetings or make use of their network of promoters, local authorities in charge of education, training or youth etc. In such case the NA shall provide regular training to its local and regional contact points, to ensure that correct information is passed on to beneficiaries.

5. Beneficiaries may use part of their EU grant to cover the costs related to attending a project management meeting.

6. In small size countries where group meetings would not be cost-effective, the NA may replace them by one-to-one meetings with individual beneficiaries or other adequate means.
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1. In order to strengthen the quality of activities receiving grant support and increase their added value and impact, the NA shall organise thematic monitoring meetings focussing on themes that aim at increasing the quality and impact of the Programme. These meetings shall foster the exchange of experiences between beneficiaries/projects during the lifetime of the supported activities, working in the same field or that are concerned by a common crosscutting theme. 

2. All fields of education, training and youth shall be covered by at least one thematic monitoring meeting per year. Whenever a theme may benefit from the participation of beneficiaries working in different fields, the NA shall encourage cross-sectoral cooperation and exchange. 

3. In order to increase their added value, thematic monitoring activities shall involve as much as possible projects funded under both the decentralised and the centralised actions of the Programme.

4. The thematic area(s) chosen at national level shall be in line with the Programme priorities set at EU level. The NA shall call on the support of experts and stakeholders in the thematic area as necessary in order to increase the added value for the participating beneficiaries.

5. For reasons of cost-effectiveness, the NA may organise combined meetings, covering both thematic monitoring and project management aspects for the same target public. However, in such case, sufficient and explicit provision shall be made for in-depth exchanges in the chosen thematic area, in order to provide meaningful support for an increase of the quality and impact of the projects in that area.
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1. The NA may implement a programme of on-site visits to beneficiaries in view of monitoring the implementation of individual projects. 

2. Monitoring visits shall be used primarily to support and counsel the beneficiary as well as to gather and disseminate good practice examples. They can also contribute to collecting information on qualitative aspects of Programme management and on the effectiveness and impact of the granted project on the beneficiary organisation. Finally, monitoring visits will contribute also to the building of knowledge and expertise of NA staff on the Programme action concerned.

3. No specific criteria apply for the selection of beneficiaries for monitoring visits. However, the NA should consider the principle of cost effectiveness and the results of its risk analysis with regard to the primary checks. 

4. Monitoring visits may be undertaken by NA staff in charge of administering the decentralised action concerned and/or by external experts hired to that effect by the NA. Due measures shall be taken to prevent potential conflicts of interest, in particular as regards the involvement of external experts. 

5. In case a monitoring visit is organised simultaneously with an on-the-spot check (see Section 3.11 above), the role of the team members in charge of the on the spot check shall be clearly separated from the activities of the person(s) in charge of the monitoring visit and both shall be adequately explained to the beneficiary. 

6. Monitoring visits require a careful preparation and organisation. They should be organised on the basis of a draft agenda agreed in advance with the beneficiary to ensure that all issues to be discussed can be properly covered. At the end of the visit, a first oral feedback shall be given to the beneficiary institution. 

7. Within one month after the visit, the NA shall communicate the conclusions and any points of advice to the beneficiary in writing. The beneficiary shall be given the opportunity to comment on the draft report in relation to matters of fact or interpretation. 

8. On the basis of the comments received from the beneficiary, the draft report is either amended - if the comments/factual modifications are accepted by the NA - or the beneficiary's response is included in a separate section of the final report. The final report is sent to the beneficiary within two months of the visit. 

9. If important weaknesses are found during the monitoring visit, the final report shall clearly specify the points for improvement with a concrete timeframe for implementation and reporting. In addition, the NA shall ensure appropriate follow-up after the visit, including through additional targeted checks as necessary.

10. NAs shall disseminate good practice examples found during monitoring visits through different channels, e.g. using the NA website, presentations in conferences and seminars, etc. The outcomes from the visits can be used to feed into recommendations and guidelines to other beneficiaries to help them improve the quality of activities and outputs, as well as the management of their project.
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1. The NA shall take appropriate measures to prevent irregularities and fraud and if necessary bring prosecutions to recover Programme funds lost, wrongly paid and incorrectly used by beneficiaries of an EU grant awarded in the framework of a Delegation Agreement.

2. The notion of irregularity is the following: any infringement of a provision of EU law or any breach of a contractual obligation resulting from an act or omission by an economic operator, which has, or would have, the effect of prejudicing the general budget of the European Communities or allocations managed by them, by an unjustified item of expenditure[footnoteRef:20]. [20:  	Point 14 of the Annex to decision 1720/2006/EC of the European Parliament and the Council, and paragraph "Checks and Audits" of the Annex to Decision n° 1719/2006/EC of the European Parliament and the Council.] 


3. The notion of fraud[footnoteRef:21] is the following:  [21:  	Article 1 of the Convention concerning the protection of the financial interests of the European Communities (OJ C 316 of 27.11.1995, page 49).] 


· in respect of expenditure, any intentional act or omission relating to: the use or presentation of false, incorrect or incomplete statements or documents, which has as its effect the misappropriation or wrongful retention of funds from the general budget of the EU or budgets managed by or on behalf of the EU; non-disclosure of information in violation of a specific obligation, with the same effect; the misapplication of such funds for purposes other than those for which they were originally granted; 

· in respect of revenue, any intentional act or omission relating to: the use or presentation of false, incorrect or incomplete statements or documents, which has as its effect the illegal diminution of the resources of the general budget of the EU or budgets managed by, or on behalf of the EU; non-disclosure of information in violation of a specific obligation, with the same effect, the misapplication of a legally obtained benefit, with the same effect.

4. In case the NA presumes substantial errors, irregularities or fraud, the NA may suspend the implementation of the grant agreement or payments in order to verify whether presumed cases have actually occurred. If they are not confirmed, implementation shall resume as soon as possible. However, a formal contradictory procedure with the beneficiary concerned is compulsory before suspension of implementation or payments.

5. Where audit or control findings demonstrate systemic or recurrent errors, irregularities or fraud attributable to the beneficiary who has been awarded a number of grants under similar conditions, the NA may extend and apply the findings to all the grants concerned. However, a formal contradictory procedure with the beneficiary before suspension of implementation or payments is compulsory.

6. The NA shall report any case of irregularity or (suspected) fraud in relation to EU funds for decentralised actions under the Delegation Agreement, regardless of whether the act is committed by a Programme beneficiary or by a NA member of staff. 

7. However, where an irregularity (error/negligence) detected by the NA a) is corrected before the final payment is made to the beneficiary, b) does not result in any administrative or judicial penalty, and c) does not cause prejudice to the EU’s financial interests, the NA does not need to report the irregularity to the Commission. In such cases, the National Agency shall keep nevertheless an accurate track in its files of the facts detected and the corrective measures taken.

8. The NA director shall address the initial ad hoc irregularity report to the person having signed the Delegation Agreement on behalf of the Commission, with copy to the contact person indicated in the Agreement. 

9. In addition, the NA shall keep the Commission informed of its monitoring and follow-up of irregularities and fraud on a regular basis as part of its Yearly NA Report (see Section 4.7.4).
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1. The NA shall clearly inform all applicants and beneficiaries about their right of redress for each NA decision affecting them adversely (e.g. grant award decisions, final grant amount, suspension of payment, recovery, conclusion of primary check). 

2. The means of redress shall be clearly indicated on the NA website, as well as in direct exchanges with applicants and beneficiaries. The NA shall specify to whom the information request or appeal should be addressed, by which final date and following which formal procedure.

3. For the establishment of the procedures for redress, the NA shall take due account of applicable calendars for the use of funds for grant support as well as the relevant selection roadmaps for the actions concerned.
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1. Where the Delegation Agreement requires the processing of personal data by the NA, the NA may act only under the supervision of the data controller identified in the Delegation Agreement, in particular with regard to the purpose of the processing, the categories of data which may be processed, the recipients of the data and the means by which the data subject may exercise his or her rights.

2. The access to data that the NA grants to its staff and any external experts involved in the Programme management shall be limited to the extent strictly necessary for the implementation, management and monitoring of the grant agreement or accreditation. 

3. The NA shall adopt appropriate technical and organisational security measures having regard to the risks inherent in the processing and to the nature of the personal data concerned, in order to:

· prevent any unauthorised person from gaining access to computer systems processing personal data, and especially:

· unauthorised reading, copying, alteration or removal of storage media;

· unauthorised data input as well as any unauthorised disclosure, alteration or erasure of stored personal data;

· unauthorised persons from using data-processing systems by means of data transmission facilities;

· ensure that authorised users of a data-processing system can access only the personal data to which their access right refers;

· record which personal data have been communicated, when and to whom;

· ensure that personal data being processed on behalf of third parties can be processed only in the manner prescribed by the Commission;

· ensure that, during communication of personal data and transport of storage media, the data cannot be read, copied or erased without authorisation;

· design its organisational structure in such a way that it meets data protection requirements.

4. In the context of the Programme and its predecessor Programmes, the following categories of individuals are considered as data subject:

· the person legally authorised to sign the grant agreement on behalf of the applicant/beneficiary organisation;

· the person coordinating the project in the applicant/beneficiary organisation;

· the person coordinating the project in each partner organisation, as applicable;

· a person participating in activities organised in the context of a funded project.
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1. As the EU financial contribution in support of the Programme management tasks of the NA ("Contribution to management costs"), the Commission will not check on the individual expenses covered by the grant but on the outputs and performance realised by the NA in relation to the requirements set out in the Specifications for the NA Work Programme and in the present Guide for NAs. 

2. In addition to the EU Contribution to management costs, the NA shall receive the necessary resources from the National Authority to implement the NA Work Programme agreed with the Commission and the National Authority and implement the Programme actions in compliance with the applicable contractual provisions.

3. The NA shall use the Contribution to management costs exclusively in relation to expenses necessary for an effective and efficient management of the Programme and in respect of the principles of sound financial management.
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1. In addition to the Contribution to management costs, the NA is provided with grant support to the network functions delegated to the NA in the framework of the Delegation Agreement.

2. In case the NA is not designated as body responsible for the network function at national level, it shall subcontract the implementation of the related part of the Work Programme to the designated body and transfer the related EU contribution to it.

3. In the case of subcontracting, the NA shall see to it that the delegated body implements the related Work Programme part satisfactorily and manages the EU support in accordance with the applicable rules. The NA shall report to the Commission on the implementation of the Work Programme and the use of the grant for the network functions as part of its Yearly NA Report (see Section 4.7.4). 
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1. The Delegation Agreement defines the overall maximum amount of EU funds for grant support to the decentralised Programme actions allocated from the budget year concerned, specifying the allocations per Key Action per field of education, training and youth. Furthermore, in Key action 1 for the field of higher education, a distinction is made  between the funds to be used for mobility activities between Programme Countries on the one hand (Heading 1 funds from the EU budget) and mobility from/to Partner Countries (Heading 4 funds of the EU budget). 

2. The NA shall respect the Calendar for the use of EU funds for grant support to decentralised Programme actions (see Annex I of the Delegation Agreement). In this context, special attention shall be paid to the requirements regarding the use of interest earned on EU pre-financing, which the NA shall use to award additional grants.

3. The NA shall not transfer EU funds for decentralised actions between successive Delegation Agreements. Funds remaining unused after the final dates for commitment and signature of grant agreements set out in Annex I of the Delegation Agreement will be recovered by the Commission following analysis of the related NA reports and closure of the Delegation Agreement concerned.

4. In the case of countries with more than one NA, any transfer of funds for grant support between NAs may take place only by way of an amendment to the Delegation Agreements of the NAs concerned. Direct transfers of funds between NAs are not authorised in any case.

[bookmark: _Toc354860611][bookmark: _Toc370468272][bookmark: _Toc403397575][bookmark: _Toc417410503]Flexibility and transfers 

1. The NA shall respect the ceilings for transfers between Key Actions within a given field of education, training or youth, as well as between fields of education and training as specified in the Delegation Agreement. 

2. In case of transfers lowering the initial allocations under Key Action 1, the NA shall nonetheless respect the initial minima allocations set in the Delegation Agreement for certain types of mobility activities. 

3. The NA cannot transfer funds between the fields of education and training on the one hand and the field of youth on the other hand. Transfers are allowed between the fields of education and training within the limits specified in the Delegation Agreement.

4. In the field of higher education, the rules regarding transfers and flexibility in mobility projects between Programme and Partner Countries are the following:



a. Transfers:

i. Transfers between Erasmus+ Heading 4 funds and Erasmus+ Heading 1 funds are not permitted.

ii. Transfers between the different Heading 4 financial instruments[footnoteRef:22] are not permitted.  [22:  Financial instruments are specified in the Delegation Agreement.] 


iii. The NA may, adjust the budget envelopes within the same financial instrument, provided that the adjustments do not change an individual budget envelope by more than 10%, and the maximum amount of the Heading 4 funds is not exceeded.

b.  Flexibility

i. NA may decide to make available Heading 1 funds to fund outgoing mobility to DCI regions for short, first and second cycle student mobility. The Heading 1 supplement cannot exceed 20% of the total DCI Heading 4 budget.

ii. There are no quotas for student versus staff mobility between Programme and Partner Countries.

iii. A minimum of 90 % of each of the ENI South and ENI East budgets shall be used for incoming mobility from the Partner Countries.

iv. DCI funds cannot be used for outgoing mobility of short, first and second cycle students from Programme Countries to DCI countries. 

5.  [placeholder for Windows – youth actions]

6. Any transfers exceeding the ceilings set in the Delegation Agreement shall be subject to a formal amendment to the Delegation Agreement. In order to ensure respect of the financial provisions of the Programme Regulation for the Programme as a whole, such amendment requests will be treated during the same lapse of time set in the Delegation Agreement. Amendment requests for transfers of funds submitted outside the period fixed in the Delegation Agreement will not be considered by the Commission.    
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1. The NA shall set up a fair and transparent system for the use and redistribution of funds in case of funds remaining unspent including additional funds made available to the NA from the EU budget after conclusion of the main selection rounds or funds awarded that cannot be absorbed by grant beneficiaries.

2. Due to the existence of 3 selection rounds per year for the youth field allowing for maximum absorption of EU funds, the provisions set out in this section apply exclusively to the fields of education and training, for Key Action 1.    

Additional selection round

3. If, after having carried out the selection following the deadline set in the EU Call for proposals for a given year, the NA has substantial funds left unspent from the budget for that year and no reserve list available, the NA may launch an additional open selection round in order to support further new applications. 

4. For the additional selection round in Key Action 1, a common submission deadline is set at European level at 15 October for all fields concerned, except for International Credit Mobility in the field of higher education, for which the deadline is 24 September.

5. Given the IT support needed to organise the additional selection round, the NA shall notify the Commission if it wants to launch the additional open selection round at the latest by 31 July of the Call of the year concerned, except for International Credit Mobility in the field of higher education, for which this should be communicated by 15 May of the Call year concerned. 

6. For the organisation of an additional selection round the NA shall respect all requirements applicable to selection and grant award as specified in Chapter 3 of this Guide for NAs and it shall comply with the Calendar for the use of funds for grant support (see Annex I of the Delegation Agreement).

Redistribution of funds to existing beneficiaries

7. If additional funds would become available too late to organise the additional open selection round or if the amount of unspent funds would be too low to justify an open selection round, or for Higher Education where all beneficiaries are identified, the NA is allowed to organise a redistribution of funds to existing beneficiaries of Key Action 1 supported from the budget year concerned, in full respect of the calendar for the use of funds for grant support (see Annex I of the Delegation Agreement).

8. In the case of redistribution of funds to existing beneficiaries, the additional funds shall be used exclusively for granting new mobilities or for prolonging the current ones. In no case shall the NA allocate additional funds to grant beneficiaries in view of increasing the grant amount ex-post for mobility activities already completed or underway.   

9. Redistribution of funds to existing beneficiaries in the fields of school education, VET, adult education, as well as international mobility in higher education is allowed in accordance with the following conditions:

· Under the main selection round beneficiaries have not been awarded the full grant requested due to the high demand and limited budget rather than for reasons of weak past performance of the beneficiary.

· In view of transparency and equal treatment of the beneficiaries, the NA shall contact all the beneficiaries concerned requesting an ad hoc interim report and explaining the objective criteria on the basis of which the available funds may be distributed to the interested beneficiaries. These criteria shall respect the principles of equality of treatment, non-discrimination and transparency. 

· On the basis of the information in the ad hoc interim report, the NA shall check that the realisation level of mobility activities granted initially is in line with the planning in the grant application. In case significant underperformance is established, the NA may amend the initial grant agreement in view of a reduction of the maximum grant amount – including, if applicable, recovery of pre-financing transferred to the beneficiary hitherto – and add the funds concerned to its budget for redistribution to existing beneficiaries.

· The final grant amount awarded by the NA shall not exceed the grant amount requested by the applicant in the initial grant application.

10. In the field of higher education mobility between Programme Countries, redistribution of funds to existing beneficiaries shall be implemented in accordance with the following conditions:

· Following the provisions stipulated in the grant agreement, all beneficiaries of Key Action 1 shall provide an interim report on the realisation of mobilities. They shall also report on their ability to absorb the remaining awarded funds and any further support that may become available. 

· The NA shall specify the objective criteria on the basis of which possible available funds may be distributed to the beneficiaries concerned. These criteria shall respect the principles of equality of treatment, non-discrimination and transparency.

· On the basis of the information in the interim report, the NA can recover funds that beneficiaries would not be able to spend within their contractual period and redistribute those funds together with other unspent funds to those beneficiaries able to absorb more funds than initially awarded.

11. In case the redistribution of funds results in the increase of the initially awarded grant amount, the NA shall issue a grant award decision preceded by a formal consultation of the evaluation committee. The complementary grant support shall be made available following a formal amendment to the grant agreement and signed by both parties.
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[bookmark: _Toc403397577][bookmark: _Toc417410509]Grant support to Transnational Cooperation Activities between NAs

The NA may use a part of the Funds for grant support for Key Action 2 up to the maximum indicated in the Delegation Agreement in order to support activities of transnational cooperation with other NAs in accordance with the requirements set out in Section 5.1 of the Guide for NAs.

[bookmark: _Toc403397578][bookmark: _Toc417410510]Grant support to EVS Training and Evaluation Cycle

The NA may use a part of the Funds for grant support for Key Action 1 in the field of youth in order to carry out the sessions of European Voluntary Service Training and Evaluation Cycle in accordance with the rules established in the Programme Guide, Annex III.14, and with the requirements set out in the Section 5.2 of the Guide for NAs.  
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1. Any interest generated by the EU financial contribution is not due to the Commission.

2. The NA shall use the interest earned on EU pre-financing payments in the year N for grant support to projects under the Call of the year N+1 in accordance with the Calendar for the use of EU funds for grant support under the Delegation Agreement for year N+1. 

3. In order to optimise the use of EU funds for the Call of the year N+1, the NA shall use first the interest on EU pre-financing generated in the previous year N and second the EU funds for grant support provided in the Delegation Agreement for the year N+1. 

4. In case the NA manages both Heading 1 and Heading 4 funds of the EU budget, interest earned on EU pre-financing shall be used proportionally to the EU pre-financing for actions funded from respectively Headings 1 and 4 of the EU budget.

5. In case the NA manages actions in the field of both Education and Training and Youth, interest earned on EU pre-financing shall be used proportionally to the EU pre-financing for actions funded from respectively Education and Training and Youth. 

6. Interests earned under Heading 1 do not necessarily need to be split proportionally within the Education and Training field.

[bookmark: _Toc352838983][bookmark: _Toc352845387][bookmark: _Toc353187720][bookmark: _Toc353189013][bookmark: _Toc353191449][bookmark: _Toc353202205][bookmark: _Toc353202543][bookmark: _Toc353288091][bookmark: _Toc353291223][bookmark: _Toc353292495][bookmark: _Toc353293771][bookmark: _Toc353445686][bookmark: _Toc353446957][bookmark: _Toc353448228][bookmark: _Toc353448614][bookmark: _Toc353449002][bookmark: _Toc353449351][bookmark: _Toc353449701][bookmark: _Toc353447260][bookmark: _Toc353447604][bookmark: _Toc353456254][bookmark: _Toc353456628][bookmark: _Toc353457004][bookmark: _Toc353461410][bookmark: _Toc353461790][bookmark: _Toc353462170][bookmark: _Toc353462549][bookmark: _Toc353791502][bookmark: _Toc353791870][bookmark: _Toc353792236][bookmark: _Toc353792602][bookmark: _Toc353792968][bookmark: _Toc353793334][bookmark: _Toc353793700][bookmark: _Toc353805020][bookmark: _Toc353805385][bookmark: _Toc353882332][bookmark: _Toc353887107][bookmark: _Toc354860615][bookmark: _Toc370468276][bookmark: _Toc403397580][bookmark: _Toc417410512][bookmark: _Toc353887108]Other EU funds

[placeholder for other EU funds managed by the NA in support of actions under the Programme]
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1. National co-funding is defined as national funds that are made available by a Programme Country in addition to the EU funds to support decentralised Programme actions and the management of which is entrusted to the NA.

2. The Programme Country decides which decentralised actions may be supported with national co-funding. National co-funding may be used either a) to support a higher number of activities or grants under the Programme and/or b) to increase the grant amount awarded to individual activities selected under the Programme within the limits set in the Programme Guide.

3. National co-funding shall be managed following one of the two following approaches:

a) National co-funding is managed by the National Agency together with the EU funding as a single budget. In this case, the total grant given to each beneficiary and mobility participant has to respect the EU rules, including the minimum and maximum range for individual support grant levels for subsistence under Key Action 1 – Learning Mobility of Individuals for the education and training fields.

b) National co-funding is managed by the National Agency separately from the EU budget. In such case, the level of the national grant for the activities under Key Action 1 is not limited. The top-up provided to beneficiaries and mobility participants from national co-funding is not subject to the amounts and minimum and maximum ranges set by the Commission. However, if national co-funding supports Strategic Partnerships under Key Action 2 or Structured Dialogue Meetings under Key Action 3, the grant rates set by the Commission shall be respected in full.

4. The NA shall manage national co-funding in respect of national and European legislation, including the EU Financial Regulation. The rules established for the management of the decentralised actions in the Programme Guide, Call for Proposals, Guide for NAs and other reference documents, thus apply to the actions supported.

5. The NA shall manage all applications received under a given Call for Proposals in an identical way and in respect of the applicable rules, in order to ensure equal treatment of applicants regardless of the source of funding.

6. The NA shall use the grant agreement templates provided by the Commission in Annex II-A to this Guide for all actions supported under the Programme regardless of the source of funding. If the National Authority authorises the NA to use EU and national co-funding as a single budget for the decentralised action(s) concerned, the NA does not need to distinguish between EU funding and national co-funding in the grant agreements signed with beneficiaries. If national co-funding is managed separately from the EU budget, the NA has to issue two separate agreements to the beneficiary organisations and the latter shall issue two separate grant agreements to the mobility participants.  

7. The NA shall request the beneficiary to report on the use of the grant in compliance with EU rules and using the EU forms.

8. The NA shall record the report data in the Programme management tool in the same way for all grant agreements managed regardless of their source of funding.

9. The NA shall report on the use of the relevant national funds in the Yearly NA Report. The reporting on Programme actions benefitting from national co-funding will be identical to that on actions supported exclusively by EU funds.

10. The NA shall undertake the minimum number and percentage of checks of beneficiaries based on the whole population of grant agreements managed under the Programme regardless of their source of funding.

11. In order to establish the final amount of EU contribution for decentralised actions based on the Yearly NA Report, the Commission will apply the following approach:

· If the NA has paid out to beneficiaries an eligible amount that equals or exceeds the maximum EU contribution for the Delegation Agreement concerned, the maximum EU contribution is acquired and no EU funds are recovered by the EC;

· If the NA has paid out to beneficiaries an eligible amount that is less than the maximum EU contribution for the Delegation Agreement concerned, the difference will be recovered for the EU budget.

· The contractual limits for transfers between budgets as per field apply only to the EU contribution for decentralised actions as defined in the Delegation Agreement.

12. In so far as access to the NA accounting and treasury management information is needed to establish proper use of EU funds, the Commission, the European Court of Auditors, OLAF and anybody charged by them to carry out checks on their behalf have access to the NA accounting records and relevant bank accounts (e.g. to check that the same action/expense is not double funded by EU and national funds respectively, to check on potential fraud cases, etc.).

13. EU funds and national funds have to be managed on separate bank accounts. EU rules for treasury management (see Section 4.3.2) apply only to the bank account to/from which the EU decentralised action funds are transferred. The NA has to declare only interest earned on EU pre-financing.

14. The NA shall apply analytical accounting in such a way that the use of EU funds and national co-funding can be followed individually in the NA accounting system. Within the Programme management tool EPlusLink, however, the NA does not have to distinguish between funding from EU and national sources at individual project level if the National Authority authorises the NA to use EU and national co-funding as one single budget for the action(s) concerned.

[bookmark: _Toc353887109][bookmark: _Toc354860617][bookmark: _Toc370468278][bookmark: _Toc403397582][bookmark: _Toc417410514]Financial management

[bookmark: _Toc353887110][bookmark: _Toc354860618][bookmark: _Toc370468279][bookmark: _Toc403397583][bookmark: _Toc417410515]Accounting

1. For the management of the EU funds for grant support, the NA shall use a computerised accounting system that allows for accurate and detailed identification of all grants awarded to beneficiaries of the decentralised Programme actions covered by the Delegation Agreement and of all individual transactions in relation to these grants. 

2. The following transactions shall be registered and identifiable in the NA accounts: 

· pre-financing of EU funds for grant support received from the Commission;

· amounts of interest received and accrued on pre-financing of EU funds for grant support;

· payments made to grant beneficiaries distinguishing between pre-financing and balance payments;

· reimbursements received from grant beneficiaries, distinguishing between types of reimbursement (reimbursement of unspent grant support, interest on late payments, financial corrections or penalties);

· interest received on EU pre-financing. 

3. In addition to the above, the NA shall record the following information in EPlusLink:

· budgetary commitments (i.e. maximum grant amounts resulting from grant agreements signed between the NA and the beneficiary); 

· payment orders issued, distinguishing between pre-financing and final payments (i.e. amounts of payment to be transferred to grant beneficiaries upon approval by the authorising officer, normally the NA director); 

· requests for grant payments (i.e. grant amounts requested by the beneficiaries in their interim/final reports);

· recovery orders issued (i.e. requests for reimbursement of EU pre-financing issued to grant beneficiaries). 

4. For projects for which the NA is responsible for continuing and winding up the management of the funds for grant support under the Lifelong Learning and Youth in Action Programmes, LLPLink and YouthLink respectively are the common IT tools for Programme management and statistics. The NA must therefore ensure that the relevant project data are included in these IT tools in accordance with the instructions provided thereon in the relevant Commission-NA Agreement and related technical guidelines.

5. The NA accounting of the EU funds for grant support shall be held in Euro. All financial information in EPlusLink shall also be registered in Euro.

6. The NA accounting system shall allow to distinguish between: 

· EU funds for grant support to decentralised Programme actions and 

· any other activity that the NA or its hosting organisation may perform, including those for which they may be awarded operating or project grants by the Commission (such as network functions or other EU funds).   

7. If the NA has been awarded an EU Contribution for networks (e.g. SALTO, Eurodesk, ECVET), the NA accounting system shall distinguish also between the EU Contribution to management tasks and each of these network functions for which separate grant support is provided in the Delegation Agreement.

8. The NA shall reconcile all data related to EU Funds for grant support held in its accounting and the data registered in EPlusLink at least once a month. These reconciliations shall be reviewed and formally approved by the NA management. The NA shall keep a proper audit trail of these monthly reconciliations.

9. In the case that payments of EU grants to beneficiaries of decentralised actions are made in national currency, the conversion into Euro for reporting purposes shall be made in accordance with the rules for conversion set in the Delegation Agreement.

[bookmark: _Toc353887111][bookmark: _Toc354860619][bookmark: _Toc370468280][bookmark: _Toc403397584][bookmark: _Toc417410516]Bank accounts and treasury management

1. The NA shall have at least two separate bank accounts for receiving the EU funds under the Delegation Agreement: one for the payments of EU funds for grant support and another one for the EU Contribution to management costs and the Contribution to networks. 

2. The NA or the hosting organisation shall be the account holder. Where this is not possible for legal reasons, the NA shall obtain a prior formal exemption authorisation from the Commission. 

3. The single bank account on which the Commission will transfer the EU Funds for grant support shall be used for paying the beneficiaries of decentralised action grants and to receive any reimbursements these beneficiaries have to make to the NA. This single bank account shall be called in Euro and bear interest. It may not be used for the management of any other funds than the EU Funds for grant support in the context of the Programme. The single bank account shall be used for all Delegation Agreements signed with the NA during the Programme lifetime (2014-2020). 

4. For continuing and winding up the management of the EU funds for grant support under the Lifelong Learning and/or Youth in Action Programmes, the NA shall hold – in addition to the single bank account for EU Funds for grant support under the Erasmus+ Programme – a separate bank account for the decentralised actions funds under each of both predecessor Programmes. These bank accounts shall be closed as soon as the last Commission-NA Agreement under these Programmes is wound up. Any balance remaining after the closure of the last Commission-NA Agreement shall be transferred to the single bank account for Erasmus+ Funds for grant support.

5. Payments of EU funds to beneficiaries of decentralised Programme actions shall be made exclusively by bank transfer. 

6. An effective and safe treasury management is required, based on the most advantageous market conditions. To that end one or more savings or term deposit accounts that yield a more advantageous interest than the above mentioned single bank account shall be opened. These savings or deposit accounts shall be called in Euro. EU funds for grant support that are not transferred immediately to beneficiaries shall be deposited upon receipt on the single bank account on these more advantageous accounts. Amounts deposited shall be transferred back to the single bank account just in time for payment to beneficiaries. After the end of the deposit the principal sum together with the interest earned can be transferred back only to the single bank account. 

7. Depending on the national context, it may be necessary for the NA to open in addition a transit account to allow for the transfer of EU funds to savings or term deposit accounts or for the payment of grants to beneficiaries in the national currency. In such case, the transit account shall be used exclusively for that purpose. The amounts passing through the transit account have to be transferred further to the savings or term deposit accounts or to the grant beneficiaries on the same day, thus resulting in a zero balance on the transit account at the end of each day. 

8. Any NA bank accounts held in another country than that of the NA can be held only in a Member State of the European Union.

9. The NA shall disclose the references of all the bank accounts (current, savings or term deposit accounts and transit account if applicable) it uses for the EU funds for grant support. These accounts will further be called the "NA bank accounts". The Commission shall keep the ownership of all funds on the "NA bank accounts", both for the current and predecessor Programmes.

10. The NA shall reconcile the bank balances in the bank statements of the "NA bank accounts" with the bank balances in its accounting at least once a month. These reconciliations shall be reviewed and formally approved by the NA management. The supporting documents for the reconciliation and approval by NA management shall be kept for audit trail purposes.

11. Any costs and charges for the bank accounts as well as taxes on interest earned shall be covered by the NA operating expenses and cannot be deducted from the EU funds for grant support or from the amount of interest earned thereon.

12. The NA shall record all required information on its treasury and interest on EU pre-financing payment of EU funds for grant support in EPlusLink in order to ensure accurate and timely reporting to the Commission.

[bookmark: _Toc353887112][bookmark: _Toc354860620][bookmark: _Toc370468281][bookmark: _Toc403397585][bookmark: _Toc417410517]Procurement and subcontracting

1. The NA shall have or develop a formal procurement procedure. Procurement contracts shall be awarded to the tender offering best value for money, that is to say to the tender offering the best price-quality ratio, in compliance with the principles of transparency, proportionality, equal treatment and prevention of conflicts of interest.

2. Except in the case of services involving no delegation of budget implementation, the NA shall not sub-contract any of its tasks related to the implementation of Delegation Agreements to a third party without the prior written agreement from the Commission or unless expressly provided for in the ex-ante Compliance Assessment issued by the National Authority and accepted by the Commission. 

3. In the case of sub-contracting of NA tasks to a third party, the NA remains entirely responsible for ensuring compliance with the provisions of the Delegation Agreement and the obligations arising from it. 

[bookmark: _Toc370468282][bookmark: _Toc353887113][bookmark: _Toc354860621][bookmark: _Toc403397586][bookmark: _Toc417410518]IT Tools 

1. The NA shall use the IT tools made available by the Commission in view of the management of EU Funds for grant support and for communication with the Commission and the network of NAs. To that effect, the NA shall make available or acquire the necessary hard and software and ensure adequate maintenance services.

2. The NA shall ensure that all IT tools are kept up-to-date on a continuous basis and are subject to formal checks and reconciliation with NA accounting and bank accounts at least once per month to ensure reliable data for monitoring and checks by the Commission.

3. The NA shall use the IT tools provided by the Commission in accordance with the principles defined in the Guide for NAs and the technical guidelines provided by the Commission for each tool.

The IT tools provided by the Commission are the following:

[bookmark: _Toc353887114][bookmark: _Toc354860622][bookmark: _Toc403397587][bookmark: _Toc417410519]EPlusLink

1. The NA shall use EPlusLink for the management of the project lifecycle of decentralised actions in accordance with the requirements set out in the EPlusLink User Guide.

2. The NA shall keep the data in EPlusLink up to date on a continuous basis, applying monthly reconciliations (see Section 4.3.1 point 8).

3. To avoid manual treatment of data for reporting purposes, it is recommended for the NA to put in place an interface between its computerised accounting system and any local management tool on the one hand and EPlusLink on the other hand. The NA shall be responsible for the creation and maintenance of any such interface.

4. Any changes in the underlying structure and data of the EPlusLink database without the Commission's consent are not authorised. Improper use of the database may result in corruption or loss of the data, for which the NA may be held liable.

[bookmark: _Toc353887115][bookmark: _Toc354860623][bookmark: _Toc370468284][bookmark: _Toc403397588][bookmark: _Toc417410520]URF/PDM

1. The Unique Registration Facility / Participant Data Management (URF/PDM) is a corporate register of organisations participating in EU Programmes.

2. The NA shall provide guidance and help to potential applicants on how to use the Unique Registration Facility.

3. The NA shall translate URF/PDM screens and documentation in the national language(s) if needed.

[bookmark: _Toc353887116][bookmark: _Toc354860624][bookmark: _Toc370468285][bookmark: _Toc403397589][bookmark: _Toc417410521]E-forms

1. E-forms developed by the Commission will be used for applications from organisations for EU grant for all actions which the NA shall make available to potential applicants and beneficiaries. 

2. The NA shall translate the E-forms in the national language(s) if needed. 

3. Changes by the NA in the E-form without the Commission's consent are not authorised. Improper use of E-forms, which includes import or export of data may result in corruption or loss of the data contained in the forms, for which the NA may be held liable.

4. The Commission does not provide any support to third party tools used to open, fill in or translate the E-forms applications or reports.

[bookmark: _Toc353887117][bookmark: _Toc354860625][bookmark: _Toc370468286][bookmark: _Toc403397590][bookmark: _Toc417410522]Online Expert Evaluation Tool (OEET)

1. [bookmark: _Toc353887118]The NA shall use OEET for assigning all applications and beneficiary reports to experts and for the assessment and recording of assessments results. 

2. The NA shall provide guidance and help to experts on how to use the tool.

[bookmark: _Toc354860626][bookmark: _Toc370468287][bookmark: _Toc403397591][bookmark: _Toc417410523]Mobility Tool+ 

1. The NA shall ensure timely the transfer of selected projects to Mobility Tool+. 

2. The NA shall provide access, guidance and help on how to use the tool to beneficiaries of the decentralised actions.

3. The NA shall use Mobility Tool+ for monitoring the project implementation during its lifecycle and for validating the eligible activities when relevant.

4. The NA shall translate the Mobility Tool+ interface in the national language(s) if needed.

[bookmark: _Toc417410524]Business Objects

The NA shall use Business Objects in order to extract and produce reports, including the statistical and financial annexes of the Yearly NA Report.

[bookmark: _Toc417410525]Lifecard

The NA shall use Lifecard to produce and submit to the Commission the NA Work Programme and the Yearly NA Activity Report.

[bookmark: _Toc370468288][bookmark: _Toc417410526][bookmark: _Toc353887119][bookmark: _Toc354860627][bookmark: _Toc403397592]VALOR - Dissemination Platform

1. The NA shall use the VALOR - Dissemination Platform provided by the Commission for the dissemination of projects results under Key Action 2 – Strategic Partnerships.

2. The NA shall provide access, guidance and help to beneficiaries of the decentralised actions on how to use the tool and to keep their data up to date. 

3. The NA shall translate the VALOR - Dissemination Platform interface in the national language(s) if needed.

[bookmark: _Toc370468289][bookmark: _Toc403397593][bookmark: _Toc417410527]Issues Management Tool (IMT)

1. The NA shall use IMT to report issues or request information in relation to IT tools for the Programme, in its own name or in the name of the external users, transferring the answers to the external users in a clear and quick way.

[bookmark: _Toc403397594][bookmark: _Toc417410528][bookmark: _Toc370468290]CIRCABC

1. The Commission uses CIRCABC as electronic platform for a structured distribution and management of documents and information addressed to National Agencies for the management of the Programme. 

2. The NA shall use CIRCABC in order to have access to the reference documents and information provided by the Commission. It shall ensure that all NA staff who need to be informed of these documents register for access to the tool via EAC-BUSINESS-HELPDESK@ec.europa.eu.

3. The NA shall inform the Commission at the same address of persons leaving the NA in order to withdraw their access to CIRCABC.

[bookmark: _Toc403397595][bookmark: _Toc417410529]Internal Communication and Collaboration Tool

[under preparation]

[bookmark: _Toc370468291][bookmark: _Toc403397596][bookmark: _Toc417410530]LLP Dissemination Platforms

1. The web platforms/databases ADAM and EST used under the Lifelong Learning Programme (2007-2013) for the dissemination and exploitation of results of projects supported by the LLP sub-programmes Leonardo da Vinci, Grundtvig and Comenius will be discontinued after a phasing out period and will be replaced by the VALOR - Dissemination Platform for Erasmus+.

2. During the first years of Erasmus+, the beneficiaries of grants awarded under Lifelong Learning Programme will continue to be supported until the end of their project. During the phasing out, the LLP projects will continue to be updated in the ADAM and EST databases and maintenance will be ensured. 

[bookmark: _Toc370468292][bookmark: _Toc403397597][bookmark: _Toc417410531]NA Electronic exchange systems

All exchanges with grant beneficiaries, including the conclusion of grant agreements and any amendments thereto, may be done through electronic exchange systems if the system meets the following requirements:

· only authorised persons may have access to the system and to documents transmitted through it;

· only authorised persons may electronically sign or transmit a document through the system;

· authorised persons must be identified through the system by established means;

· the time and date of the electronic transaction must be determined precisely;

· the integrity of documents must be preserved;

· the availability of documents must be preserved;

· where appropriate, the confidentiality of documents must be preserved;

· the protection of personal data in accordance with the requirements of Regulation (EC) No 45/2001 must be ensured.

[bookmark: _Toc403397598][bookmark: _Toc417410532][bookmark: _Toc370468295]Online Linguistic Support (OLS)

The NA shall use the Online Linguistic Support (OLS) service to provide linguistic support to selected mobility participants, including zero grant participants, for their main language used abroad for study, training, volunteering or work, in accordance with the guidelines provided in Annex III.7 of this Guide. 

[bookmark: _Toc417410533][bookmark: _Toc403397600]Volunteering Database on the European Youth Portal

1. The NA shall ensure that all valid EVS accreditations are visible on the Volunteering Database on the European Youth Portal.

2. The NA shall provide guidance and help to EVS accredited organisations on how to use the tool and to keep their data up to date by notably creating and posting volunteering opportunities.

[bookmark: _Toc403124784][bookmark: _Toc403397599][bookmark: _Toc353887120][bookmark: _Toc354860629][bookmark: _Toc370468296][bookmark: _Toc417410534]Request for amendments to the Delegation Agreement

1. Any amendment request shall comply with the relevant provisions of the Delegation Agreement and be drafted in English, French or German only.

2. Any request for amendment shall be introduced by formal letter indicating the reference number of the Delegation Agreement and signed by the legal representative of the NA. The letter shall be addressed to the Commission contact person indicated in the Delegation Agreement. 

3. In case of a change of the name or address of the NA or of its legal representative the formal amendment request shall be accompanied by an update of the following documents: 

· Overview of NA contract and bank details (see Annex I);

· Financial Identification sheets for all bank accounts referred to in the Delegation Agreement[footnoteRef:23], accompanied by supporting bank abstracts; [23:  	Available at http://ec.europa.eu./comm/budget/execution/ftiers_en.htm.] 


· The Legal Entity form[footnoteRef:24], accompanied by supporting official documents; [24:  	Available at http://ec.europa.eu/budget/execution/legal_entities_en.htm.] 


· In the case of change of legal representative of the NA, a copy of the formal nomination act shall be provided in addition.

4. In the case of a change related to the NA bank accounts (e.g. following a change of bank, etc.), the NA shall provide a revised "Overview of the NA contract and bank details", as well as of the related financial identification sheet(s) and supporting bank abstracts. 

5. For any other amendment request, the NA is invited to consult the NA desk officer in charge in unit EAC.A.3. Depending on the nature of the change requested, the NA desk officer will clarify with the NA whether a formal amendment is required and if so, which supporting documents shall be provided.

6. Any request for amendment shall be duly justified and shall be sent to the Commission in due time before it is due to take effect and before the final dates specified in the Delegation Agreement, except in cases duly substantiated by the NA and accepted by the Commission. 

[bookmark: _Toc353291236][bookmark: _Toc353292508][bookmark: _Toc353293784][bookmark: _Toc353445699][bookmark: _Toc353446970][bookmark: _Toc353448241][bookmark: _Toc353448627][bookmark: _Toc353449015][bookmark: _Toc353449364][bookmark: _Toc353449714][bookmark: _Toc353447273][bookmark: _Toc353447617][bookmark: _Toc353456266][bookmark: _Toc353456640][bookmark: _Toc353457016][bookmark: _Toc353461427][bookmark: _Toc353461807][bookmark: _Toc353462187][bookmark: _Toc353462566][bookmark: _Toc353791519][bookmark: _Toc353791887][bookmark: _Toc353792253][bookmark: _Toc353792619][bookmark: _Toc353792985][bookmark: _Toc353793351][bookmark: _Toc353793717][bookmark: _Toc353805037][bookmark: _Toc353805402][bookmark: _Toc353882349][bookmark: _Toc353887124][bookmark: _Toc147220739][bookmark: _Toc147821724][bookmark: _Toc148243407][bookmark: _Toc353887125][bookmark: _Toc354860633][bookmark: _Toc370468300][bookmark: _Toc403397601][bookmark: _Toc417410535][bookmark: _Toc156367343][bookmark: _Ref164234069][bookmark: _Ref164234300][bookmark: _Ref164234362][bookmark: _Toc217029493]National Agency reporting

All reports submitted by the NA to the Commission shall be drafted exclusively in English, French or German.

[bookmark: _Toc353887126][bookmark: _Toc354860634][bookmark: _Toc370468301][bookmark: _Toc403397602][bookmark: _Toc417410536]Reporting on NA organisation

The NA shall develop and keep up to date an organisation chart (organigramme) detailing names of functions and jobholders. The Commission shall be informed of organigramme changes affecting the management of the Programme as part of the regular NA reporting and ad hoc changes in the following cases: replacement of legal representative of the NA or NA management staff, change of structure of the NA organigramme, change of the NA host organisation. 

[bookmark: _Toc353887127][bookmark: _Toc354860635][bookmark: _Toc370468302][bookmark: _Toc403397603][bookmark: _Toc417410537]Report on grant award results

1. By 28 February of each year, the NA shall notify the Commission at EAC-NA-COORDINATION@ec.europa.eu of the web address at which the grant award results of each action managed by the NA in relation to the Delegation Agreement for that Call year will be published. 

2. The NA website or – in countries with more than one NA – the national Programme website shall have a single entry point to the grant award results for all decentralised actions managed at national level, to which the Commission will establish a link from its own Programme website.

3. In compliance with the rule on monthly reconciliation of EPlusLink, within one month of the grant award decision the NA shall ensure that selection data for all projects is up to date in the tool. On 30 September each year, the Commission shall draw from EPlusLink the selection data for the verification purposes. 

[bookmark: _Toc353887128][bookmark: _Toc354860636][bookmark: _Toc370468303][bookmark: _Toc403397604][bookmark: _Toc417410538]Pre-financing payment requests for EU funds for grant request 

1. The Delegation Agreement sets out the payment arrangements for the EU funds for grant support.

2. The first pre-financing payment will be made by the Commission without a specific request from the NA, following the signature of the Delegation Agreement.

3. NA requests for further pre-financing shall:

· Take the form of a financial report extracted from EPlusLink and an accompanying letter specifying the amount of pre-financing requested, dated and signed by the NA legal representative;

· Be sent by regular mail for the attention of the Commission contact person indicated in the Delegation Agreement.

[bookmark: _Toc353887129][bookmark: _Toc354860637][bookmark: _Toc370468304][bookmark: _Toc403397605][bookmark: _Toc417410539]Yearly NA Report

The NA shall prepare a Yearly NA Report on the previous calendar year, in accordance with:

· the relevant provisions of the Delegation Agreement;

·  the template provided in an Annex to the Delegation Agreement;  

· the Yearly NA Report technical instructions. 

[bookmark: _Toc414112922][bookmark: _Toc414113080][bookmark: _Toc414315657][bookmark: _Toc414112923][bookmark: _Toc414113081][bookmark: _Toc414315658][bookmark: _Toc414112925][bookmark: _Toc414113083][bookmark: _Toc414315660][bookmark: _Toc414112926][bookmark: _Toc414113084][bookmark: _Toc414315661][bookmark: _Toc414112927][bookmark: _Toc414113085][bookmark: _Toc414315662][bookmark: _Toc414112928][bookmark: _Toc414113086][bookmark: _Toc414315663][bookmark: _Toc414112929][bookmark: _Toc414113087][bookmark: _Toc414315664][bookmark: _Toc414112933][bookmark: _Toc414113091][bookmark: _Toc414315668][bookmark: _Toc414112934][bookmark: _Toc414113092][bookmark: _Toc414315669][bookmark: _Toc414112935][bookmark: _Toc414113093][bookmark: _Toc414315670][bookmark: _Toc414112936][bookmark: _Toc414113094][bookmark: _Toc414315671][bookmark: _Toc353887130][bookmark: _Toc354860638][bookmark: _Toc370468305][bookmark: _Toc403397606][bookmark: _Toc417410540]Independent audit opinion 

The Independent Audit Body shall prepare an independent audit opinion on the Yearly Management Declaration in accordance with the relevant guidelines provided by the Commission and with the provisions of the Delegation Agreement.

[bookmark: _Toc353887131][bookmark: _Toc354860639][bookmark: _Toc370468306][bookmark: _Toc403397607][bookmark: _Toc417410541]Report on interest earned

1. The NA shall report by 15 January N+1 on the amount of interest earned in the year N on EU pre-financing for grant support, regardless of the Commission-NA Agreement or Delegation Agreement under which the EU pre-financing was provided to the NA.

2. The report on interest earned shall be generated and extracted through Business Objects.

3. The NA shall report on the use of interest earned in year N in the financial reports on the Delegation Agreement for the year N+1 in the relevant Yearly NA Reports. 

[bookmark: _Toc352061827][bookmark: _Toc352839004][bookmark: _Toc352845408][bookmark: _Toc353187741][bookmark: _Toc353189034][bookmark: _Toc353191469][bookmark: _Toc353202224][bookmark: _Toc353202562][bookmark: _Toc353288110][bookmark: _Toc353291238][bookmark: _Toc353292510][bookmark: _Toc353293786][bookmark: _Toc353445701][bookmark: _Toc353446972][bookmark: _Toc353448243][bookmark: _Toc353448629][bookmark: _Toc353449017][bookmark: _Toc353449366][bookmark: _Toc353449716][bookmark: _Toc353447275][bookmark: _Toc353447619][bookmark: _Toc353456275][bookmark: _Toc353456649][bookmark: _Toc353457025][bookmark: _Toc353461436][bookmark: _Toc353461816][bookmark: _Toc353462195][bookmark: _Toc353462574][bookmark: _Toc353791527][bookmark: _Toc353791895][bookmark: _Toc353792261][bookmark: _Toc353792627][bookmark: _Toc353792993][bookmark: _Toc353793359][bookmark: _Toc353793725][bookmark: _Toc353805045][bookmark: _Toc353805410][bookmark: _Toc353882357][bookmark: _Toc353887132][bookmark: _Toc353456276][bookmark: _Toc353456650][bookmark: _Toc353457026][bookmark: _Toc353461437][bookmark: _Toc353461817][bookmark: _Toc353462196][bookmark: _Toc353462575][bookmark: _Toc353791528][bookmark: _Toc353791896][bookmark: _Toc353792262][bookmark: _Toc353792628][bookmark: _Toc353792994][bookmark: _Toc353793360][bookmark: _Toc353793726][bookmark: _Toc353805046][bookmark: _Toc353805411][bookmark: _Toc353882358][bookmark: _Toc353887133][bookmark: _Toc353456277][bookmark: _Toc353456651][bookmark: _Toc353457027][bookmark: _Toc353461438][bookmark: _Toc353461818][bookmark: _Toc353462197][bookmark: _Toc353462576][bookmark: _Toc353791529][bookmark: _Toc353791897][bookmark: _Toc353792263][bookmark: _Toc353792629][bookmark: _Toc353792995][bookmark: _Toc353793361][bookmark: _Toc353793727][bookmark: _Toc353805047][bookmark: _Toc353805412][bookmark: _Toc353882359][bookmark: _Toc353887134][bookmark: _Toc353456278][bookmark: _Toc353456652][bookmark: _Toc353457028][bookmark: _Toc353461439][bookmark: _Toc353461819][bookmark: _Toc353462198][bookmark: _Toc353462577][bookmark: _Toc353791530][bookmark: _Toc353791898][bookmark: _Toc353792264][bookmark: _Toc353792630][bookmark: _Toc353792996][bookmark: _Toc353793362][bookmark: _Toc353793728][bookmark: _Toc353805048][bookmark: _Toc353805413][bookmark: _Toc353882360][bookmark: _Toc353887135][bookmark: _Toc353456279][bookmark: _Toc353456653][bookmark: _Toc353457029][bookmark: _Toc353461440][bookmark: _Toc353461820][bookmark: _Toc353462199][bookmark: _Toc353462578][bookmark: _Toc353791531][bookmark: _Toc353791899][bookmark: _Toc353792265][bookmark: _Toc353792631][bookmark: _Toc353792997][bookmark: _Toc353793363][bookmark: _Toc353793729][bookmark: _Toc353805049][bookmark: _Toc353805414][bookmark: _Toc353882361][bookmark: _Toc353887136][bookmark: _Toc353456280][bookmark: _Toc353456654][bookmark: _Toc353457030][bookmark: _Toc353461441][bookmark: _Toc353461821][bookmark: _Toc353462200][bookmark: _Toc353462579][bookmark: _Toc353791532][bookmark: _Toc353791900][bookmark: _Toc353792266][bookmark: _Toc353792632][bookmark: _Toc353792998][bookmark: _Toc353793364][bookmark: _Toc353793730][bookmark: _Toc353805050][bookmark: _Toc353805415][bookmark: _Toc353882362][bookmark: _Toc353887137][bookmark: _Toc353456281][bookmark: _Toc353456655][bookmark: _Toc353457031][bookmark: _Toc353461442][bookmark: _Toc353461822][bookmark: _Toc353462201][bookmark: _Toc353462580][bookmark: _Toc353791533][bookmark: _Toc353791901][bookmark: _Toc353792267][bookmark: _Toc353792633][bookmark: _Toc353792999][bookmark: _Toc353793365][bookmark: _Toc353793731][bookmark: _Toc353805051][bookmark: _Toc353805416][bookmark: _Toc353882363][bookmark: _Toc353887138][bookmark: _Toc353456282][bookmark: _Toc353456656][bookmark: _Toc353457032][bookmark: _Toc353461443][bookmark: _Toc353461823][bookmark: _Toc353462202][bookmark: _Toc353462581][bookmark: _Toc353791534][bookmark: _Toc353791902][bookmark: _Toc353792268][bookmark: _Toc353792634][bookmark: _Toc353793000][bookmark: _Toc353793366][bookmark: _Toc353793732][bookmark: _Toc353805052][bookmark: _Toc353805417][bookmark: _Toc353882364][bookmark: _Toc353887139][bookmark: _Toc353456283][bookmark: _Toc353456657][bookmark: _Toc353457033][bookmark: _Toc353461444][bookmark: _Toc353461824][bookmark: _Toc353462203][bookmark: _Toc353462582][bookmark: _Toc353791535][bookmark: _Toc353791903][bookmark: _Toc353792269][bookmark: _Toc353792635][bookmark: _Toc353793001][bookmark: _Toc353793367][bookmark: _Toc353793733][bookmark: _Toc353805053][bookmark: _Toc353805418][bookmark: _Toc353882365][bookmark: _Toc353887140][bookmark: _Toc353456284][bookmark: _Toc353456658][bookmark: _Toc353457034][bookmark: _Toc353461445][bookmark: _Toc353461825][bookmark: _Toc353462204][bookmark: _Toc353462583][bookmark: _Toc353791536][bookmark: _Toc353791904][bookmark: _Toc353792270][bookmark: _Toc353792636][bookmark: _Toc353793002][bookmark: _Toc353793368][bookmark: _Toc353793734][bookmark: _Toc353805054][bookmark: _Toc353805419][bookmark: _Toc353882366][bookmark: _Toc353887141][bookmark: _Toc353456285][bookmark: _Toc353456659][bookmark: _Toc353457035][bookmark: _Toc353461446][bookmark: _Toc353461826][bookmark: _Toc353462205][bookmark: _Toc353462584][bookmark: _Toc353791537][bookmark: _Toc353791905][bookmark: _Toc353792271][bookmark: _Toc353792637][bookmark: _Toc353793003][bookmark: _Toc353793369][bookmark: _Toc353793735][bookmark: _Toc353805055][bookmark: _Toc353805420][bookmark: _Toc353882367][bookmark: _Toc353887142][bookmark: _Toc353456286][bookmark: _Toc353456660][bookmark: _Toc353457036][bookmark: _Toc353461447][bookmark: _Toc353461827][bookmark: _Toc353462206][bookmark: _Toc353462585][bookmark: _Toc353791538][bookmark: _Toc353791906][bookmark: _Toc353792272][bookmark: _Toc353792638][bookmark: _Toc353793004][bookmark: _Toc353793370][bookmark: _Toc353793736][bookmark: _Toc353805056][bookmark: _Toc353805421][bookmark: _Toc353882368][bookmark: _Toc353887143][bookmark: _Toc352061830][bookmark: _Toc352839007][bookmark: _Toc352845411][bookmark: _Toc353187744][bookmark: _Toc353189037][bookmark: _Toc353191472][bookmark: _Toc353202227][bookmark: _Toc353202565][bookmark: _Toc353288113][bookmark: _Toc353291241][bookmark: _Toc353292513][bookmark: _Toc353293789][bookmark: _Toc353445704][bookmark: _Toc353446975][bookmark: _Toc353448246][bookmark: _Toc353448632][bookmark: _Toc353449020][bookmark: _Toc353449369][bookmark: _Toc353449719][bookmark: _Toc353447278][bookmark: _Toc353447622][bookmark: _Toc353456287][bookmark: _Toc353456661][bookmark: _Toc353457037][bookmark: _Toc353461448][bookmark: _Toc353461828][bookmark: _Toc353462207][bookmark: _Toc353462586][bookmark: _Toc353791539][bookmark: _Toc353791907][bookmark: _Toc353792273][bookmark: _Toc353792639][bookmark: _Toc353793005][bookmark: _Toc353793371][bookmark: _Toc353793737][bookmark: _Toc353805057][bookmark: _Toc353805422][bookmark: _Toc353882369][bookmark: _Toc353887144][bookmark: _Toc353456288][bookmark: _Toc353456662][bookmark: _Toc353457038][bookmark: _Toc353461449][bookmark: _Toc353461829][bookmark: _Toc353462208][bookmark: _Toc353462587][bookmark: _Toc353791540][bookmark: _Toc353791908][bookmark: _Toc353792274][bookmark: _Toc353792640][bookmark: _Toc353793006][bookmark: _Toc353793372][bookmark: _Toc353793738][bookmark: _Toc353805058][bookmark: _Toc353805423][bookmark: _Toc353882370][bookmark: _Toc353887145][bookmark: _Toc353456289][bookmark: _Toc353456663][bookmark: _Toc353457039][bookmark: _Toc353461450][bookmark: _Toc353461830][bookmark: _Toc353462209][bookmark: _Toc353462588][bookmark: _Toc353791541][bookmark: _Toc353791909][bookmark: _Toc353792275][bookmark: _Toc353792641][bookmark: _Toc353793007][bookmark: _Toc353793373][bookmark: _Toc353793739][bookmark: _Toc353805059][bookmark: _Toc353805424][bookmark: _Toc353882371][bookmark: _Toc353887146][bookmark: _Toc353456290][bookmark: _Toc353456664][bookmark: _Toc353457040][bookmark: _Toc353461451][bookmark: _Toc353461831][bookmark: _Toc353462210][bookmark: _Toc353462589][bookmark: _Toc353791542][bookmark: _Toc353791910][bookmark: _Toc353792276][bookmark: _Toc353792642][bookmark: _Toc353793008][bookmark: _Toc353793374][bookmark: _Toc353793740][bookmark: _Toc353805060][bookmark: _Toc353805425][bookmark: _Toc353882372][bookmark: _Toc353887147][bookmark: _Toc353456291][bookmark: _Toc353456665][bookmark: _Toc353457041][bookmark: _Toc353461452][bookmark: _Toc353461832][bookmark: _Toc353462211][bookmark: _Toc353462590][bookmark: _Toc353791543][bookmark: _Toc353791911][bookmark: _Toc353792277][bookmark: _Toc353792643][bookmark: _Toc353793009][bookmark: _Toc353793375][bookmark: _Toc353793741][bookmark: _Toc353805061][bookmark: _Toc353805426][bookmark: _Toc353882373][bookmark: _Toc353887148][bookmark: _Toc353456292][bookmark: _Toc353456666][bookmark: _Toc353457042][bookmark: _Toc353461453][bookmark: _Toc353461833][bookmark: _Toc353462212][bookmark: _Toc353462591][bookmark: _Toc353791544][bookmark: _Toc353791912][bookmark: _Toc353792278][bookmark: _Toc353792644][bookmark: _Toc353793010][bookmark: _Toc353793376][bookmark: _Toc353793742][bookmark: _Toc353805062][bookmark: _Toc353805427][bookmark: _Toc353882374][bookmark: _Toc353887149][bookmark: _Toc353456293][bookmark: _Toc353456667][bookmark: _Toc353457043][bookmark: _Toc353461454][bookmark: _Toc353461834][bookmark: _Toc353462213][bookmark: _Toc353462592][bookmark: _Toc353791545][bookmark: _Toc353791913][bookmark: _Toc353792279][bookmark: _Toc353792645][bookmark: _Toc353793011][bookmark: _Toc353793377][bookmark: _Toc353793743][bookmark: _Toc353805063][bookmark: _Toc353805428][bookmark: _Toc353882375][bookmark: _Toc353887150][bookmark: _Toc353456294][bookmark: _Toc353456668][bookmark: _Toc353457044][bookmark: _Toc353461455][bookmark: _Toc353461835][bookmark: _Toc353462214][bookmark: _Toc353462593][bookmark: _Toc353791546][bookmark: _Toc353791914][bookmark: _Toc353792280][bookmark: _Toc353792646][bookmark: _Toc353793012][bookmark: _Toc353793378][bookmark: _Toc353793744][bookmark: _Toc353805064][bookmark: _Toc353805429][bookmark: _Toc353882376][bookmark: _Toc353887151][bookmark: _Toc217029496][bookmark: _Toc353887152][bookmark: _Toc354860640][bookmark: _Toc370468307][bookmark: _Toc403397608][bookmark: _Toc417410542]Reports on cases of irregularity or fraud

1. The NA shall report any case of irregularity or (suspected) fraud in relation to EU funds for decentralised actions under the Delegation Agreement, regardless of whether the act is committed by the a Programme beneficiary or by a NA member of staff. 

2. [bookmark: _Toc353887153]In such case, the NA shall send an initial irregularity report to the Commission contact person indicated in the Delegation Agreement. The report shall be made using the template provided in Annex I of the Guide for NAs.

[bookmark: _Toc370468308][bookmark: _Toc403397609][bookmark: _Toc417410543][bookmark: _Toc354860641]Request for waiving a recovery order 

1. In accordance with Section 3.10.3 of this Guide, the NA shall request prior formal authorisation to the Commission in view of waiving any recovery order exceeding EUR 200. 

2. In such case, the NA shall send the request using the template provided in Annex I of the present Guide, including the requested support documents. The request shall be accompanied by a full description and evidence of the measures already taken to recover the funds and an explanation of the reason why the amount is either unrecoverable or why the effort and expenses involved cannot be justified.

3. The NA shall put efforts to ensure that waiver requests concerning the same beneficiary organisation are presented to the Commission at the same time.  

4. In case the debtor is not a public body, the Commission may authorise the waiver of a recovery order above EUR 200 only  in a limited number of cases, in particular when:

· The cost of the procedure to recover the amount due exceeds the amount due (cost-effectiveness principle);

· The debtor is obviously insolvent (bankrupt, in liquidation, etc.);

· The debtor is missing;

· In other exceptional cases, on the basis of a substantiated request from the NA, in accordance with the principle of proportionality.

Requests for waiving a recovery where the beneficiary is a public body will be refused by the Commission.

5. In case of acceptance the waiver request, the Commission shall give its explicit authorisation in writing for a total or partial waiver of the amount concerned. In the absence of a formal authorisation from the Commission, the NA is not allowed to waive the claim. 

6. If the Commission does not authorise the waiver of the claim by the NA, the NA is obliged to pursue the recovery with all available means. In such case, the amount due by the beneficiary to the NA will be considered ineligible by the Commission when closing the related Delegation Agreement and will be recovered accordingly from the NA.

[bookmark: _Toc353887154][bookmark: _Toc354860642][bookmark: _Toc370468309][bookmark: _Toc403397610][bookmark: _Toc417410544]Selection of good practice examples

1. The NA shall undertake a yearly selection of good practice examples in accordance with the guidelines provided thereon in Annex III.9.

2. The NA shall report the good practice examples to the Commission as part of its Yearly NA Activity Report.

[bookmark: _Toc353887155][bookmark: _Toc354860643][bookmark: _Toc370468310][bookmark: _Toc403397611][bookmark: _Toc417410545]Additional reporting 

1. The Commission has the right to request information, at any time and in the format it requires, reports or documents that are not expressly provided for under the terms of the Delegation Agreement. 

2. Unless specified otherwise, the NA shall send the information, reports or documents to the Commission within 30 calendar days of the receipt of the request.
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[bookmark: _Toc370468317][bookmark: _Toc403397614][bookmark: _Toc417410548]Objectives and Scope of Transnational Cooperation Activities

1. The Transnational Cooperation Activities (TCA) between National Agencies represent an instrument available to the NA supporting the Erasmus + Programme in fulfilling its objectives and priorities. Its aim is to bring added value and increased quality in the overall Programme implementation and so contribute to increasing the impact of the Programme at systemic level.

2. Transnational Cooperation Activities target:

· Support to high quality implementation of Erasmus+ and to mobilising a maximum number of organisations and individuals to whom the Programme is addressed; 

· Strategic support to the development of the fields of education, training and youth work in line with the specific objectives of Erasmus+;

· Strategic support to the cooperation between organisations active in the fields of education, training and/or youth.

3. When planning and implementing the Transnational Cooperation Activities, the NA has to take into account aims and measures for their implementation formulated in strategic documents such as EU 2020 in the field of Education and Training and the EU Youth Strategy in the field of youth and the annual European Commission Work Programme.

[bookmark: _Toc403397615][bookmark: _Toc417410549]Activities

[bookmark: _Toc403397616][bookmark: _Toc417410550]Eligible activities

1. The NA may organise and participate in the following eligible activities:

· Transnational training, support and contact seminars of potential Programme participants;

· Transnational thematic activities linked to the objectives, priority target groups and themes of the Programme. In the field of youth, NAs may also organise national activities directly linked to the European Youth Week events held at European level;

· Transnational evidence based analysis of Programme results.

2. The following activities are ineligible and cannot be funded from the budget for Transnational Cooperation Activities:

· Activities implemented solely at national level with no direct link to a Transnational Cooperation Activity between NAs (to be covered through the Contribution to management costs of the NA); an exception being the events at national level in the field of youth directly linked to the European Youth Week;

· EVS Training and Evaluation Cycle (to be supported with funds for grant support for Key Action 1 in the field of youth);

· EVS Accreditation costs (to be covered through the Contribution to management costs of the NA);

· NA activities planned in the frame of Part II of the annual Work Programme - Programme implementation activities and Programme management which are supported through the contribution to the management cost of the NA. 

[bookmark: _Toc403397617][bookmark: _Toc417410551]Venue

Transnational Cooperation Activities must be carried out in the Programme Country of one of the NAs/SALTO involved in the activity.  As concerns the youth field, Transnational  Cooperation Activities can take place in a Partner Country Neighbouring the EU provided that the funding support to these activities is not disproportionate compared to similar activities organised in a Programme Country and only if the relevant regional SALTO is duly informed or involved in the activity as co-organiser.

[bookmark: _Toc403397618][bookmark: _Toc417410552]Participants

1. As regards transnational training support/contact seminars and transnational thematic activities, Transnational Cooperation Activities shall address students, trainees, volunteers, pupils, youngsters, teachers, professors, trainers, youth workers,  professionals of organisations active in the fields of education, training and youth or other stakeholders acting as multipliers in the area of education, training and youth. Participants in Transnational Cooperation Activities must be from a Programme Country, or, as concerns youth, from a Partner Country Neighbouring the EU, as far as the content of the activity is relevant.

2. NA staff can participate in such Transnational Cooperation Activities, either as support staff, or organising team members, or trainers/facilitators. As a rule, costs related to their participation (i.e. travel, accommodation) cannot be covered through the Transnational Cooperation Activities budget. As an exception, the NA coordinating or co-organising the activity can cover the travel and accommodation costs for one NA staff member provided that he/she participates in the activity as a trainer/facilitator.

[bookmark: _Toc403397619][bookmark: _Toc417410553]Duration of a Transnational Cooperation Activity

1. Within the foreseen eligibility period for the use of EU funds (see Calendar for the use of funds for grant support), there are no specific rules for the duration of a specific Transnational Cooperation Activity.

2. The duration of the activity is part of the information submitted for approval to the Commission within the NA Work Programme.

[bookmark: _Toc403397620][bookmark: _Toc417410554]Planning, change and cancellation of Transnational Cooperation  Activities

1. Each year, the NA shall prepare the planning of Transnational Cooperation Activities to be realised in the following yearly period of 1 January N till 30 June N+1. The TCA Planning shall be drafted following the template and the Specifications for the NA Work Programme provided by the Commission for the given budget year. Once the Transnational Cooperation Activities planned are approved as part of the NA Work Programme, the NA shall undertake them as agreed with the other NAs participating in the Transnational Cooperation Activity concerned.

2. During the implementation period, the NA may change or cancel the planned Transnational Cooperation Activities or  plan new Transnational Cooperation Activities up to the maximum amount of EU contribution and within the deadline determined in the Delegation Agreement whereby:

· The organisation of a new Transnational Cooperation  Activity or substantial change to an approved Transnational Cooperation  Activity organised by the NA shall be subject to prior approval of the Commission;

· Sending of participants to an approved Transnational Cooperation Activity organised by another NA or SALTO or cancellation of an approved Transnational Cooperation  Activity shall not be subject to prior approval of the Commission.   

3. EU funds left unspent due to the change or cancellation of a Transnational Cooperation Activity may also be used for funding additional Strategic Partnership projects in accordance with the rules on the use of EU funds for grant support.

[bookmark: _Toc403397621][bookmark: _Toc417410555]TCA Officer

1. The NA may consider appointing one or several TCA Officer(s), who will be responsible for the planning, implementation and evaluation of the Transnational Cooperation Activities. TCA Officer(s) will also be the contact point for the other NAs, Programme structures, stakeholders and participants involved in the Transnational Cooperation Activities. 

[bookmark: _Toc403397622][bookmark: _Toc417410556]Transnational Cooperation Activities Seminar 

1. Every year NAs implementing Transnational Cooperation Activities are encouraged to organise a Transnational Cooperation Activities seminar, mainly with a view to:

· develop competences for the creation of training strategies and for the development of quality in the Transnational Cooperation Activities;

· encourage the development of common strategies and common projects;

· update TCA Officers with information relevant for the planning of the Transnational Cooperation Activities in the NA Work Programme for the following year.

2. For the youth field, the Transnational Cooperation Activities seminar shall be supported by the SALTO Resource Center for Training and Cooperation.

3. The Transnational Cooperation Activities seminar is a meeting during which the respective Transnational Cooperation Activities should be, as far as possible, developed. TCA Officers are responsible for preparing the grounds for an effective Transnational Cooperation Activities seminar by formulating and transmitting to the network of TCA Officers, prior to the seminar, the position of their NA with regard to both offer and demand for Transnational Cooperation Activities.    

4. TCA Officer(s) – or other NA staff acting on behalf of the NA - shall attend the yearly Transnational Cooperation Activities seminar and present the demand and offer of their NA with regard to Transnational Cooperation Activities. TCA officers will agree provisionally on the activities in which their NA will take part as coordinating or contributing NA, subject to the agreement of the NA director and to the formal approval of the Transnational Cooperation Activities in the NA Work Programme by the National Authorities and the European Commission.

5. The Commission will take part in the Transnational Cooperation Activities seminar in view of providing support on alignment of proposed Transnational Cooperation Activities with EU policy priorities and advice on the eligibility of proposed Transnational Cooperation Activities for EU financial support.

[bookmark: _Toc403397623][bookmark: _Toc417410557]Funding Rules 

[bookmark: _Toc403397624][bookmark: _Toc417410558]Co-financing

1. The EU support for TCA must always be complemented with a co-financing from sources other than EU. The minimum co-financing from sources other than EU shall be 5% of the eligible costs incurred during the implementation of Transnational Cooperation Activities as a whole under a given Delegation Agreement, but the co-financing level may vary between individual Transnational Cooperation Activities depending on their nature, scope and target public. Co-financing may take form of participants' fee to a Transnational Cooperation Activity, national contribution to the staff costs of TCA officer(s), partial reimbursement of the travel costs by the participant to the Transnational Cooperation Activity or further external sources other than EU funding.

2. The NA shall keep the evidence of the actual costs incurred, as well as of the level of co-financing in accordance with the provisions specified in the Delegation Agreement. 

[bookmark: _Toc403397625][bookmark: _Toc417410559]Eligible costs

1. In order to be eligible under Transnational Cooperation Activities, costs shall:

· be necessary for the implementation of the activity and be consistent with the principles of sound financial management, in particular in terms of value for money and cost-effectiveness;

· occur during the lifetime of the activity in accordance with the Calendar for the use of funds for the grant support;

· be incurred by the NA and recorded in the NA’s accounts in accordance with applicable accounting principles;

· be identifiable and verifiable, and supported by original documents.

2. Costs generated before or after the eligible period for Transnational Cooperation Activities which are necessary for the organisation of a  Transnational Cooperation Activity (e.g. preparation, follow-up and evaluation of the event) shall be deemed eligible provided that:

· the Transnational Cooperation Activity takes place during the eligible period;

· the costs have not been incurred prior to the date of the submission of the draft Work Programme including the related TCA planning.



3. Eligible costs are the following:

· Staff costs

· Fees for external experts involved in TCA

N.B. NA staff costs are ineligible as they are already covered by the EU Contribution management costs

· Travel and subsistence for international travel:

· For national and international travel of trainers, experts, and other resource persons external to the NA for participation in TCA; 

· For national and international travel of participants in training, support and contact seminars and thematic activities;

· For international travel of NA staff within the limits of their allowed participation in specified in Section 5.1.2.3.

· Production of materials essential for the TCA (e.g. publications)

· Organisation of events (e.g. rental of rooms, interpretation)

· Subcontracting

· The NA may undertake Transnational Cooperation Activities directly or outsource part of them to external contractors. In this case, the NA shall comply with the contractual provisions on procurement and subcontracting specified in the Delegation Agreement and Guide for NAs.

[bookmark: _Toc403397626][bookmark: _Toc417410560]Double funding 

Participants involved in other Erasmus+ projects can take part in a Transnational Cooperation Activity, provided that costs linked to their participation are not double funded.

[bookmark: _Toc403397627][bookmark: _Toc417410561]Contractual arrangements between NAs

1. In case of jointly supported activities, National Agencies, SALTOs and other partners are free to decide on the modalities for sharing the costs of the activity. It is the responsibility of the structures involved to agree on these modalities in advance when planning a Transnational Cooperation Activity in order to avoid any double-funding. The structures are required to keep proof of the arrangements agreed and actual split of costs incurred for audit trail purposes.

2. In the case one NA (hereafter called "the contributing NA") intends to financially contribute to hosting costs (other costs than the sending cost of a participant) of a Transnational Cooperation Activity organised by another NA (hereafter called "the coordinating NA") a written agreement shall be established between the two NAs prior to the beginning of the Transnational Cooperation Activity.

3. In order to establish the agreement, the Commission recommends adapting the template of NA-beneficiary agreement provided by the Commission to the specific needs and circumstances of the Transnational Cooperation Activity. The agreement shall cover at least the following points:

· Purpose; 

· Duration;

· Financing (Budget of the Transnational Cooperation Activity with income and revenue);

· Payment arrangements (schedule and accounts, calculation of the final financial contribution from the contributing NA);

· Reporting;

· Commitment of the coordinating NA to undertake the project in full respect of the Erasmus+ Programme regulatory framework, in particular with respect to sound financial management, non-profit, procurement rules and specific rules for Transnational Cooperation Activities.

[bookmark: _Toc417410562]Selection of participants of Transnational Cooperation Activities

The pre-selection of participants by the sending NA and the final selection of participants by the hosting NA shall be carried out in a transparent and non-discriminatory way, preferably on the basis of a public call published by the NA or a call announced on the SALTO RC webpage.

[bookmark: _Toc403397628][bookmark: _Toc417410563]Training and Evaluation Cycle for EVS volunteers

[bookmark: _Toc403397629][bookmark: _Toc417410564]Types of training/evaluation

1. The following types of TEC activities are to be organised for EVS volunteers by the NA or SALTO SEE/EECA Resource Centres: 

· on-arrival training (for EVS of 2 months and longer);

· mid-term evaluation (for EVS of 6 months and longer);

· annual EVS event;

· pre-departure training (can only be organised by NAs, not SALTOs).

[bookmark: _Toc403397630][bookmark: _Toc417410565]Organisation

1. The NA and SALTO Resource Centres organise the EVS Training and Evaluation Cycle. All training/evaluation has to respect the volunteer training guidelines and minimum quality standards set by the Commission (see Annex III.14). 

2. Volunteers from projects granted at centralised level are also to be included in the sessions organised by the NA/SALTOs.

3.  The sessions organised by the SALTOs (on-arrival training, mid-term evaluation and annual EVS event) shall respect the maximum thresholds listed below. Costs will be paid by the NA with reimbursement to SALTOs based on invoices.

4. The NA or SALTO shall ensure that each outgoing volunteer prior to the departure receives the info-kit prepared by the Commission.

5. The NA (not SALTOs) may organise a one-day pre-departure info-session to establish contact with outgoing volunteers.

6. The NA/SALTOs may subcontract the organisation of the training and evaluation sessions that are then organised by one or several organisations on behalf of the NA/SALTO.

7. For any EVS with duration of less than 2 months it is the responsibility of the receiving organisation to provide volunteers with on-arrival training suitable to the project and in line with the volunteer training standards and minimum guidelines provided by the Commission.

[bookmark: _Toc403397631][bookmark: _Toc417410566]Funding

1. The Training and Evaluation Cycle is supported with funds from the Key Action 1 Mobility for the youth field. The funding rules are the following:

· On-arrival training: 100% of eligible costs up to EUR 900 per EVS volunteer taking part in the training as participant;

· Mid-term evaluation: 100% of eligible costs up to EUR 500 per EVS volunteer taking part in the training as participant;

· Annual EVS event: 100% of eligible costs up to EUR 300 per EVS volunteer taking part in the training as participant;

· Pre-departure training (optional): 100% of eligible costs up to EUR 200 per EVS volunteer taking part in the training as participant.

N.B. The eligible costs referred to above are specified in the guidelines provided in Annex III.14.

2. In the case of volunteers with fewer opportunities, funding for tailor made preparation and TEC activities may be requested by beneficiaries under 'Exceptional costs' at the application stage.

[bookmark: _Toc414315699][bookmark: _Toc417410567][bookmark: _Toc353887177][bookmark: _Toc354860652][bookmark: _Toc370468319]Communicating the award of the VET Mobility Charter

1. Once the assessment of the Erasmus+ VET Mobility Charter applications is complete by the beginning of September 2015, National Agencies should be sure to inform the applicants of the decision by the end of September 2015 at the latest. 

2. National Agencies shall write to the applicant organisation by email informing them of the decision to award the Charter. They shall state that the award of the Charter recognises the high standards they have achieved in managing VET mobility projects and their operational capacity for doing so. They should also mention that the awarding of the Charter will assist their efforts to achieve greater internationalisation in VET through the Erasmus+ Programme. 

3. NAs shall also inform beneficiaries that the award of the Charter is in itself no automatic guarantee of funding, but that in order to receive funding they should make the necessary application for funds especially for VET Charter holders under the General Call 2016. 

4. NAs shall also remind the beneficiaries that they could be subject to monitoring during the duration of the Charter and that they have the obligation to uphold the quality standards that they have committed to. Any violations of its obligations could lead to the withdrawal of the Charter by the National Agency. 

5. NAs shall also remind beneficiaries that they may be requested to report on the Charter and the internationalisation process at some future juncture in time. 

6. Further to this correspondence, a Charter document (see Annex II.4) should be signed by the National Agency and posted to the successful applicants. 

[bookmark: _Toc417410568]
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All annexes listed hereafter are provided as separate files/documents on CIRCABC.
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Model documents for National Agencies

The documents listed below can be found at:  

https://circabc.europa.eu/w/browse/03e42cea-d263-47fc-b95a-359db9735b4c

		Title of document



		I.1 –  Overview form: change of contract and bank details



		I.2 –  Legal entity form: change of NA legal details

http://ec.europa.eu/budget/contracts grants/info contracts/legal entities/legal entities en.cfm



		I.3 –  Financial identification form: change of NA bank accounts

http://ec.europa.eu/budget/contracts grants/info contracts/financial id/financial id en.cfm



		I.4 – Ad hoc report on irregularities and frauds



		I.5 – Ad hoc report for requesting waiver of recovery order



		I.6 – Declaration on the prevention and disclosure of conflicts of interest 
















Annex II [bookmark: _Toc417410573]

Model agreements with beneficiaries and participants

The documents listed below can be found at:

https://circabc.europa.eu/w/browse/fe9e5c52-55f8-47d5-853e-4c7956fd4ef1

		A - Agreements between NAs and beneficiaries



		Title of document

		Action/field concerned



		II.1 – Mono-beneficiary grant agreement: Special and General Conditions

		



		II.1.1 – Description of the project  - Annex I

		· KA1– AE 

· KA1 – HE 

· KA1 – SE 

· KA1 – VET

· KA2 – School-to-school Strategic Partnerships  



		II.1.2 – Estimated budget -               Annex II 

		· KA1– AE

· KA1 – HE 

· KA1 – SE 

· KA1 – VET

· KA2 – School-to-school Strategic Partnerships 

· KA3 – Youth (single applicant) 



		II.1.3 – Financial and contractual rules - Annex III 

		· All actions and fields concerned



		II.1.4 – Agreements with participants  - Annex IV

		· Only for KA1, see section agreements between beneficiaries and participants below



		II.2 – Multi-beneficiary grant agreement: Special and General Conditions

		



		II.2.1 – Description of the project  - Annex I

		· KA1 – AE (mobility consortia)

· KA1 – HE (mobility consortia) 

· KA1 – SE (mobility consortia)

· KA1 – VET (mobility consortia)

· KA1 – Youth

· KA2 – All except school-to-school Strategic Partnerships

· KA3 – Youth  



		II.2.2 – Estimated budget -              Annex II 

		· KA1–  AE (mobility consortia)

· KA1–  HE (mobility consortia) 

· KA1 –  SE (mobility consortia)

· KA1 – VET (mobility consortia)

· KA1 – Youth

· KA2 – All except school-to-school Strategic Partnerships

· KA3 – Youth  



		II.2.3 – Financial and contractual rules - Annex III 

		· All actions and fields concerned



		II.2.4 – Agreements with participants  - Annex IV 

		· Only for KA1, see section "C agreements between beneficiaries and participants" below



		II.2.5 – Mandates of co-beneficiaries  - Annex V 

		· All actions and fields concerned



		II.2.6 – List of other beneficiaries  - Annex VI 

		· All actions and fields concerned







The documents listed below can be found at:

https://circabc.europa.eu/w/browse/b53b28c1-7dd4-4214-a9b5-d0e240439982

		B – Accreditation - Charters



		Title of document

		Action/field concerned



		II.3 – Erasmus+ Student Charter 

		· HE transnational and international 



		II.4 – Erasmus+ VET Mobility Charter 

		· VET 



		II.5 – European Voluntary Service Charter 

		· Youth















The documents listed below can be found at:

https://circabc.europa.eu/w/browse/8752acb7-86fe-4c25-9501-e2693944539c

		C - Agreements between beneficiaries and participants 



		Title of document

		Action/field concerned



		II.6 – Learning agreement (learners)

		· Studies/HE

· Traineeships/HE

· Learners/VET

· ECVET/VET



		II.7 – Mobility Agreement (Staff)

		· AE

· Teaching/HE

· Training/HE

· SE 

· VET 



		II.8 – Grant Agreement (learners and staff)

		· Studies and traineeships/HE transnational

· Studies/HE international

· Traineeships/VET

· Teaching and training/HE transnational, AE, SE, VET

· Teaching and training/HE international



		II.9 – Quality commitment

		· SE

· VET 



		II.10 – ECVET Memorandum of Understanding 

		· VET 



		II.11 – EVS Volunteering Agreement 

		· Youth 
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Qualitative guidelines and technical instructions

The documents listed below can be found at: 

https://circabc.europa.eu/w/browse/936231c2-0717-4f09-a447-cc43d2b9d5b9

The technical guidelines on completing application e-forms (guidelines for applicants) and the guide for experts on quality assessment are published at: http://ec.europa.eu/programmes/erasmus-plus/discover/guide/documents-applicants_en.htm

The Erasmus+ guide to long-term mobility of pupils in Strategic Partnerships (KA2) is also published at: http://ec.europa.eu/education/opportunities/school/institutions_en.htm

		Guidelines for the grant selection process



		III.1 – Guide for experts on quality assessment (public document)



		III.2 – Guidelines for NAs on quality assessment 



		III.3 – Guidelines for NAs on the selection of KA1 mobility projects in the field of higher education between Programme and Partner Countries 



		III.4 – Guidelines for NAs on the selection of KA2 school-to-school Strategic Partnerships 



		III.5 – Guidelines for NAs on financial capacity assessment 



		III.6  – Guidelines for NAs on double funding and submission check (use of BO report)







		Other guidelines and instructions



		III.7 – Online Linguistic Support (OLS): guidelines and roadmap for NAs



		III.8 – European Language Label (ELL): guidelines for NAs



		III.9 – Selection of Good Practices: guidelines for NAs



		III.10 – Check of grant beneficiaries: technical instructions for NAs



		III.11 – Management of changes in KA2 Strategic Partnerships: technical instructions for NAs



		III.12 – E+ Guide to long-term study mobility of pupils in Strategic Partnerships (KA2)



		III.13 – E+ Technical guidelines for completing application eforms: guidelines for applicants



		[bookmark: bookmark0]III.14 – EVS training and evaluation cycle guidelines and minimum quality standards
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[bookmark: _Toc417388370]Introduction

The National Agency (NA) is responsible for the checks of grant beneficiaries (also called hereafter 'primary checks') and controls of the decentralised actions. The purpose of these primary checks is checking that the actions and their components have taken place (activities undertaken, costs incurred, etc.), getting assurance that reports are reliable and that the underlying transactions are legal and regular. 

The aim of this document is to provide National Agencies with concrete guidance on how to design, organise and perform their primary checks under the Erasmus+ programme. It provides instructions and guidance in order to ensure a standardised and high quality performance of primary checks by the National Agencies. The information provided is complementary to the relevant provisions of the Guide for NAs.

The international dimension of Erasmus+ (higher education) introduces a new dimension, whereby beneficiary institutions are reporting not only on their own activities but also those of the partner country institutions with whom they are working.

[bookmark: _Toc417388371][bookmark: _Toc417388372]Objectives and scope per type of primary checks

Primary checks are built up progressively: while the first level of checks (final report check) applies to all beneficiaries, the subsequent checks apply to decreasing samples of beneficiaries but go more in-depth in terms of checking supporting documents and systems and thus complement the previous level. 

Based on the simplified grant management system, checks will also have a different purpose. They will not consist essentially in checking reality and eligibility of expenses incurred, but will focus rather on:

establishing whether the triggering event (e.g. travel, stay abroad) actually took place;

checking whether the activities undertaken were in line with the applicable rules (e.g. eligible countries, duration, type of participants, study levels of participants and directions of flows in the case of the international credit mobility,coherence with approved grant application etc.);

checking the quality of the undertaken activities; in case of insufficient quality (e.g. the intended learning was not undertaken during the stay abroad, the course provided is of an unacceptably low quality level), the grant may have to be further reduced.

Main focus of each type of primary check:

1. final report check: 

formal receivability of the final report

evaluation of the activity report in relation to the results of the supported activity in terms of their quality and quantity, including their reality and eligibility

depending on the type of the grant: evaluation of the financial statement in relation to the reality and eligibility of expenses reported and legality and regularity of underlying transactions

where necessary and appropriate, certain supporting information may be requested systematically and checked for all beneficiaries as part of the final report. This will be the case in particular for basic information on mobility participants in Key Action 1 (through Mobility Tool) and for the products produced by Strategic Partnerships in Key Action 2 (to be made available through the Dissemination Platform)

desk check: this type of check is an in-depth check undertaken at final report stage, on the basis of additional supporting documents to be provided by a sample of beneficiaries to prove triggering events for unit cost calculation (e.g. proof of participation in the form of  a declaration signed by the receiving organisation) and for real cost based grant items (e.g. travel tickets to establish the actual distance band and duration of a given mobility flow);

On-the-spot check during the project implementation: this type of check is undertaken before the final report stage. It aims at checking in situ triggering events and quality of intermediate results based on elements that cannot be verified on the basis of supporting documents (e.g. whether the activity undertaken is the one described in the grant application, whether the learners are undertaking actually a traineeship in a company in the sector concerned, whether the class or youth exchange has a qualitative learning content); project is on track and performing well;

On-the-spot check after completion of the project: this type of check is undertaken after receipt of the final report and allows to check similar elements as a desk check complemented by a crosscheck with the beneficiary's accounting system, staff records and other elements that can be found only in situ (e.g. proof of existence and running of a course developed with the grant);

In the case of the international credit mobility action, on-the-spot check will principally mean at the grant beneficiary institution for both sending and hosting mobility. It is not excluded that further verification may be provided from other sources, such as during monitoring missions to the universities in the partner countries by Commission staff or by EU Delegations. Such findings if appropriate will be integrated into the verification.

Systems check: check of systems and procedures for recurrent beneficiaries in mobility actions, complementing them with elements of on-the-spot checks in relation to specific grant agreements. The purpose of systems’ checks is to rely on the quality of internal control and compliance with the regulatory framework of a recurrent beneficiary. It also gives assurance on the legality and regularity of the most recent final report. 

[bookmark: _Toc417311854][bookmark: _Toc417388373][bookmark: _Toc417388374]General and formal requirements

The grant agreement specifies the types of checks to which the beneficiary may be subject as a consequence of accepting the grant offer.

Every person involved in the checks of decentralised actions shall sign at least once a year a declaration on the prevention of conflicts of interests and the disclosure of information (cf. model declaration in Annex II-A of the Guide for NAs).

Every person involved in the checks shall be given a separate checklist that shall be dated and signed upon completion of the assessment. The NA shall record the results of the checks in EPlusLink.

If the NA uses for the registration of primary checks other IT tools in addition to EPlusLink, it shall ensure secure access and safeguarding of data to preserve a full audit trail of the checks performed. In this context and with regard to the previous Programmes, the NA continues to use its own tools.

The NA shall make use of different checklists, based on minimum requirements which will be provided by the Commission for all types of checks of decentralised actions that it is required to undertake. In case the NA performs primary checks before these standard checklists are made available by the Commission, NAs should document their checks in line with the requirements listed below. Every time an anomaly is detected, it should be fully described in the checklist and evidence thereof is attached for future reference. Thus only exceptions should be reported.

The purpose of the checklist is threefold:

1. To list all the checks to be made in order to perform all the required tests and controls. Whenever judged necessary additional controls or tests can be added. 

To identify the person who has performed the checks and to give a short description of the anomalies detected. Evidence of the anomaly has to be annexed (or referred to) in the checklist. After having completed each test or check the person concerned puts the date and his or her initials in a box.

To draw a conclusion and propose further action after the completion of all checks and tests. 

The checklists shall contain a formal conclusion that can be fourfold: 

1. to proceed with the payment or recovery (in this case, the conclusion shall indicate any amounts considered ineligible and the final amount of EU grant proposed, in respect of the predefined contractual rules);

to request additional information (when the report is incomplete, unclear, or if there are inconsistencies);

to terminate the grant agreement because the contractual conditions were not met and request a full reimbursement of any pre-financing made;

to proceed to a more elaborate type of check.

For on-the-spot checks, the control team uses a checklist which includes all performed control steps. At the end of the fieldwork the participating staff members sign and date the checklist. Finally, they prepare a draft audit report.  

It is good practice that supervision (i.e. validation of the report on the on-the-spot check) is ensured by a third staff member who has not been involved earlier in the grant award procedure for the beneficiary concerned. This person reviews the checklist, the draft report and the underlying documents and formally approves the draft report if he or she has assurance that all the checks have been carried out, are properly documented, that the appropriate conclusions have been drawn and that the draft report is clear and properly reflects the results of the checks done.

Working papers

The persons in charge of the on-the-spot checks shall keep on file all the documents they have used for their checks in a so-called 'working papers' file (on paper or electronically). It shall contain adequate information to justify the conclusions of the desk check of supporting documents and also give evidence of the checks carried out. It shall also contain the report of the visit and the correspondence and analyses of the adversary procedure with the beneficiary. The working papers' file can be kept on paper, in electronic format or can be a combination of both. The working papers' files shall be kept for inspection by the National Authority or the EU for the period required for supporting documents and as defined in Section 2.8 of the Guide for NAs.

The working papers' file could contain the following sections:

•	The grant application (Eforms) and, where applicable, the accreditation of the organisation or consortium

•	The grant agreement and amendments

•	The final report of the beneficiary (Mobility tool and Epluslink)

•	The selection sheet (Excel printout, to be implemented in Epluslink)

•	The checklist relating to the analysis of the final report

•	The correspondence relating to the announcement of the on-the-spot check

•	The checklist relating to the on-the-spot checks

•	Documentation of anomalies found if any

•	The successive versions of the report on the on-the-spot check

•	The correspondence relating to the adversary procedure with the beneficiary

[bookmark: _Toc417388375] Formal requirements per type of primary check

[bookmark: _Toc156367321][bookmark: _Toc217029472][bookmark: _Toc353887048][bookmark: _Toc354860558][bookmark: _Toc370468248][bookmark: _Toc403397550][bookmark: _Toc417388376]Final report check

Any beneficiary of a decentralised action grant shall be required to submit to the NA a final report per grant agreement. The final report will serve to assess the results of the supported action in terms of quality and quantity, to establish the final amount of the EU grant and to issue the final grant payment or recovery order, as well as to administratively close the grant agreement. The NA shall assess 100% of final reports for all decentralised actions.

The NA shall make use of the standard report forms provided by the Commission. 

The NA shall record in EPlusLink the date of receipt of the reports from beneficiaries. The NA shall monitor the receipt and treatment of the reports and the respect of time limits set in the grant agreements. It shall send reminders as and when required. 

The report assessment shall consist of the following stages: 

1. a check of the formal receivability of the report (e.g. report duly signed and dated by the legal representative of the beneficiary organisation);

an evaluation of the activity report and the required supporting materials as appropriate relating to the results of the supported activity in terms of their quality and quantity, including a check of the reality and eligibility of the activity, and 

a check of the financial statement and the required supporting material as appropriate, in view of assessing the reality and eligibility of the expenses reported as well as the legality and regularity of underlying transactions. The specific checks will be adapted to the requirements applicable to the form of the grant. 

The same person may undertake the various stages of the final report assessment. If desirable, the NA may call upon external experts for the final report assessment. However, in the case of Strategic Partnerships for which the maximum EU grant exceeds EUR 60.000, the final activity report shall be assessed by at least one expert external to the NA. 

Final report assessments shall indicate any units or amounts considered ineligible and the final amount of EU grant proposed, in respect of the predefined contractual rules. Grant reduction for poor partial or late implementation may be applied. The assessments shall contain a formal conclusion as to the approval or rejection of the report and indicate the necessary follow-up measures if any. 

The assessment and approval of the report as well as payment of the balance shall be finalised within 60 calendar days of receipt of the report. This period of 60 calendar days can be suspended if further reporting elements or supporting documents have to be requested from the beneficiary before being able to finalise the assessment of the report and closing the grant agreement.

As soon as the assessment is finalised, the NA shall notify the beneficiary in writing of the outcome thereof in terms of approval or rejection of the final report. The closure letter shall state the final amount of the EU grant, the resulting amount of balance payment or recovery as well as the conditions for reimbursement when applicable. The letter shall also specify the means of redress in case the beneficiary disagrees with the conclusions of the NA. The beneficiary shall have 30 calendar days of receipt of the closure letter to submit any queries or complaints to the NA. The NA shall not accept any queries or complaints received after this maximum period of 30 calendar days. The NA shall have 30 calendar days of receipt of the query or complaint to treat it and to revise the final grant amount if applicable and inform the beneficiary accordingly. 

In the case of non-receipt of a final report due, the NA shall send a formal reminder within 15 calendar days of the deadline. If the final report is not received within 30 calendar days after this reminder, the NA shall send a notification by registered mail terminating the grant and requesting the reimbursement of the full amount of pre-financing payment(s), in accordance with the provisions set out in the grant agreement.

[bookmark: _Toc354860553][bookmark: _Toc370468247][bookmark: _Toc403397549][bookmark: _Toc417388377]Note on interim and progress reports 

In case of grant agreements exceeding the duration of 2 years, a progress report and an interim report shall be required. The NA shall make use of the standard report forms provided by the Commission. 

In case of grant agreements equal to or of less than 2 years, the NA is not required but may request a progress report (e.g. for monitoring purposes) or an interim report in view of redistribution of unused funds (see section 4.1.4.3).

The NA shall record in EPlusLink the date of receipt of the reports from beneficiaries. The NA shall monitor the receipt and treatment of the reports and the respect of time limits set in the grant agreements. It shall send reminders as and when required. 

In the case of the interim report, which represents a payment request from the beneficiary, the NA shall treat it in respect of the payment deadlines set in the grant agreement.

In the case of the progress report, which does not include a request for payment, the NA shall assess it in a reasonable period, but not exceeding 2 calendar months, in order to be able to intervene in a timely manner in case insufficient progress or other major problems are detected.

In the case of non-receipt of an interim report due, the NA shall send a formal reminder within 15 calendar days of the deadline. If the interim report is not received within 30 calendar days after this reminder, the NA shall send a notification by registered mail terminating the grant agreement and requesting the reimbursement of the full amount of pre-financing payment(s).

[bookmark: _Toc156367322][bookmark: _Toc217029473][bookmark: _Toc353887049][bookmark: _Toc354860560][bookmark: _Toc370468249][bookmark: _Toc403397551][bookmark: _Toc417388378]Desk checks of supporting material

[bookmark: _Toc403397552][bookmark: _Toc417388379]Desk checks at final report stage

A desk check is an in-depth check undertaken at final report stage, on the basis of additional supporting documents to be provided by a sample of beneficiaries to prove triggering events for unit contribution calculation and for real cost based grant items.

At final report stage, the NA shall undertake a desk check of a sample of grant agreements in accordance with the minimum numbers and minimum percentages set per type of decentralised action in Annex III-C of the Guide for NA. 

The NA shall select the random sample in accordance with the instructions provided in Annex III-C. Beneficiaries can be notified of their selection for a desk check at the earliest upon receipt of the final report. To the random sample, the NA shall add known or presumed problem cases that require a more detailed check in order to obtain the necessary assurance.

The NA shall request originals for all documents requested for the desk checks of supporting materials. Because originals are the property of the beneficiary, the NA can only keep them for the duration of the checks. The NA may stamp the documents as evidence that they have been checked in relation to the grant. Stamping original documents prevents them to be used a second time as underlying documents for grants. The originals have to be returned immediately after the checks have been carried out and the beneficiary has been informed about the outcome of the check. In exceptional circumstances only (i.e. legal reasons preventing the beneficiary to provide originals, or if the beneficiary is legally allowed to have electronic supporting documents), desk checks could be made on the basis of copies. 

Upon review of the supporting documents the NA may have to alter the final grant amount and proceed to a recovery. If required, the NA may decide to undertake further desk or on the spot checks (see hereafter) before deciding on the final grant amount and proceeding to the closure of the grant agreement.

[bookmark: _Toc403397553][bookmark: _Toc417388380]Desk checks of accredited organisations

The NA shall monitor the performance of organisations accredited for participation in the mobility actions of the Programme on a regular basis. For this purpose, the NA shall undertake regular surveys of reports from mobility participants registered in the Mobility Tool and assess them with regard to the organisation's respect of the accreditation requirements.

In case an accredited organisation does not appear to respect the accreditation requirements, the NA shall undertake further checks as necessary to establish the situation. Depending on its findings, the NA shall take the necessary measures, such as agreeing an action plan with the organisation, to ensure that the organisation remedies the weaknesses found within an agreed timeline. 

In the absence of adequate and timely remedial action by the accredited organisation, the NA may suspend or withdraw the accreditation in accordance with the provisions set in the accreditation certificate. In the case of the Erasmus Charter for Higher Education, the NA should inform the Commission of cases where the remedial actions have failed and the Commission may withdraw the Charter. The NA shall base its decision on the need to protect mobility participants and to provide them with a high quality learning mobility experience.

[bookmark: _Toc156367323][bookmark: _Ref164233921][bookmark: _Toc217029474][bookmark: _Toc353887050][bookmark: _Toc354860561][bookmark: _Toc370468250][bookmark: _Toc403397554][bookmark: _Toc417388381]On-the-spot checks

The NA shall undertake a number of on the spot checks of beneficiaries/projects in accordance with the minimum percentages and minimum numbers set per decentralised action in Annex III-C of the Guide for NA.

The NA shall ensure that on the spot checks are undertaken by persons with the necessary competences, in particular as regards the checking of financial and accounting records. External experts may be involved if required or deemed useful, provided that any conflict of interest is duly prevented. For the same reason and to ensure a proper segregation of duties, an on the spot check after receipt of the final report shall be undertaken by another person than the one who assessed the final report or undertook an in-depth desk check of the grant agreement concerned.

Different types of on the spot checks exist:

On the spot check during the project implementation: an on the spot check during the implementation of a supported activity is undertaken before the final report stage. It aims at checking in situ triggering events and quality of intermediate results based on elements that cannot be verified on the basis of supporting documents;

On the spot check after completion of the project: a financial audit is undertaken after the receipt of the final report to check similar elements as a desk check but complemented by a crosscheck with the beneficiary's accounting system, staff records and other elements that can be verified only in situ;

Systems check of recurrent beneficiaries: check of the systems and procedures put in place by recurrent beneficiaries implementing mobility projects under Key Action 1.

The purpose of systems’ checks is to rely on the quality of internal control and compliance with the regulatory framework of a recurrent beneficiary. It also gives assurance on the legality and regularity of the most recent final report.

Systems’ checks have to start from the top receivers downwards. Annex III-C specifies the grant level by field for top receivers concerned. NAs are encouraged to continue undertaking systems’ checks also after all top receivers are covered.

As regards on-the-spot and systems’ checks, it is not required to check again – with the exception of final report checks - the same beneficiary in the following two years if among the minimum required checks of these beneficiaries no errors or major problems are found[footnoteRef:1].   [1:  This exception applies also to beneficiaries who have been subject to on-the-spot or system checks during the last two years of the predecessor programmes LLP and Youth in Action.] 


The NA may undertake simultaneously:

An on the spot check during project implementation and a monitoring visit (see page 6 note on monitoring visits); 

A systems check of a recurrent beneficiary and a monitoring visit; 

An on the spot check after completion of the project and a systems check of a recurrent beneficiary.

On the spot checks shall be carefully prepared and organised. An on the spot check after completion of the project can only be announced to the beneficiary after the actual receipt of the final report by the NA. In case of an on the spot check during project implementation, the check shall be announced with a short notice period before the planned date of the visit. Systems’ checks may be announced to the beneficiary a longer time before the planned visit date.

The NA shall announce on the spot checks in a formal way to the beneficiary so as to explain the purpose of the check, agree on practical arrangements, identify the required interlocutors and supporting materials so as to ensure their presence and availability during the on the spot check. In view of preparing the visit, the NA shall send to the beneficiary:

a list detailing the documents, materials and information to be prepared or made available for inspection;

a questionnaire that will allow the check to be carried out in an efficient way and may have to be completed by the beneficiary in advance of the visit. 

At the end of the on the spot check, oral feedback on the findings shall be given to the beneficiary, who shall be invited to give his/her first comments. Within 30 calendar days after the visit, the NA shall send its draft visit report including findings, recommendations and conclusions to the beneficiary. The beneficiary shall be given 30 calendar days to comment on the draft report in relation to matters of fact or interpretation. 

In the case that the balance payment has not yet been made and if the on the spot check – that is organised immediately after the receipt of the final report – reveals no problem in relation to the requested final grant amount, the NA shall transfer the balance payment to the beneficiary as soon as the above draft visit report is ready.

When the NA receives feedback from the beneficiary within 30 calendar days, it shall amend the draft report either by accepting the comment and/or factual modifications, or by explaining why it cannot accept the comments or modifications. The beneficiary's comments and the NA reasons for not accepting them may be either integrated in the visit report or annexed to it. 

Within 30 calendar days after the reception of the comments from the beneficiary, the NA shall issue the final report and formally communicate it to the beneficiary. The report shall clearly specify:

any amounts of expense (to be) covered from the EU grant identified as ineligible;

any amounts due for reimbursement, accompanied by the reimbursement conditions, and 

any other weaknesses – based on the action specific requirements – requiring a follow-up by the beneficiary, within a concrete timeframe. 

In the absence of a reaction from the beneficiary to the draft report within 30 calendar days of dispatch by the NA, the draft report shall be considered final and be formally communicated to the beneficiary as above. 

[bookmark: _Toc397073441][bookmark: _Toc397089620][bookmark: _Toc397090001][bookmark: _Toc397090049][bookmark: _Toc401308609][bookmark: _Toc401840603][bookmark: _Toc401914629][bookmark: _Toc402873117][bookmark: _Toc402877553][bookmark: _Toc402878575][bookmark: _Toc404695466]In case an on the spot check after completion of the project or an on the spot check during the project implementation is undertaken simultaneously with a monitoring visit (see note on monitoring visits page 6), a different person shall be in charge of the monitoring visit than the one in charge of the on the spot check. The two different objectives of the visit shall be made clear to the beneficiary from the preparation stage on. The NA shall ensure that the objectives of the on the spot check are fully covered, in line with the technical guidelines and checklist provided by the Commission. In case a single visit report is drafted, the report shall clearly distinguish between the monitoring and the on the spot check aspects of the visit.

[bookmark: _Toc417024564][bookmark: _Toc417024615][bookmark: _Toc417055038][bookmark: _Toc417388382]Random selection of primary checks

[bookmark: _Toc417388383]Objective

The NA has to make its selections at random. The objective of random sampling is double: on the one hand to assess whether EU funds are used for their intended purpose and in accordance with the applicable rules by the individual beneficiary checked; on the other hand, to assess the reliability and thus assurance level provided by the primary check system as a whole and by the different types of primary checks. 

The minimum percentages and numbers for primary checks provided for by the Commission are set per Delegation Agreement, which implies that only near the end of the realisation of the projects funded from the related Delegation Agreement, the required minimum percentages and numbers will have to be reached.

[bookmark: _Toc417388384]Selection of sample for checks

The types and minimum number of primary checks to be undertaken by the NA are based on a risk analysis performed by the Commission. The risk analysis takes into account identified risks within each decentralised action managed by the NA. The minimum percentages and minimum numbers of beneficiaries/projects funded from the Delegation Agreement concerned to be checked by the NA for each decentralised action can be found in Annex 2.

For the minimum number and percentage of primary checks, the NA shall select a random sample of the beneficiary population in accordance with the instructions provided in § 6.3. NA. Final reports, and when applicable/requested interim reports, shall, however, be checked for 100% of the grant agreements.

In case the NA has signed several grant agreements with the same beneficiary for different projects, the NA shall undertake the necessary checks to prevent and detect possible double funding.  

In relation to the checks of beneficiaries/projects of decentralised action grants awarded under the predecessor Programmes and the management of which has been transferred to the NA, the required minimum numbers and percentages of primary checks stipulated in the related Commission-NA Agreement remain applicable.

For each type of check, except for on the spot checks during action, the NA shall calculate the error rate according to the following formulae:

-	For final report checks:

final grant amount reported by the beneficiary but limited to the maximum grant amount set in the grant agreement divided by the final grant amount approved by the NA based on its final report check

-	For desk checks:

final grant amount approved by the NA based on its final report check divided by the final grant amount approved by the NA based on its desk check

-	For on the spot checks after completion of the project:

final grant amount approved by the NA based on its final report check divided by the final grant amount approved by the NA based on its on the spot check after completion of the project

-	In case the NA undertakes a 100 % desk check of the beneficiary population and thus de facto replaces the final report checks by desk checks: the error rate for the final report check is set at 0 % and the error rate for the desk check is calculated as follows:

final grant amount reported by the beneficiary but limited to the maximum grant amount set in the grant agreement divided by the final grant amount approved by the NA based on its desk check

For all checks, the NA shall register the results in EPlusLink. With regard to grant agreements funded from the Lifelong Learning and Youth in Action Programmes (2007-2013), the NA shall continue to register the results of checks as in the past in view of their annual reporting to the Commission. 

The maximum tolerable error rate[footnoteRef:2] for primary checks is set at 2% calculated per Delegation Agreement and per Key Action within each field of education, training and youth. The following situations may occur: [2:  	The tolerable error is the maximum error rate found in the population tested, that the Commission would accept, without concluding that the results obtained are significantly erroneous. The possible errors, resulting from the primary checks by the NA, are cases of non compliance found with regard to the reality and eligibility of activities and expenses reported to the NA by the beneficiaries as well as with regard to the legality and regularity of the underlying transactions.] 


the actual error rate resulting from the checks that the NA shall undertake is higher than the maximum tolerable error rate set by the Commission: the NA shall assess the causes for the high error rate or high error frequency. On the basis of its risk analysis the NA may decide to extend the random sample of checks, add specific targeted checks on top of the minima and/or perform other types of checks to confirm/infirm the systematic nature of the errors. The NA shall take the necessary remedial actions to recover EU funds and, depending on the causes established, implement the necessary precautionary measures that will prevent the problem to re-occur in future[footnoteRef:3]. The NA will have to detail the followed approach and its conclusions in its Yearly Management Declaration. [3:  	Such measures may consist of correcting any weaknesses in the NA systems or increasing the minimum percentage and number of checks to be performed by the NA. If, however, the error rate is the result of a major single error, the NA may decide to take no other action but to correct the error concerned.] 


the actual error rate is consistently and significantly lower than the maximum tolerable error rate set by the Commission: the NA may request the Commission for a reduction of the minimum percentages and/or number beneficiaries/projects to be checked for the decentralised actions concerned. The Commission will notify the NA formally of its decision.



[bookmark: _Toc417388385]Timing for selection and population 
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KA1, KA2, KA3

No selection necessary since 100 % coverage (all final reports of all beneficiaries).

[bookmark: _Toc417388387]Desk check

KA1

The population for the yearly random sampling for this type of primary check consists of the entire number of signed grant agreements resulting from each call for proposals and each round.

The selection should be made once all these grant agreements are encoded in EPlusLink. 

KA2, KA3

The population for the yearly random sampling for this type of primary check consists of the entire number of signed grant agreements resulting of each call for proposals and each round.

The selection should be made once all these grant agreements are encoded in EPlusLink.

For Key Action 2 (Strategic Partnerships), the population for the sampling consists of three sub-populations, differentiating between three categories of grant levels: grant amounts lower than              € 60 000, grant amounts from € 60 000 to € 150 000, grant amounts as from € 150 000.

[bookmark: _Toc416855734][bookmark: _Toc416856543][bookmark: _Toc416857872][bookmark: _Toc417024571][bookmark: _Toc417024622][bookmark: _Toc417055045][bookmark: _Toc417388388]On-the-spot checks during the project implementation

KA1

Applicable fields: SE, AE, VET (non-recurrent beneficiaries), Youth and International HE if concerns are raised or exchange of information on risk and problem cases between NAs, EACEA, DG EAC and the EU Delegations.

The population for the yearly random sampling consists of the entire number of signed grant agreements resulting of each call for proposals and each round. For International HE the population consists only of those agreements where specific concerns have been raised.

The selection should be made once all these grant agreements are encoded in EPlusLink.

KA2

For Key Action 2 (Strategic Partnerships) the population for the yearly random sampling consists of the entire number of signed grant agreements resulting of each call for proposals and each round.

The selection should be made once all these grant agreements are encoded in EPlusLink. 

The population for the sampling consists of three sub-populations, differentiating between three categories of grant levels: grant amounts lower than € 60 000, grant amounts from € 60 000 to             € 150 000, grant amounts as from € 150 000.

KA3

The population for the yearly random sampling consists of the entire number of signed grant agreements resulting of each call for proposals and each round.

The selection should be made once all these grant agreements are encoded in EPlusLink.

[bookmark: _Toc417024573][bookmark: _Toc417024624][bookmark: _Toc417055047][bookmark: _Toc417388389]On-the-spot checks after completion of the project

KA1, KA3

Systems’ checks include this type of checks. In addition to the required minimum number, more checks could be done based on the NA's risk assessment.

KA2

The population for the yearly random sampling consists of the entire number of signed grant agreements. The selection should be made once all these grant agreements are encoded in EPlusLink.

[bookmark: _Toc417024575][bookmark: _Toc417024626][bookmark: _Toc417055049][bookmark: _Toc417388390]Systems’ checks

KA2, KA3

Not applicable.

KA1

At the beginning of each calendar year (N), starting as from the year 2015, the NA draws up a list of "top receivers" consisting of beneficiaries with mobility grant agreements signed in the previous year (N-1) and receiving a grant per call exceeding the € 450 000 grant threshold (for HE). In case there are serious concerns that beneficiaries are not complying with the charter (ECHE in HE), the NA should start with system checks of those, independently from the grant amount per call. 

For the International HE, at least 10% of agreements must be included, with a minimum of 1 agreement. The sample will be on the largest grant amounts. For VET, systems’ checks should start with beneficiaries receiving over € 200.000 per call, for Youth these should start with beneficiaries receiving over € 100.000 per call.

The lists of "top receivers" are drawn up starting from the top receivers downwards. 

The same project (grant agreement) should not be checked twice during the same year by different types of checks. 

For further details see annex 1.



[bookmark: _Toc417388391]Minimum number 

The minimum number of primary checks that the NA has to carry out for each Key Action has been determined by the Commission as a result of a risk analysis. The minimum number of checks is expressed as a percentage of the number of grant agreements issued for a particular type of decentralised action with an absolute minimum number to be checked in any case under a given Delegation Agreement.

The attached tables (see annex 2) show the minimum required primary checks in terms of percentages and absolute numbers to be applied on the number of grant agreements covered by a Delegation Agreement. The differentiation of the minimum number of checks by action has been set on the basis of the known risks.

As regards on-the-spot checks and systems’ checks, NAs are not required to check again – with the exception of final report checks - the same beneficiary for the same Key Action and action type in the following two years if among the checks of these beneficiaries no errors or major problems are found in order to respect the principles of proportionality and cost-effectiveness.   

Minima for systems’ checks have been introduced also for VET and youth beneficiaries, in line with the approach for HE under the previous LLP programme. NAs are encouraged to undertake systems’ checks also after all top receivers are covered based on their risk assessment (newcomers, other risk factors). At the end of the programme period (2014-2020) all "top receivers" should have been subject to a systems check.

1. 

[bookmark: _Toc417388392]Tool  

NAs have to use the tool provided within the EPlusLink for making random selections as soon as it is available. Practical guidance: see Users Guide for EPlusLink.

[bookmark: _Toc417388393]Encoding

Selected grant agreements are automatically flagged in EPlusLink. The results of the checks will also have to be recorded in EPlusLink.

[bookmark: _Toc417388394]Risk-based selection of primary checks

6. [bookmark: _Toc392080219][bookmark: _Toc392080261][bookmark: _Toc392080326][bookmark: _Toc396993032][bookmark: _Toc397073466][bookmark: _Toc397089645][bookmark: _Toc397090026][bookmark: _Toc397090074][bookmark: _Toc401308634][bookmark: _Toc401840628][bookmark: _Toc401914654][bookmark: _Toc402873142][bookmark: _Toc402877578][bookmark: _Toc402878600][bookmark: _Toc404695491][bookmark: _Toc414017046][bookmark: _Toc414017691][bookmark: _Toc416856551][bookmark: _Toc416857880][bookmark: _Toc417024581][bookmark: _Toc417024632][bookmark: _Toc417055055][bookmark: _Toc417311876][bookmark: _Toc417388395]

[bookmark: _Toc417388396]Objective

.In order to get sufficient assurance on reality and eligibility of activities and expenses and on the legality and regularity of underlying transactions, the NA shall undertake a thorough risk analysis and may, depending on its results, decide to increase the number of checks taking into account the risks involved in the national context as well as the results of checks undertaken in the past, thereby respecting the principle of proportionality and cost effectiveness.

The NA shall undertake any checks of beneficiaries/projects on the basis of specific problems noted or suspected on top of the prescribed minima selected on a random basis.

In case errors found for randomly selected grant agreements exceed the maximum tolerable error rate of 2 % (calculated per Delegation Agreement and per Key Action within each field of Education, Training and Youth) or in case frequently recurring errors are found, the NA will have to assess the causes of this situation and take the necessary remedial and precautionary actions, which it will have to detail in its yearly management declaration. 

Examples of cases which might occur:

1. Problems are discovered through an on-the-spot check during the implementation of a supported project. This could result in a decision to organise a desk check of supporting material upon receipt of the final report or to organise an on-the-spot check after the completion of the supported project.

1. Problems are discovered following feedback from other sources (partner country institutions feedback, participants feedback, performance under other actions, etc)

Problems are discovered during the analysis of the final report. This could lead to either a desk check of supporting documents or an on-the-spot check.

Problems arising from a desk check may require the organisation of an on-the-spot check.

[bookmark: _Toc417388397]Encoding 

Grant agreements selected in addition to the required minimum number will be flagged in EPlusLink. 

Practical guidance: see User Guide for EPlus Link.

[bookmark: _Toc417388398]On-the-spot checks

[bookmark: _Toc417024585][bookmark: _Toc417024636][bookmark: _Toc417055059][bookmark: _Toc414017050][bookmark: _Toc414017695][bookmark: _Toc416852805][bookmark: _Toc416854913][bookmark: _Toc417024586][bookmark: _Toc417024637][bookmark: _Toc417055060][bookmark: _Toc417388399]Who can carry out on-the-spot checks?

Staff of the NA: in case the visit is performed by two persons, the staff member leading the visit cannot have been involved in the counselling or grant award process of the action (= the supported project) concerned. It is good practice that the staff member in question has not been involved in the assessment of the final financial report for the grant agreement concerned. 

For the second staff member the incompatibilities are less strict as he/she works under the responsibility of the person in charge. The person can be a project manager, who may also perform a monitoring visit simultaneously with the on-the-spot check. The second person may – in particular in smaller National Agencies – have been involved in the grant award process of the action concerned.

External auditors: The National Agency can decide to outsource to external auditors all or some of the on-the-spot checks after the receipt of the final report, provided that these auditors are not involved in other audit tasks in the National Agency (including for the preparation of the opinion on the Yearly Management Declaration).

In all cases the National Agency has to make sure that the external auditors are sufficiently qualified and independent. They also have to be made sufficiently aware of the particularities of the decentralised action grants and have to understand fully concepts such as eligibility and compliance with conditions of the regulatory framework. They shall be instructed to report all anomalies that have a (potential) financial impact, even if for a statutory assignment they would have considered these as immaterial.

External auditors have to follow exactly the same procedures as the National Agency staff in charge off on-the-spot checks. This implies that they have to respect the timing, to use the standardised checklists which will be provided and to follow the reporting and the adversary procedure established by the NA. They have to sign a declaration on the prevention of conflicts of interests and they have to disclose all findings.

Other NAs for mobility activities abroad: The most effective method for checking that the activities take place and comply with the rules of the action is to check them while they happen. In general, the National Agency managing the grant agreement is the NA of the sending organisation. There is no objection to organise on-the-spot checks abroad, but from a cost/benefit viewpoint the NA could consider involving the NA of the hosting country. The Commission encourages National Agencies to agree on a bilateral basis on such checks. In the case of the International Credit Mobility, the NA will inform DG EAC who can advise as to whether it is appropriate to undertake the check abroad or whether another body, such as an Erasmus+ Office or the EU Delegation can do the check on behalf of the NA. However, the final responsibility and follow-up requirements remain with the NA that has signed a grant agreement with the beneficiary.

[bookmark: _Toc417388400]Timing for undertaking on-the-spot checks

[bookmark: _Toc392080223][bookmark: _Toc392080265][bookmark: _Toc392080330][bookmark: _Toc396993036][bookmark: _Toc397073470][bookmark: _Toc397089649][bookmark: _Toc397090030][bookmark: _Toc397090078][bookmark: _Toc401308638][bookmark: _Toc401840632][bookmark: _Toc401914658][bookmark: _Toc402873146][bookmark: _Toc402877582][bookmark: _Toc402878604][bookmark: _Toc404695495][bookmark: _Toc414017052][bookmark: _Toc414017697][bookmark: _Toc416852807][bookmark: _Toc416854915][bookmark: _Toc416856557][bookmark: _Toc417388401]On-the-spot checks during the project implementation 

These are undertaken before the final report stage. Here it is of crucial importance to organise the visit on a day where a maximum of elements can be checked such as: data and presence of project participants, agenda and quality of the event/meeting (e.g. multiplier event for Strategic Partnerships).

The check shall be announced to the beneficiary with a short notice period before the planned date of the visit.

In case a monitoring visit is organised simultaneously with an on-the-spot check, there shall be a clear division of responsibilities and tasks among the team members in charge of the combined visit. 

As stated in section 3.11.5 of the Guide for National Agencies, monitoring visits shall focus on collecting information on qualitative aspects of Programme management and on the effectiveness and impact of the granted project on the beneficiary organisation. The visits shall be used primarily to support and counsel the beneficiary as well as to gather and disseminate good practice examples. Contrary to a primary check visit, a monitoring visit is not necessarily related to a specific grant agreement and may cover a different period of time. Furthermore, a monitoring visit may be considered necessary in consequence of the beneficiary's past difficulties or in response to current problems. The focus of a monitoring visit is thus different from that of an on-the-spot check.

Different reports should be made – or if a single report is made, the parts related to the monitoring and the on-the-spot check should be clearly differentiated within the report - and feed-back to the beneficiary should differentiate clearly which recommendations relate to the on-the-spot check and which relate to the monitoring visit.

[bookmark: _Toc417388402]On-the-spot checks after completion of the project

These checks are applicable for Key Action 1 (as part of the systems’ checks – phase 2) and for Key Action 2 (Strategic Partnerships). Since in Strategic Partnerships, beneficiaries are likely to be non-recurrent beneficiaries, it is highly recommended that the checks are carried out before payment of the balance of the grant amount.

The check shall be announced to the beneficiary after the actual receipt of the final report by the NA.

[bookmark: _Toc417388403]Systems’ checks

The systems' checks are carried out in the same year their selection takes place.

For further details see annex 1.

[bookmark: _Toc392080230][bookmark: _Toc392080272][bookmark: _Toc392080337][bookmark: _Toc396993043][bookmark: _Toc397073477][bookmark: _Toc397089656][bookmark: _Toc397090037][bookmark: _Toc397090085][bookmark: _Toc401308645][bookmark: _Toc401840639][bookmark: _Toc401914665][bookmark: _Toc402873153][bookmark: _Toc402877589][bookmark: _Toc402878611][bookmark: _Toc404695502]

[bookmark: _Toc417388404]Encoding of results and error rate calculation

For all checks, the NA shall register the results in EPlusLink. A new "budget version" will be created in EPlus Link after encoding the results of each different type of primary check performed. Each new budget version will be calculated automatically on the basis of formulae provided in the Guide for NAs par 3.9.2.

It is important to correctly allocate which detected error/weakness results from which type of check. Therefore, the NA should start with and finalise the final report check and encode the results in EPlusLink and then do the same for the desk check. By doing so, EPlusLink will correctly reflect the results of each type of check.



Practical guidance: see Users Guide for EPlusLink.





[bookmark: RANGE!A1:H37]


[bookmark: _Toc417388405]Annex1: Minimum requirements for systems’ checks 


1. [bookmark: _Toc417388406]Approach 

For recurrent beneficiaries in HE, VET and YOU in KA1 mobility grant agreements, a double approach is followed: 

The larger beneficiaries will be subject to systems' checks. 

Furthermore, a sample of beneficiaries will be subject to desk checks of supporting documents/material relating to the final report of the most recently finished grant agreement. It has to be remembered that these checks take place at the completion of the project, not during the project implementation.

Furthermore, NAs will need to integrate systems checks for the International HE credit mobility with HE. When the selection of sample beneficiaries coincides, the checks should be made at the same time so that the institution is not subject to two separate checks in a given year.

1. [bookmark: _Toc417311888][bookmark: _Toc417388407][bookmark: _Toc402877597][bookmark: _Toc417388408]The selection guidelines for Systems' Checks



The principle is that systems' checks have to be performed in required numbers if the following thresholds per filed are reached:

- for HE with beneficiaries receiving over € 450.000 per call under Erasmus+ KA1 and where there are serious concerns of non-compliance with the ECHE

- for International HE under Erasmus KA1: at least 10% of grant agreements and in any case at least one grant agreement, from the largest grant amount downwards 

- for VET with beneficiaries receiving over € 200.000 per call under KA1, 

- for Youth with beneficiaries receiving over € 100.000 per call (all rounds) under KA1. 

At the beginning of each calendar year (N), the NAs shall draw up a list of "top receivers" consisting of beneficiaries of Erasmus+ KA1 in the previous year (N-1) and with the exception of International HE KA1 where at least 10% of grants will be checked, exceeding the grant thresholds (€ 450.000 for HE, € 200.000 for VET and €100.000 for Youth). This list of "top receivers" should be drawn up from the biggest grant receiver (which has not yet been subject to a satisfactory systems check since 01/01/2014) down. 

When all top receivers have been checked during the Erasmus+ programme period, as well as beneficiaries with serious issues related to ECHE non-compliance, NAs are encouraged to select smaller beneficiaries to be checked based on their own risk assessment criteria and proportionality of the systems' checks compared to the grant the smaller beneficiary received.

All the selected systems’ checks should be finished and the reports completed by 31 December of the year in which they have been selected (N).

For HE, for the first academic year 2014/2015, the list of top receivers is established in the beginning of the year 2015 as indicated earlier (paragraph 5.2.5). The systems’ checks for the selected beneficiaries will include an on-the-spot check after completion of the project of the most recent grant agreement for which the final report has been sent to the NA. For 2015 this will be the LLP Erasmus grant agreement implemented in the year 2013/2014.

The number of systems’ checks per year for National Agencies can be summarised as follows (starting from the biggest grant receiver downwards): 


Table A: minimum number of systems’ checks per year per call until all top receivers are checked

		HE

		VET 

		Youth



		KA1 learning mobility
(staff – learners)

		KA1 learning mobility
(staff – learners)

		KA1 learning mobility 

(staff and learners)



		

6 systems’ checks (for NAs with 40 or more top receivers)



		4 systems’ checks (for NAs with 10 or more top receivers)



		

3 systems check (for NAs with 5 or more top receivers)



1 systems  check (for NAs with 1 to 5 top receivers)



		4 systems’ checks (for NAs with less than 40 top receivers)*



For International HE: At least 10% of receivers (from the top downwards) and a minimum of 1 receiver

		2 systems’ checks (for NAs with less than 10 top receivers)*

		



		

		

		







* NB: If the number of top receivers for an NA is lower than 4 (HE) or 2 (VET) respectively, then the minimum number of systems' checks would be that number.	



Important to note is that the same beneficiary cannot undergo in the same year a desk check for a project and a systems check. For VET and Youth: the same beneficiary cannot be selected in the same year for an on-the-spot during project implementation and a systems check. Furthermore, NAs are not required to perform systems’ checks at the same beneficiary for the rest of the programme period if no major problems were found.		

At the end of the programme period (2014-2020) all "top receivers" should have been subject to a systems check, as well as beneficiaries with serious issues related to charter compliance.. For the mobility consortia in HE among the "top receivers" such a systems check is an obligation.

NAs can select more beneficiaries for systems’ checks on the basis of criteria defined by the NAs themselves (e.g. newcomers or other risk related factors). 



1. [bookmark: _Toc402877598][bookmark: _Toc417388409]Methodology for systems’ checks

A systems check consists of two phases: 

Phase 1: The analysis of procedures and systems focussing at the compliance of the systems in place within the beneficiary organisation (respect of conditions, minimum internal control and reporting, etc.). The quality of procedures and internal control systems of the beneficiary as well as compliance with the contractual framework are verified. 

Phase 2: an on-the-spot check of the final report of the most recent grant agreement for which the final report has been sent to the National Agency will be carried out which will also include the compliance tests. The check gives assurance on the regularity and reality of the cost claim of the final report, determines a quantified error rate and also confirms that the systems analysed in the system check are respected.

In case that the error rate found as a result of this check is higher than 2% compared with the final grant requested in the final report[footnoteRef:4] or with the maximum grant amount awarded whichever is the lowest, additional checks will be carried out on preceding grant agreements with that beneficiary. [4:  	In case the financial check is done after the final report check following which the NA already determined the final grant amount awarded, the error rate is the difference between the final grant amount awarded by the NA on the basis of the final report check and the grant amount awarded by the NA following the financial check.] 


For phase 1, the different procedures according to the field concerned are to be checked:

1. Existence and compliance with basic accreditation documents/charter such as the Erasmus Charter for HE or the Mobility Consortium Certificate, if applicable

Existence and compliance of the inter-institutional agreements

Compliance of the agreements between the beneficiary and the participants with the model agreements that contain all minimum requirements

Recognition of the outcomes of the mobility periods, using ECTS or an equivalent system  

Procedures to avoid multiple funding by participants or departments/faculties (who can adhere to a mobility consortium)

Selection of participants (learners and staff): criteria (for selection, and if applicable, determining the grant amount), timing, information, evidence of open advertising, lists with applicants and list with selected participants, reserve lists, priority given to learners and staff with special needs, disadvantaged groups, specific national or institutional criteria, declaration of conflict of interest, transparency, etc.

Determination of the initial grant allocation

Grant reallocation procedure, if applicable

Reporting to the NA: required format, tools, timing, etc.

For mobility consortia: agreements between the members, legal situation of the consortium, legal personality of the coordinator, etc.

Traceability of the payments (from and to the NA and the beneficiaries and the partner country institutions if applicable) in the accounts (bank accounts and bookkeeping)

Compliance with financial rules: a.o. flexibility between activities, respect of grant levels or brackets, etc.

Respect of visibility rules of the programme

Delivery mechanisms for support to students, staff, youth, volunteers…

Management of the mobility cycle

Document management

Check of eligibility of participants, duration, programmes… 

 

1. [bookmark: _Toc402877599][bookmark: _Toc417388410]Checks of individual participants' files (only for HE and VET)

[bookmark: _Toc402877600][bookmark: _Toc417388411]4.1 Selection method for individual files to be checked

The method is common for desk checks and on-the-spot checks.

The obligation to check files of individuals participating in projects containing mobility activities will be limited to the beneficiaries selected for a systems’ check (which includes an on-the-spot check), a desk check (or an on-the-spot check). The minimum numbers and percentages of individual mobility files to be checked are set out in table B below.



Table B: Minimum numbers and percentages of checks of individual mobility files

		Numbers and percentages of individual mobility files (agreements with participants) to be checked in a desk check or on-the-spot check



		Number of individual mobility agreements per project

		Minimum percentage of files to be checked

		Minimum numbers of mobility files to be checked



		

		% Learner mobility 

		% Staff mobility 

		Number of learners

		Number of staff



		≥ 500 agreements

		1%

		2%

		10

		5



		< 500 and  ≥ 100 agreements

		2%

		4%

		5

		



		< 100  and  ≥ 5 agreements

		N/A

		N/A

		

		



		< 5 agreements

		N/A

		N/A

		All

		All







In case that a beneficiary is selected for a check the letter announcing the check to the beneficiary has to include a request to make available the lists of individual participants (in Excel format) concerning the relevant final reports. After receipt of these lists the National Agency will use another Excel spreadsheet for selecting at random the individual mobility agreements/files for which detailed checks will be made (based on the sample sizes set out in Table B). 



[bookmark: _Toc417388412]4.2 Elements to be checked, if applicable

The grant agreement and possible amendments with the participant

The learning agreement for learner mobility signed by all parties

The staff mobility agreement  signed by all parties

Travel documents, if applicable 

Disclose if the individual beneficiary belongs to one of the following categories: person with special needs,  zero grant students or staff

The final report (after completion of the mobility)

Bank statements proving payment of the grant to the individual beneficiary

Credit recognition, transcripts, traineeship certificates, certificate of attendance or any report by the receiving institution/organisation and by both sending/receiving institutions in the case of International Higher Education.


Annex 2 : minimum required checks 
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		Minimum required primary checks for KA1 per call 

		

		

		

		

		



		

		

		

		

		

		

		



		 

		SE

		VET

		HE

		AE

		Youth



		 

		staff

		staff –  learners 

(recurrent beneficiaries)

		staff – leaners

(non-recurrent beneficiaries)

		staff – learners 

		staff

		EVS - Youth workers - Youth exchanges



		 

		 

		 

		 

		 

		 

		 



		Final report check

		100%

		100%

		100%

		100%

		100%

		100%



		 

		 

		 

		 

		 

		 

		 



		Desk check

		 

		 

		 

		 

		 

		 



		 

		5%

		5%

		5%

		5%

		5%

		10%



		 

		10

		10

		10

		min. 1 grant agreement if NA has < 30 KA1 grant agreements of the same type per call,

otherwise min. 2 grant agreements in addition to intra-European HE 

		10

		10



		 

		 

		 

		 

		

		 

		 



		On-the-spot during project implementation

		 

		 

		 

		 

		 

		 



		 

		1%

		n/a

		1%

		For International HE if specific concerns arise

		1%

		2%



		 

		1

		n/a

		2

		n/a

		2

		3



		 

		 

		 

		

		 

		 

		 



		Systems check

		 

		 

		 

		

		 



		 

		n/a

		4 (10 or more top receivers)

		6 (40 or more top receivers)

		n/a

		3 (5 or more top receivers)



		 

		 

		2 (less than 10 top receivers)

		4 (less than 40 top receivers)

For International HE: At least 10% of receivers (from the top downwards) and a minimum of 1 receiver

		 

		1 (less than 5 top receivers)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		



		[bookmark: RANGE!A1:F34]

		

		

		

		

		



		

		KA2 Strategic Partnerships - minimum requirements for primary checks per field per call[footnoteRef:5] [5:  for KA200 projects (addressing more than 1 field: to be considered a field of their own] 


		



		

		

		

		

		

		



		

		Type of primary check

		grant amount in € per field



		

		 

		< 60.000

		60.000 - 150.000

		150.000 - 450.000



		

		 

		 

		 

		 



		

		Final report check

		100%

		100%

		100%



		

		 

		 

		 

		 



		

		Desk check

		2%

		5%

		10%



		

		min #

		1

		2

		2



		

		scope

		only mobility

		all grant items

		all grant items



		

		 

		 

		 

		 



		

		On-the-spot check during the project implementation

		0,5%

		1%

		1%



		

		min #

		1

		1

		1



		

		 

		 

		 

		 



		

		On-the-spot check after completion of the project

		1%
1 for SE/HE and 2 for VET/AE/Youth



		

		(only if intellectual output)

		



		

		min #

		



		

		

		

		

		



		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		KA3 Youth structured dialogue - minimum requirements for primary checks

		

		



		

		

		

		

		

		



		

		Type of primary check

		%

		number

		

		



		

		 

		 

		 

		

		



		

		Final report check

		100%

		all

		

		



		

		 

		

		 

		

		



		

		Desk check

		10%

		2

		

		



		

		 

		

		 

		

		



		

		On-the-spot check during project implementation

		2%

		2

		

		



		

		

		

		

		

		



		

		

		

		

		

		








Annex 3: supporting documents to be checked

KA1 Learning mobility of individuals

		Parameters for grant calculation per grant item

		Final report check

		Desk check



		

		

		



		 

		(max attachments: 5; max 5 MB)

		 



		Travel



		per mobility: from to destination

		for all mobilities: registration of mobility per participant in Mobility Tool+


		- proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date;

- for student mobility in HE: Transcript of Records (or statement attached to it) in the case of mobility for studies; or Traineeship Certificate (or statement attached to it) in the case of mobility for traineeships;

- in case of travel from a place different than that where the sending organisation is located and/or travel to a place different than that where the receiving organisation is located, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival.



		Individual support  



		Education and training

		registration of mobility per participant in Mobility Tool+


		-  proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date.

- for student mobility in HE: Transcript of Records (or statement attached to it) in the case of mobility for studies; or Traineeship Certificate (or statement attached to it) in the case of mobility for traineeships;



		Youth

		registration of mobility per participant
(this information is available in Mobility Tool)

		- proof of attendance of the activity abroad in the form of a declaration signed by the volunteer specifying the place and start and end date of the activity abroad, as well as the name and e-mail address of the volunteer;

- proof of payment of the full amount of individual support due by the beneficiary to the volunteer in the form of a proof of transfer to the bank account of the volunteer or a receipt signed by the volunteer.



		Organisational support 



		Education and training: numbers of participants

		registration of mobility per participant
(this information is available in Mobility Tool)

satisfaction of mobility participants (in Mobility Tool)

		-  proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date.

- for student mobility in HE: Transcript of Records (or statement attached to it) in the case of mobility for studies; or Traineeship Certificate (or statement attached to it) in the case of mobility for traineeships;



		Youth: number of participants per day

		a) for all mobilities: registration of mobility per participant
b) for Youth exchanges: signed list of attendance to be attached
(this information is available in Mobility Tool) 

c) satisfaction of mobility participants (in Mobility Tool)


		-  proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date.



		Linguistic support [only for languages not covered by OLS] 



		# participants and duration per activity

		registration of mobility per participant
(this information is available in Mobility Tool)

		- proof of attendance of courses in the form of a declaration signed by the course provider, specifying the name of the participant, the language taught, the format and duration of the linguistic support provided, or

- invoice for the purchase of learning materials, specifying the language concerned, the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice, or

- in case the linguistic support is provided directly by the beneficiary: a declaration signed and dated by the participant, specifying the name of the participant, the language taught, the format and duration of the linguistic support received.



		Course fees 



		# days (max 10 days)

		a) registration of mobility per participant
b) certificate of attendance issued by course organiser
(this information is available in Mobility Tool)

		- proof of enrolment in the course and of payment of a course fee in the form of an invoice or other declaration issued and signed by the course provider specifying the name of the participant, the name of the course taken as well as the start and end date of the participant's participation in the course.



		Special needs support

		

		 



		description of special needs per person (real costs)

		Information available in the final report.

		- original invoices; payments
- any other relevant documentary proof (proof of disability…);



		Exceptional costs

		

		 



		description of exceptional costs (real costs)

		original invoice or supporting document with proof of payment

		- original invoices of travel, accommodation, visa, residence permit,...
- any other relevant documentary proof








		

		

		





		Key checks for on-the-spot during project implementation or after the completion of the project

		Key checks for systems check of recurrent and accredited beneficiaries



		- check eligibility of participants for the action

- check coherence of participants with application

- check eligibility of activities

- check quality of mobility activities

 

 

		- check selection process of participants

- check arrangements for pedagogical/intercultural/linguistic preparation

- check learning/ staff mobility agreements

- check tutoring/mentoring and other support arrangements

- check certification/validation/recognition of learning outcomes

- check procedures for financial and contractual management of grants








KA2 – Strategic Partnerships 

		Parameters for grant calculation per grant item

		final report check

		desk check

		on-the-spot check during project implementation

		on-the-spot check after the completion of the project



		

		(max 5 attachments and 5 MB)

		

		

		



		Project management and implementation



		# participating organisations

duration of the project

		proof of output/products (pictures, video films, websites, etc.) if not yet available in the dissemination platform

		- proof of activities undertaken and outputs produced will be provided in the form of a description of these activities and outputs in the final report.

		YES (during project meeting)
quality check of project activities undertaken (subject, purpose, relevance in relation to expected project output/outcome...)

		YES 
quality check of project activities undertaken (subject, purpose, relevance in relation to expected project output/outcome...)



		Transnational project meetings



		# meetings

# participants

date

place

 

		Information available in the final report

		- proof of attendance of the activity in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity , as well as its starting and end date; 

- in case of travel from a place different than that where the sending organisation is located and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. In duly justified exceptional cases when the third party evidence cannot be provided the beneficiary can sign a declaration specifying the place of departure and the place of arrival.

		YES (during project meeting)
(a) eligibility check of all signed attendance lists so far  (certificates of attendance)
(b) quality check of meetings (subject, purpose, relevance in relation to expected project output/outcome...)

		YES 
(a) certificate of attendance from the receiving organisation (destination/dates))
(b) quality check of meetings (subject, purpose, relevance in relation to expected project output/outcome...)



		Intellectual outputs



		per activity:

# days per category of staff and per country

		proof of output/products (curricula, courses, handbooks, IT tools, etc.) if not yet available in the dissemination platform

		- proof of the intellectual output produced, which will be uploaded in the Dissemination Platform and/or, depending on its nature, available for checks and audits at the premises of the beneficiaries;

- proof of the staff time invested in the production of the intellectual output in the form of a time sheet per person, identifying the name of the person, the category of staff  in terms of the 4 categories specified in Annex III, the dates and the total number of days of work of the person for the production of the intellectual output;

- proof of the nature of the relationship between the person and the beneficiary concerned (such as type of employment contract, voluntary work, etc.), as registered in the official records of the beneficiary.

		YES
(a) eligibility check: crosscheck of profile of participants with entity related documents
(b) quality check: check quality of work-in-progress: in line with expected output/outcome?

		YES
(a) Crosscheck of supporting documents with entity's staff category's, time registration and payroll administration (checking occurrence not actual costs incurred)



		Multiplier events



		per activity:

# participants from host country

# participants from abroad

		agenda of event showing evidence of multiplier purpose for outputs realised by the project under "intellectual outputs"

		- description of the multiplier event in the final report;

- proof of attendance of the multiplier event in the form of a participants list signed by the participants specifying the name, date and place of the multiplier event, and for each participant: name, e-mail address and signature of the person, name and address of the sending organisation of the person; 

- detailed agenda and any documents used or distributed at the multiplier event.

		YES (during multiplier events)
(a) eligibility check of all signed attendance lists (completeness, correctness)
(b) quality check: content of event (relevance, potential impact, satisfaction survey)

		YES
(a) Crosscheck of supporting documents with entity organising event in terms of costs incurred for organising the event (checking occurrence not actual costs incurred)



		Transnational learning/teaching/training activities 



		travel:

distance band for each person

 

subsistence (same basis as for KA1):

# days for staff mobility (short term mobility)

# days for learners mobility (short term mobility)

# days and destination  for staff mobility (long term mob)

# days and destination  for school pupil  mobility (long term mob)

 

linguistic support

# participants and duration per activity

		signed attendance lists and/or certificates of attendance issued by host organisation

		(i) Travel:

- proof of attendance of the activity in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity, as well as its starting and end date; 

- in case of travel from a place different than that where the sending organisation is located and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. In duly justified exceptional cases when the third party evidence cannot be provided the beneficiary can sign a declaration specifying the place of departure and the place of arrival.

(ii) Individual support 

- proof of attendance of the activity in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity, as well as its start and end date;

(iii) Linguistic support: 

- proof of attendance of courses in the form of a declaration signed by the course provider, specifying the name of the participant, the language taught, the format and duration of the linguistic support provided, or

- invoice for the purchase of learning materials, specifying the language concerned, the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice, or

- in case the linguistic support is provided directly by the beneficiary: a declaration signed and dated by the participant, specifying the name of the participant, the language taught, the format and duration of the linguistic support received.

		YES (in case of short-term mobility of groups of participants)
(a) eligibility check of distance band and signed attendance lists (certificates of attendance), duration (accommodation proof), linguistic support (invoice, courses, notes…)
(b) quality check: content of learning/teaching/training activities (courses...) in line with grant agreement?

		YES :in case of short-term mobility of groups of participants
(a) eligibility check of distance band and signed attendance lists (proof of distance band for each person: for real costs (travel tickets, boarding passes, invoices for travel), otherwise certificate of attendance from the receiving organisation (distance/destination/dates)), duration (accommodation proof), linguistic support (invoice, courses, notes…)
(b) quality check: content of learning/teaching/training activities (courses...) in line with grant agreement? In case of long-term mobility check in addition : if linguistic support: check actual provision of course/purchase of learning material for the language of instruction/work abroad



		Special needs support



		specification of special needs for persons (real costs)

		Information available in the final report

		- original invoice or other supporting document with proof of payment
- other proofs such as proof of disability

		YES: check participation in project activities of persons with special needs

		YES: Crosscheck of supporting documents with entity's accounting 



		Exceptional costs



		specification of services or goods (real costs)

		original invoice or other supporting document with proof of payment

		 - any relevant documentary proof

		YES: check existence of contract of service provided and/or presence of good purchased

		YES: Crosscheck of supporting documents with entity's accounting 












KA3 - Youth structured dialogue

		Parameters for grant calculation per grant item

		final report check

		desk check

		on-the-spot check during action



		



		Organisational support



		# participants

# meetings/events/consultations

destination country

duration of the meetings/events/consultations

		proof of results useful for policy-making on agreed themes

		- proofs of attendance of the structured dialogue meeting in the form of a declaration signed by the participant specifying the place and start and end date of the activity, as well as the name and e-mail address of the participant.

		YES (during meeting / event / consultation)
quality check of discussions (subject, purpose, relevance in relation to policy-making)



		Travel



		# meetings/events/consultations

# participants

distance band for each person

 

		All documents attached to the final report

		- proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the place and start and end date of the activity, as well as the name and e-mail address of the participant; 

- in case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. In duly justified exceptional cases when the third party evidence cannot be provided the beneficiary can sign a declaration specifying the place of departure and the place of arrival.

		YES (during meeting / event / consultation)
(a) eligibility check of all signed attendance lists so far  (proof of distance band for each person: for real costs (travel tickets, boarding passes, invoices for travel), otherwise certificate of attendance from the receiving organisation
 (distance/destination/dates))
(b) quality check of meetings / events / consultations (subject, purpose, relevance in relation to expected results)



		Special needs support



		specification of special needs for persons (real costs)

		All documents attached to the final report

		- original invoices;
proof of payment
- any other relevant documentary proof (proof of disability,…);

		YES: check participation in project activities of persons with special needs



		Exceptional costs



		specification of services or goods (real costs)

		original invoice or supporting document with proof of payment

		- original invoices of travel, accommodation, visa, residence permit,...
- any other relevant documentary proof

		YES: check existence of contract of service provided and/or presence of good purchased
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II.1 mono grant agreement
GfNA-II-B-Erasmus+ Grant agreement mono beneficiary –  2015

Agreement number: [complete]		Standard grant agreement (mono beneficiary)

· This document is the basic template for mono-beneficiary grant agreements between the National Agency (NA) and the beneficiary of a grant for a project under Erasmus+ Programme, where the beneficiary of the grant is a single organisation. Erasmus+ activities to which this template applies are:

· Key Action 1: mobility projects in the fields of school education, vocational education and training, higher education, and adult education;

· Key Action 2: Strategic partnerships exclusively between schools;

· Key Action 3: Structured dialogue in the youth field, in case there is only one participating organisation 

· The footnotes are internal instructions for NAs only and will be deleted in the actual grant agreements used. 

· Options [in italics in square brackets] not used will be deleted by NAs.

· The template agreement date in the header must be kept across the document. 

 





GRANT AGREEMENT for a:

Project under the ERASMUS+ Programme[footnoteRef:2]  [2:  Reference to the Programme Decision] 


AGREEMENT NUMBER – [ EPLUS LINK Generated No.]



[full official name of the NA] 

[official legal form]

[official registration No]

[official address in full]

[VAT number],

The National Agency (hereinafter referred to as "the NA"), represented for the purposes of signature of this Agreement by [function, forename and surname], and acting under delegation by the European Commission, hereinafter referred to as “the Commission”.

on the one part,

and

[full official name of the beneficiary]

[official legal form] [if applicable]

[official registration No] [if applicable]

[official address in full]

[VAT number], [if applicable]

[PIC number],

[NA to delete items from the list as necessary depending on the action concerned: 
compulsory for KA1 - Higher education, optional for Vocational Education and Training]

 
[Option 1 – ECHE]

Erasmus ID code [e.g. B BRUXEL01]:



[Option 2 – VET mobility]

Erasmus+ VET Mobility Charter: [Accreditation reference number]




hereinafter referred to as “the beneficiary”, represented for the purposes of signature of this Agreement by [function, forename and surname]

on the other part,

HAVE AGREED 

to the Special Conditions (hereinafter referred to as “the Special Conditions”) Part I,  the General Conditions (hereinafter referred to as “the General Conditions”) Part II and the

following Annexes:

Annex I      	Description of the Project – sections […….] of the grant application 

Annex II     	Estimated budget

Annex III	Financial and contractual rules	

Annex IV	Templates for agreements documents to be used between beneficiary and participants [ applicable only to Key Action 1]

which form an integral part of this Agreement, hereinafter referred to as "the Agreement". 

The terms set out in the Special Conditions shall take precedence over those set out in the General Conditions, as published on [NA to include reference to relevant hyperlink]. 

The terms set out in the Special Conditions and in the General Conditions shall take precedence over those set out in the Annexes. 

The terms set in Annex III shall take precedence over those set out in the other Annexes. 

The terms set in Annex II shall take precedence over those set in Annex I. 

PART I - SPECIAL CONDITIONS



– SUBJECT MATTER OF THE AGREEMENT 

The NA has decided to award a grant, under the terms and conditions set out in the Special Conditions, the General Conditions and the other Annexes to the Agreement, for the  Project entitled [NA to insert title of the Project in bold as provided in the application form] ("the  Project") under the Erasmus+ Programme, [NA to delete items from the list as necessary depending on the action concerned: Key Action 1: Learning Mobility of Individuals/Key Action 2: School-to-School Strategic Partnerships/Key Action 3: Structured Dialogue - Meetings between young people and decision makers in the field of youth], as described in Annex I. 



With the signature of the Agreement, the beneficiary accepts the grant and agrees to implement the Project, acting on its own responsibility. 



[NA to select and complete in case of higher education projects and VET mobility activities if the beneficiary is holding an Erasmus+ VET Mobility Charter]



	The beneficiary will comply with [the Erasmus Charter for Higher Education][ the commitments made when applying for the Erasmus+ VET Mobility Charter and those in the VET Quality Commitment.] 





– ENTRY INTO FORCE OF THE AGREEMENT AND DURATION 

The Agreement shall enter into force on the date on which the last party signs.



The Project shall run between [insert date: …] and [insert date: …] both inclusive.





- MAXIMUM AMOUNT AND FORM OF THE GRANT 	

Maximum grant awarded



The grant shall be of a maximum amount of EUR […] and shall take the form of unit contributions and reimbursement of eligible costs actually incurred, in accordance with the following provisions:

(a) eligible costs as specified in Article II.16;

(b) estimated budget as specified in Annex II;

(c) financial rules as specified in Annex III.



Budget transfers without amendment



Without prejudice to Article II.11  [For VET, AE, SE, Youth and Higher Education mobility between Programme and Partner Countries :and provided that the Project is implemented as described in Annex I], the beneficiary is allowed to adjust the estimated budget set out in Annex II [HE mobility between Programme Countries: and the related activities described in Annex I], by transfers between the different budget categories, without this adjustment being considered as an amendment of the Agreement within the meaning of Article II.11 provided that the following rules are respected:





[NA to select applicable section for the Key Action and field concerned by the grant agreement] 



[Key Action 1 - HIGHER EDUCATION mobility between Programme Countries



(a) The beneficiary is allowed to transfer up to 50% of the funds initially allocated for organisational support to individual support [and travel [where applicable]] for student mobility or individual support and travel for staff mobility; 

(b) The beneficiary is allowed to transfer up to 100% of the funds allocated for individual support [and travel [where applicable]] of student mobility for studies to individual support [and travel [where applicable]] of student mobility for traineeships; 

(c) The beneficiary is allowed to transfer up to 100% of the funds allocated for individual support [and travel [where applicable]] of student mobility for traineeships to individual support [and travel [where applicable]] of student mobility for studies; 

(d) The beneficiary is allowed to transfer up to 100% of the funds allocated for travel and individual support for staff mobility to individual support [and travel [where applicable] of student mobility.]

[Key Action 1- HIGHER EDUCATION mobility between Programme and Partner Countries

(a) The beneficiary is allowed to transfer up to 50% of the funds allocated for organisational support to individual support and travel for student and/or staff mobility.] 

[Key Action 1 - SCHOOL EDUCATION/ADULT EDUCATION



(a) The beneficiary is allowed to transfer up to 100% of the funds allocated for organisational support to travel and individual support; 

(b) The beneficiary is not allowed to transfer any funds to organisational support;

(c) The beneficiary is allowed to transfer funds allocated from any budget category to special needs support, even if initially no funds were allocated for special needs support as specified in Annex II.]



[Key Action 1  - VOCATIONAL EDUCATION AND TRAINING



(a) The beneficiary is allowed to transfer up to 100% of the funds allocated for organisational support to travel and individual support;



(b) The beneficiary is allowed to transfer funds allocated from any budget category to special needs support, even if initially no funds were allocated for special needs support as specified in Annex II;



(c) The beneficiary is allowed to transfer up to 50% of the funds allocated for linguistic support to travel and individual support of learners;

(d) The beneficiary is allowed to transfer up to 100% of the funds allocated for travel and individual support of staff mobility to travel and individual support of learners;

(e) The beneficiary is allowed to transfer up to 100% of the funds allocated for travel and individual support of learner mobility for learners in VET schools to travel and individual support for learners in companies ;

(f) The beneficiary is allowed to transfer up to 100% of the funds allocated for travel and individual support of learner mobility for learners in companies to travel and individual support for learners in VET schools]

[Key Action 2 - STRATEGIC PARTNERSHIPS BETWEEN SCHOOLS ONLY



(a) The beneficiary is allowed to transfer up to 20% of the funds allocated for Project management and implementation, Transnational Project Meetings, Intellectual Outputs, Multiplier Events, Learning/teaching/training activities and Exceptional costs to any other budget category with the exception of the budget categories Project management and implementation and Exceptional costs.



(b) Any budget transfer shall result in an increase of maximum 20% of the amount awarded to that budget category as specified in Annex II.



(c) The beneficiary is allowed to transfer funds allocated for any budget category to the budget category Special needs support, even if no funds are allocated for Special needs support as specified in Annex II. In such case the maximum increase of 20% of the budget category Special needs support shall not apply.



(d) By derogation to point (a) of the present Article, the beneficiary is allowed to transfer funds allocated for any budget category except Special needs support to the budget category Exceptional costs in order to contribute to the costs of a financial guarantee in so far as required by the NA in Article I.4.1 and even if no funds are allocated for Exceptional costs as specified in Annex II. In such case the maximum increase of 20% of the budget category Exceptional costs shall not apply.]



[Key Action 3 – STRUCTURED DIALOGUE IN THE YOUTH FIELD



(a) The beneficiary is allowed to transfer funds only between activities of the same type, the activity types being international/transnational meetings and national meetings; 



(b) In accordance with point a) above, the beneficiary is allowed to transfer up to 100% of the funds allocated to budget categories based on unit contribution for activities within the same activity type;



(c) In accordance with point a) above, the beneficiary is allowed to transfer up to 10% of the funds allocated to budget categories based on reimbursement of eligible costs for activities within the same activity type.]





 – REPORTING AND PAYMENT ARRANGEMENTS 

The following reporting and payment provisions[footnoteRef:3] shall apply: [3:  [1. Normal payment schedule for grant agreements of maximum two years included: normally one pre-financing payment of 80% and a balance payment of 20%; in the case of Key Action 1 in Higher Education, the balance payment will be normally replaced by a further pre-financing based on an interim report. However, in case of lack of sufficient payment appropriations, the NA may:
reduce the first pre-financing to a percentage between 60 and 80% and apply a balance payment of 40-20% of the maximum grant amount, or 
split the first pre-financing into two payments without interim report , whereby the total of both payments amounts to 80% of the maximum grant amount and a balance payment of 20% of the maximum grant amount. 
2. Normal payment schedule for grant agreements of more than two years: one pre-financing of 40% upon signature of the agreement, one further pre-financing of 40% based on an interim report and a balance payment of 20% of the maximum grant amount.]] 




First pre-financing payment 



The pre-financing is intended to provide the beneficiary with a float.



[NA to choose between the following options. N.B. In case precautionary measures are needed to protect loss of EU funds (e.g. weak financial capacity of the beneficiary), the NA will adapt Article I.4.1 to the individual case concerned.]



Option 1: for projects of maximum 2 years and in case of a single first pre-financing payment:



The NA shall pay to the beneficiary within 30 days following the entry into force of the Agreement [or, if applicable: following the receipt of a financial guarantee of EUR […][footnoteRef:4]] a first pre-financing payment of EUR […] corresponding to [NA to set a percentage between 60 and 80%]  [60-80]% of the maximum grant amount specified in Article I.3.1. [4:  [the amount equal to the pre-financing to be paid].] 




Option 2: for projects of maximum 2 years and in case the first pre-financing payment is split in two instalments:



The NA shall pay the first pre-financing to the beneficiary in two instalments as follows:



Within 30 days following the entry into force of the Agreement [or, if applicable: following the receipt of a financial guarantee of EUR […][footnoteRef:5]] a first payment of EUR […] corresponding to [NA to set a percentage between 40 and 60%]  [40-60]% of the maximum grant amount specified in Article I.3.1; [5:  [the amount equal to the pre-financing to be paid].] 


By [NA to insert date] a second payment of EUR […] corresponding to [NA to set a percentage between 40 and 20%, which if added up with the percentage set for the first payment should reach 80% of the  amount in Article I.3.1]  [40-20]% of the maximum grant amount specified in Article I.3.1.



Option 3: for projects of more than 2 years:



The NA shall pay to the beneficiary within 30 days following the entry into force of the Agreement [or, if applicable: following the receipt of a financial guarantee of EUR […][footnoteRef:6]] a first pre-financing payment of EUR […] corresponding to 40% of the maximum grant amount specified in Article I.3.1. [6:  [the amount equal to the pre-financing to be paid].] 




Option 4: NA to include a special clause in case pre-financing is split in several installments based on the financial capacity of the coordinator: 

By [NA to insert date], the coordinator shall [NA to complete as necessary].





Interim reports and further pre-financing payments



[NA to choose between the following five options. 



For KA1 – Higher education only option 1 applies except if precautionary measures are applied to the Agreement.



For KA2 – School to School Strategic Partnerships of more than two years only option 2 applies except if precautionary measures are applied to the Agreement.



KA3 - Youth, only option 4 applies]





Option 1: NA to select if a further pre-financing payment is foreseen: 



By [NA to insert date][footnoteRef:7], the beneficiary shall complete an interim report on the implementation of the Project in Mobility Tool+ (if available), covering the reporting period from the beginning of the implementation of the Project specified in Article I.2.2 to [date to be specified by NA].  [7:  [the beneficiary has to be given reasonable period of time in order to complete the interim report after the reporting period ends]] 




In so far as the interim report demonstrates that the beneficiary has used at least 70% of the amount of first pre-financing payment, the interim report shall be considered as a request for a further pre-financing payment and shall specify the amount requested up to EUR […] corresponding to [40-20]% of the total maximum amount specified in Article I.3.1.



Where the interim report shows that less than 70% of the previous pre-financing payment(s) paid has been used to cover costs of the Project, [NA to select and complete as appropriate: 



either [the amount of the new pre-financing to be paid shall be reduced by the difference between the 70% threshold and the amount used. The beneficiary shall submit a further interim report including a request for payment for the remaining part of the pre-financing amounting to a total of maximum 80% of the maximum grant amount specified in Article I.3.1 [by [date to be specified by NA]]/[once at least 70 % of the amount of first pre-financing payment has been used.]



Or [the beneficiary shall submit a further interim report [NA to select one of the two following options: [by [date to be specified by NA]]/[once at least 70 % of the amount of first pre-financing payment has been used], which shall be considered as a request for a further pre-financing payment and shall specify the amount requested EUR […] corresponding to[40-20]% of the maximum amount specified in Article I.3.1.].  



Without prejudice to Articles II.17.2 and II.17.3 and following approval of the report by the NA, the NA shall pay to the beneficiary the further pre-financing payment within [60] /(or earlier if required by the rules applicable to the NA within) […] calendar days on receipt of the interim report completed in Mobility Tool+, (if available).



Where the [NA to specify: first/second] interim report shows that the beneficiary will not be able to use the maximum grant amount as specified in Article I.3.1 within the contractual period defined in Article I.2.2, the NA will issue an amendment reducing the maximum grant amount accordingly and, in case the reduced maximum grant amount is less than the amount of pre-financing transferred to the coordinator until that date, recover the excess amount of pre-financing from the coordinator in accordance with Article II.19.  



Option 2: NA to select if a further pre-financing payment is foreseen (applicable to KA2 – School-to-School Strategic Partnerships of more than two years):



By [NA to insert date][footnoteRef:8], the beneficiary shall complete a progress report on the implementation of the Project in Mobility Tool+, (if available), covering the reporting period from the beginning of the implementation of the Project specified in Article I.2.2 to [date to be specified by NA].  [8:  [the beneficiary has to be given reasonable period of time in order to complete the interim report after the reporting period ends]] 




By [NA to insert date] or once at least 70% of the first pre-financing payment has been used to cover costs of the Project, the beneficiary shall complete an interim report on the implementation of the Project in Mobility Tool+, (if available), covering the reporting period from [NA to insert date of the progress report] to [date to be specified by NA]. 

In so far as the interim report demonstrates that the beneficiary has used at least 70% of the amount of first pre-financing payment, the interim report shall be considered as a request for a further pre-financing payment and shall specify the amount requested up to EUR […] corresponding to 40% of the total maximum amount specified in Article I.3.1.



Where the interim report shows that less than 70% of the first pre-financing payment paid has been used to cover costs of the Project, [NA to select and complete as appropriate: 



either [the amount of the new pre-financing to be paid shall be reduced by the difference between the 70% threshold and the amount used. The beneficiary shall submit a further interim report including a request for payment for the remaining part of the pre-financing amounting to a total of maximum 80% of the maximum grant amount specified in Article I.3.1 [by [date to be specified by NA]]/[once at least 70 % of the amount of first pre-financing payment has been used.]



Or [the beneficiary shall submit a further interim report [NA to select one of the two following options: [by [date to be specified by NA]]/[once at least 70 % of the amount of first pre-financing payment has been used], which shall be considered as a request for a further pre-financing payment and shall specify the amount requested EUR […] corresponding to 40% of the maximum amount specified in Article I.3.1.].  



Without prejudice to Articles II.17.2 and II.17.3 and following approval of the report by the NA, the NA shall pay to the beneficiary the further pre-financing payment within [60] /(or earlier if required by the rules applicable to the NA within) […] calendar days on receipt of the interim report completed in Mobility Tool+.



Option 3: NA to select if no further pre-financing is foreseen but an interim report is required:



By [NA to insert date], the beneficiary shall complete an interim report on the implementation of the Project in Mobility Tool+, (if available), covering the reporting period from the beginning of the implementation of the Project specified in Article I.2.2 to [date to be specified by NA].



Option 4: NA to select if no further pre-financing is foreseen and no interim report is required:



Not applicable. 



Option 5: NA to include a special clause in case pre-financing is split in several installments based on the financial capacity of the coordinator:

By [NA to insert date], the beneficiary shall [NA to complete as necessary].







Final report and request for payment of the balance 



[for KA2 school-to-school Strategic Partnerships, if beneficiary is coordinator:] [Within 60 [or shorter period to be specified by the NA] calendar days after the end date of the Project specified in Article I.2.2, the beneficiary shall complete a final report in Mobility Tool+ on the implementation of the Project, based on the contributions received from the partner organisation(s), and upload all project results in VALOR, as specified in article I.10.2. The report must contain the information needed to justify the amount requested on the basis of unit contributions where the grant takes the form of the reimbursement of unit contributions or the eligible costs actually incurred in accordance with Article II.16 and Annex III.] 



[for KA2, if beneficiary is partner organisation:] [Within 60 [or shorter period to be specified by the NA] calendar days after the end date of the Project specified in Article I.2.2, the beneficiary shall contribute to the final report on the implementation of the part of the Project for which he is responsible. The final report shall be completed in Mobility Tool+ by the coordinator organisation. This contribution must contain the information needed to justify the amount requested on the basis of unit contributions where the grant takes the form of the reimbursement of unit contributions or the eligible costs actually incurred in accordance with Article II.16 and Annex III.]



[for all other fields:] [Within 60 [or shorter period to be specified by the NA] calendar days after the end date of the Project specified in Article I.2.2, the beneficiary shall complete a final report on the implementation of the Project in Mobility Tool+. This report must contain the information needed to justify the amount requested on the basis of unit contributions where the grant takes the form of the reimbursement of unit contributions or the eligible costs actually incurred in accordance with Article II.16 and Annex III.] 



The final report is considered as the beneficiary’s request for payment of the balance of the grant.



The beneficiary shall certify that the information provided in the request for payment of the balance is full, reliable and true. It shall also certify that the costs incurred can be considered eligible in accordance with the Agreement and that the request for payment is substantiated by adequate supporting documents that can be produced in the context of the checks or audits described in Article II.20. 



Payment of the balance 



The payment of the balance, which may not be repeated, is intended to reimburse or cover after the end of the period set out in Article I.2.2 the remaining part of the eligible costs incurred by the beneficiary for its implementation. 



Without prejudice to Articles II.17.2 and II.17.3, on receipt of the documents referred to in the final report, the NA shall pay the amount due as the balance within [60] [or earlier if required by the rules applicable to the NA: […]] calendar days.



This amount shall be determined following approval of the final report and in accordance with the fourth subparagraph. Approval of the final report shall not imply recognition of the regularity or of the authenticity, completeness and correctness of the declarations and information it contains.



The amount due as the balance shall be determined by deducting, from the final amount of the grant determined in accordance with Article II.18, the total amount of pre-financing already made. Where the total amount of earlier payments exceeds the final amount of the grant determined in accordance with Article II.18, the payment of the balance may take the form of a recovery as provided for by Article II.19. 



Non-submission of documents



Where the beneficiary has failed to submit an interim report due or final report, the NA shall send a formal reminder within 15 calendar days of the deadline. If the beneficiary still fails to submit such report within 30 calendar days following this reminder, the NA reserves the right to terminate the Agreement in accordance with Article II.15.2.1(b), and request the reimbursement of the full amount of pre-financing payments in accordance with Article II.19.



Language of requests for payments and reports 



[for KA1 and KA2 School to School Strategic Partnerships if beneficiary is the coordinator: The beneficiary shall submit all requests for payments and reports in [NA to specify the language]. 



[for KA2 School to School Strategic Partnerships, if beneficiary is partner organisation:] The beneficiary shall submit all requests for payments and reports in the language of the application, as specified in Annex I or in [NA to specify the language]. 





Conversion of costs incurred in another currency into euro



[If the NA prefers to apply an alternative conversion rate to that specified in Art.II.17.6 or the national law establishes different obligations:

By way of derogation to Article II.17.6, any conversion into euro of costs incurred in other currencies shall be made by the beneficiary at the monthly accounting rate established by the Commission and published on its website[footnoteRef:9] applicable on the day when the [bank account of the beneficiary is credited with the first pre-financing payment]/[agreement is signed by the last of the two parties].] [9:  http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm] 




[If NA chooses  the  above option "[bank account of the beneficiary is credited]" and more than one pre-financing payments is foreseen If Article I.4.2 provides for a second or more pre-financing payments, the conversion rate shall apply for all costs incurred in the period from the date of transfer of the related pre-financing payment until the date of transfer of the next pre-financing payment.]







 – BANK ACCOUNT FOR PAYMENTS 

All payments shall be made to the beneficiary's bank account as indicated below:

	

Name of bank: […]	
Address of branch: […]	
Precise denomination of the account holder: […]	
Full account number (including bank codes): […]	
[IBAN code: […]][footnoteRef:10] [10:  BIC or SWIFT code applies to for countries where the IBAN code does not apply.] 






 - DATA CONTROLLER AND COMMUNICATION DETAILS OF THE PARTIES 

Data controller

The entity acting as a data controller according to Article II.6 shall be: [insert name].[footnoteRef:11] [11:  The data controller can be the National agency itself or a natural person designated to undertake his duties as foreseen in the National law transposing the Directive 95/46/EC as amended by Regulation 1882/2003.] 




 Communication details of the NA[footnoteRef:12] [12:  Both options in this paragraph could be used at the same time if communications for different purposes (e.g. reporting, amendment requests, questions) are to be addressed either through the following address or through the electronic exchange system. In this case, please use the expression "for the purposes of" in both options. If only one of the options is used, please delete "for the purposes of".] 




Any communication addressed to the NA shall be sent to the following address:



[Name of the NA]

[Post code, town and country]

E-mail address: [insert functional mailbox NA]



[If applicable: Any communication addressed to the NA for the purposes of [NA to specify the purposes for which the system shall apply] shall be submitted through the [following] electronic exchange system set up by the NA: […]. In this case, the second subparagraph of Article II.2.1 and the second subparagraph of Article II.2.2 shall not apply.]



Communication details of the beneficiary[footnoteRef:13] [13:  Both options in this paragraph could be used at the same time if communications for different purposes (e.g. information on payment, questions) are to be addressed either through the following address or through the electronic exchange system. In this case, please use the expression "for the purposes of" in both options. If only one of the options is used, please delete "for the purposes of".] 




Any communication from the NA to the beneficiary shall be sent to the following address:



[Full name]

[Function]

[Name of the entity]

[Full official address]

E-mail address: [complete]



[If applicable: Any communication from the NA to the beneficiary for the purposes of [NA to specify the purposes for which the system shall apply] shall be submitted through the [following] electronic exchange system set up by the NA: […]. In this case, the second subparagraph of Article II.2.1 and the second subparagraph of Article II.2.2 shall not apply.]





- PROTECTION AND SAFETY OF PARTICIPANTS 

The beneficiary shall have in place effective procedures and arrangements to provide for the safety and protection of the participants in their Project. 



The beneficiary shall ensure that insurance coverage is provided to participants involved in mobility activities abroad.





 - APPLICABLE LAW AND SETTLEMENT OF DISPUTES

The Agreement is governed by [insert the national law of the NA].

 

The competent court determined in accordance with the applicable national law shall have sole jurisdiction to hear any dispute between the NA and the beneficiary concerning the interpretation, application or validity of this Agreement, if such dispute cannot be settled amicably.



 [For NAs that issue acts considered administrative acts according to the national law:]An action may be brought against an act of the NA within [specify deadline according to the national law] before [insert reference to the competent national court] according to [insert reference to the relevant provisions of the national law].





 - ADDITIONAL PROVISIONS ON USE OF THE RESULTS (INCLUDING INTELLECTUAL AND INDUSTRIAL PROPERTY RIGHTS) 

In addition to the provision of Article II.8.3, if the beneficiary produces educational materials under the scope of the Project, such materials shall be made available through the Internet, free of charge and under open licenses[footnoteRef:14]. [14:  Open licence – a way by which the owner of a work grants permission to others to use the resource. A license is associated to each resource. There are different open licences according to the extent of the permissions granted or the limitations imposed and the beneficiary is free to choose the specific license to apply to their work.  An open licence must be associated to each resource produced.  An open licence is not a transfer of copyrights or Intellectual Property Rights (IPR).   ] 






- USE OF IT TOOLS 

Mobility Tool+



The beneficiary is required to make use of the web based Mobility Tool+ to record all information in relation to the mobility activities undertaken, including activities with a zero grant from EU funds for the entire mobility period, and to complete and submit the Progress Report, Interim Report,(if available in Mobility Tool+) and Final reports.



[Key Action 1- HIGHER EDUCATION, SCHOOL EDUCATION, ADULT EDUCATION, VET ]

At least once a month during the mobility project, the beneficiary must encode and update any new information regarding the participants and the mobility activities.



VALOR – Dissemination Platform



For Key Action 1 and Key Action 3:]



The beneficiary may use the Dissemination Platform on the website http://ec.europa.eu/programmes/erasmus-plus/projects/ in accordance with the instructions provided in VALOR, to disseminate project results.





[For Key Action 2:] 



[If beneficiary is the coordinator: 

The coordinator shall input the deliverables of the Project in VALOR, the programme Dissemination Platform on the website http://ec.europa.eu/programmes/erasmus-plus/projects/ , in accordance with the instructions provided therein. 

The approval of the final report will be subject to the upload of the Project deliverables in VALOR by the time of its submission] 

[If beneficiary is a partner: The beneficiary shall provide the necessary information to the Project coordinator in order to input the deliverables of the Project in VALOR, the programme Dissemination Platform on the website http://ec.europa.eu/programmes/erasmus-plus/projects/ , in accordance with the instructions provided therein. 

The approval of the final report will be subject to the upload of the Project deliverables in VALOR by the time of its submission ]

 





- ADDITIONAL PROVISIONS ON SUBCONTRACTING 

[NA to keep only the text applicable to the Key Action concerned by the grant agreement]



[For Key action 1 and Key Action 3



By way of derogation, the provisions set out in points (c) and (d) of Article II.10.2 shall not apply.] 



[For Key action 2



By way of derogation to the provisions set out in Article II.10, the beneficiary shall not subcontract any activities funded from the budget category Intellectual outputs. 



By way of derogation, the provisions set out in points (c) and (d) of Article II.10.2 shall not apply to any of the budget categories except Exceptional costs.]





ARTICLE I.12 	NOT APPLICABLE PROVISIONS FROM THE GENERAL CONDITIONS



The following provisions of Part II - General Conditions of this Agreement shall not apply:[NA to list the references of the respective Articles II.16.2.1-II.16.2.4 and II.16.4.1-II.16.4.3 that do NOT apply to the Agreement depending on the Key Action and field concerned] II.16.X.

 

[ARTICLE I.XX - SUPPORT TO PARTICIPANTS





[For Key Action 1 and Key Action 2 in case Transnational learning/teaching/training activities are awarded – for all fields]



Where the implementation of the Project requires giving support to participants, the beneficiary shall give such support in accordance with the conditions specified in Annex I and Annex IV (if applicable), which shall at least contain:



(a) the maximum amount of financial support, which shall not exceed EUR 60 000 for each participant;

(b) the criteria for determining the exact amount of the support; 

(c) the activities for which the participant may receive support, on the basis of a fixed list; 

(d) the definition of the persons or categories of persons which may receive support;

(e) the criteria for giving the support.

 [Only for HE mobility between Programme and Partner Countries:

The beneficiary shall manage the entire budget for mobility between Programme and Partner Countries including all associated costs with incoming and outgoing student and staff mobility.

If the participant receives other financial support than Erasmus+ EU funds, information regarding this support may be included in the participant's grant agreement according to the instructions provided in the template of the grant agreement to be signed with the participant.]



[For Key Action 1 and Key Action 3:

In accordance with the documents provided in Annex IV, the beneficiary shall:

Either transfer the financial support for [NA to select the applicable budget categories depending on the field and type of participants:] the budget categories travel/individual support/linguistic support/course fees in full to the participants of mobility activities, applying the rates for unit contributions as specified in Annex III;

Or provide the support for [NA to select the applicable budget categories depending on the field and type of participants:] the budget categories travel/individual support/linguistic support/course fees to participants of mobility activities in the form of  provision of the required travel/subsistence/linguistic support services/courses. In such case, the beneficiary shall ensure that the provision of [NA to select applicable services:] travel/ subsistence/linguistic support services/ courses will meet the necessary quality and safety standards. [For higher education between Programme Countries only:]This option is allowed only for staff mobility activities. [For higher education between Programme and Partner Countries only:]This option is allowed only for student travel and staff mobility activities.



 [For Key Action 2]

The beneficiary shall:

Either transfer the financial support for [NA to select the applicable budget categories depending on the Project:] the budget categories travel/individual support/linguistic support in full to the participants of Transnational learning/teaching/training activities, applying the rates for unit contributions as specified in Annex III;

Or provide the support for [NA to select the applicable budget categories depending on the Project:] the budget categories travel/individual support/linguistic support to participants of Transnational learning/teaching/training activities in the form of  provision of the required travel/subsistence/linguistic support services . In such case, the beneficiary shall ensure that the provision of travel, subsistence and linguistic support services will meet the necessary quality and safety standards.

[For Key Action 1 and Key Action 2 School-to-School Strategic Partnerships:]



The beneficiaries may combine the two options set out in the previous paragraph in so far as they ensure fair and equal treatment of all participants. In such case the conditions applicable to each option shall be applied for the budget categories to which the respective option is applied. 





[ARTICLE I.XX  - MODIFICATIONS WITHOUT AMENDMENT



[Only for HE mobility between Programme and Partner Countries



By derogation to art. II.11, the beneficiary is allowed to modify the grant agreement without requesting an amendment, in the following situations:



(a) The funding for a given set of mobility flows with a Partner Country is granted for a total duration and given number of participants, as specified in Annexes I and II. The beneficiary is free to set the duration of mobilities, as long as the minimum and maximum durations set out in the Programme Guide, and any possible secondary criteria published by the NA, are respected. 

(b) Within a given set of mobility flows with a Partner Country, the beneficiary may organise mobilities for a different number of participants than specified in Annexes I and II,  provided that the minimum and maximum durations set out in the Programme Guide, and any possible secondary criteria published by the NA, are respected.]





[ARTICLE I.XX –PARENTAL/GUARDIAN CONSENT 

[for KA1 VET mobility of learners and Key Action 2 in the field of school education in case the grant covers pupil mobility: 



The beneficiary shall obtain the Parental/Guardian consent for participants of minor age prior to their participation in any mobility activity.] 



[ARTICLE I.XX –YOUTH PASS CERTIFICATE 



[For KA3 youth:]



I.XX.1	The beneficiary shall inform the participants involved in the Project about their right to receiving a Youthpass certificate.  



I.XX.2	The beneficiary is responsible for the assessment of non-formal learning experiences acquired by the participants involved in the Project and have the obligation to provide a Youthpass certificate to each individual participant requiring it at the end of the activity.]



[ARTICLE I.XX – ADDITIONAL PROVISION ON MONITORING AND EVALUATION



[For holders of an Erasmus+ VET Mobility Charter] 



The NA will monitor the correct implementation of the VET Mobility Charter by the beneficiary.



In case the monitoring reveals weaknesses, the beneficiary shall establish and implement an action plan within the timeframe specified by the NA. In the absence of adequate and timely remedial actions by the beneficiary, the NA may withdraw the accreditation in accordance with the provisions set in the charter.]



[For HE]



The NA and the Commission will monitor the correct implementation of the Erasmus Charter for Higher Education by the beneficiary [for mobility between Programme and Partner Countries: and the respect of the quality commitments defined in their applicable inter-institutional agreement(s)].



In case the monitoring reveals weaknesses, the beneficiary shall establish and implement an action plan within the timeframe specified by the NA or the Commission. In the absence of adequate and timely remedial actions by the beneficiary, the NA may recommend to the European Commission to suspend or withdraw the Erasmus Charter for Higher Education in accordance with the provisions set in the Charter.]





[ARTICLE I.XX – ANY ADDITIONAL PROVISIONS REQUIRED BY THE NATIONAL LAW



The NA shall include any additional compulsory legal provision required by the national law].





[ARTICLE I.XX – ONLINE LINGUISTIC SUPPORT (OLS)



[This Article applies only to Key Action 1 in Higher Education for mobilities between Programme Countries and in VET learners, for mobilities for which the main language of instruction or work is English, French, German, Italian, Spanish, or Dutch (or additional languages once they become available in the Online Linguistic Support (OLS) tool)]]



Licences for OLS language assessment are allocated for [for HE: all participants in student mobility between Programme Countries, including zero-grant students] [for VET: all participants in learner mobility of at least 1 month] who will use one of the above languages as their main language of instruction or work (with the exception of native speakers). They must carry out an online assessment before and at the end of the mobility period as a compulsory part of their mobility. [For HE] The completion of the online assessment before departure is a pre-requisite for the mobility, except in duly justified cases.

The Project is awarded [NA to complete number: X] licences for OLS language assessments.

The Project is awarded [NA to complete number: X] licences for OLS language courses.

The beneficiary shall use the awarded licences in accordance with the provisions set out in Annex III.





SIGNATURES

	
For the beneficiary			                         For the NA
[function/forename/surname]		                         [forename/surname]

[signature]	[signature]
Done at [place], [date]	Done at [place], [date]


In order to improve the user friendliness and legibility of the agreement the National Agency (NA) may display the PART II (General Conditions) on its website. This will not in any way undermine the legal value of the said document. 



PART II  

 GENERAL CONDITIONS

[bookmark: _Toc97092408]

PART A – LEGAL AND ADMINISTRATIVE PROVISIONS



– GENERAL OBLIGATIONS OF THE BENEFICIARY



The beneficiary shall: 



(a) be responsible for carrying out the Project in accordance with the terms and conditions of the Agreement; 

(b) be responsible for complying with any legal obligations incumbent on it;

(c) inform the NA immediately of any change likely to affect or delay the implementation of the Project of which the beneficiary is aware;

(d) inform the NA immediately of any change in its legal, financial, technical, organisational or ownership situation and of any change in its name, address or legal representative.



– COMMUNICATIONS BETWEEN THE PARTIES



Form and means of communications 



Any communication relating to the Agreement or to its implementation shall be made in writing (in paper or electronic form), shall bear the number of the Agreement and shall be made using the communication details identified in Article I.6. 

	 

Electronic communications shall be confirmed by an original signed paper version of that communication if requested by any of the parties provided that this request is submitted without unjustified delay. The sender shall send the original signed paper version without unjustified delay. 



Formal notifications shall be made by registered mail with return receipt or equivalent, or by equivalent electronic means. 



Date of communications



Any communication is deemed to have been made when it is received by the receiving party unless the agreement refers to the date when the communication was sent.



Electronic communication is deemed to have been received by the receiving party on the day of successful dispatch of that communication, provided that it is sent to the addressees listed in Article I.6. Dispatch shall be deemed unsuccessful if the sending party receives a message of non-delivery. In this case, the sending party shall immediately send again such communication to any of the other addresses listed in Article I.6. In case of unsuccessful dispatch, the sending party shall not be held in breach of its obligation to send such communication within a specified deadline. 



Mail sent to the NA using the postal services is considered to have been received by the NA on the date on which it is registered by the department identified in Article I.6.2.



Formal notifications made by registered mail with return receipt or equivalent, or by equivalent electronic means, shall be considered to have been received by the receiving party on the date of receipt indicated on the return receipt or equivalent.





[bookmark: _Toc97092415]- LIABILITY FOR DAMAGES 



The NA and the Commission shall not be held liable for any damage caused or sustained by the beneficiary, including any damage caused to third parties as a consequence of or during the implementation of the Project. 



Except in cases of force majeure, the beneficiary shall compensate the NA for any damage sustained by it as a result of the implementation of the Project or because the Project was not implemented or implemented poorly, partially or late. 





- CONFLICT OF INTERESTS



The beneficiary shall take all necessary measures to prevent any situation where the impartial and objective implementation of the Agreement is compromised for reasons involving economic interest, political or national affinity, family or emotional ties or any other shared interest (“conflict of interests”).



Any situation constituting or likely to lead to a conflict of interests during the implementation of the Agreement shall be notified to the NA, in writing, without delay. The beneficiary shall immediately take all the necessary steps to rectify this situation. The NA reserves the right to verify that the measures taken are appropriate and may require additional measures to be taken within a specified deadline.





- CONFIDENTIALITY 



The NA and the beneficiary shall preserve the confidentiality of any information and documents, in any form, which are disclosed in writing or orally in relation to the implementation of the Agreement and which are explicitly indicated in writing as confidential.



The beneficiary shall not use confidential information and documents for any reason other than fulfilling its obligations under the Agreement, unless otherwise agreed with the NA in writing.



The NA and the beneficiary shall be bound by the obligations referred to in Articles II.5.1 and II.5.2 during the implementation of the Agreement and for a period of five years starting from the payment of the balance, unless:



	(a)	the concerned party agrees to release the other party from the confidentiality obligations earlier;



	(b)	the confidential information becomes public through other means than in breach of the confidentiality obligation through disclosure by the party bound by that obligation;



	(c)	the disclosure of the confidential information is required by law.





- PROCESSING OF PERSONAL DATA



Processing of personal data by the NA and the Commission



Any personal data included in the Agreement shall be processed by the NA according to the provisions laid down in national law.

 Any personal data stored on the IT Tools provided by the European Commission shall be processed by the National Agencies pursuant to Regulation No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the institutions and bodies of the Community and on the free movement of such data.



Such data shall be processed by the data controller identified in Article I.6.1 solely for the purposes of the implementation, management and monitoring of the Agreement, without prejudice to possible transmission to the bodies charged with the monitoring or inspection tasks in application of national law applicable to the Agreement.



The beneficiary shall have the right of access to his/her personal data and the right to rectify any such data. Should the beneficiary have any queries concerning the processing of his/her personal data, he/she shall address them to the data controller, identified in Article I.6.1.



Any personal data included in the Agreement shall be processed by the Commission pursuant to Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. 



The beneficiary shall have the right of recourse at any time to the European Data Protection Supervisor.



Processing of personal data by the beneficiary



Where the Agreement requires the processing of personal data by the beneficiary, the beneficiary may act only under the supervision of the data controller identified in Article I.6.1, in particular with regard to the purpose of the processing, the categories of data which may be processed, the recipients of the data and the means by which the data subject may exercise his or her rights.



The access to data that the beneficiary grants to its personnel shall be limited to the extent strictly necessary for the implementation, management and monitoring of the Agreement. 



The beneficiary undertakes to adopt appropriate technical and organisational security measures having regard to the risks inherent in the processing and to the nature of the personal data concerned, in order to:



(a) prevent any unauthorised person from gaining access to computer systems processing personal data, and especially:



(i) unauthorised reading, copying, alteration or removal of storage media;



(ii) unauthorised data input as well as any unauthorised disclosure, alteration or erasure of stored personal data;



(iii) unauthorised persons from using data-processing systems by means of data transmission facilities;



(b) ensure that authorised users of a data-processing system can access only the personal data to which their access right refers;



(c) record which personal data have been communicated, when and to whom;



(d) ensure that personal data being processed on behalf of third parties can be processed only in the manner prescribed by the NA;



(e) ensure that, during communication of personal data and transport of storage media, the data cannot be read, copied or erased without authorisation;



(f) design its organisational structure in such a way that it meets data protection requirements.
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- VISIBILITY OF UNION FUNDING  



Information on Union funding and use of European Union emblem



Any communication or publication related to the Project, made by the beneficiary, including at conferences, seminars or in any information or promotional materials (such as brochures, leaflets, posters, presentations, etc.), shall indicate that the Project has received funding from the Union and shall display the European Union emblem, the official logo and graphic identity related to the Erasmus+ Programme, in accordance with the guidelines regarding the visual identity available at http://ec.europa.eu/dgs/education_culture/publ/graphics/identity_en.htm and http://ec.europa.eu/dgs/communication/services/visual_identity/pdf/use-emblem_en.pdf .



When displayed in association with another logo, the European Union emblem must have appropriate prominence. 



The obligation to display the European Union emblem does not confer to the beneficiary a right of exclusive use. The beneficiary shall not appropriate the European Union emblem or any similar trademark or logo, either by registration or by any other means. 



Disclaimers excluding the NA and the Commission responsibility



Any communication or publication related to the Project, made by the beneficiary in any form and using any means, shall indicate that it reflects only the author's view and that the NA and the Commission are not responsible for any use that may be made of the information it contains.





- PRE-EXISTING RIGHTS AND OWNERSHIP AND USE OF THE RESULTS (INCLUDING INTELLECTUAL AND INDUSTRIAL PROPERTY RIGHTS)



Ownership of the results by the beneficiary 



Unless stipulated otherwise in the Agreement, ownership of the results of the Project, including industrial and intellectual property rights, and of the reports and other documents relating to it, shall be vested in the beneficiary.



Pre-existing industrial and intellectual property rights 



Where industrial and intellectual property rights, including rights of third parties, exist prior to the conclusion of the Agreement, the beneficiary shall establish a list which shall specify all rights of ownership and use of the pre-existing industrial and intellectual property rights and disclose it to the NA at the latest before the commencement of implementation.



The beneficiary shall ensure that it has all the rights to use any pre-existing industrial and intellectual property rights during the implementation of the Agreement.



Rights of use of the results and of pre-existing rights by the NA and the Union 



Without prejudice to Articles II.1, II.3 and II.8.1, the beneficiary grants the NA and/or the Union the right to use the results of the Project for the following purposes:



(a) 	use for its own purposes, and in particular, making available to persons working for the NA, Union institutions, agencies and bodies and to Member States' institutions, as well as, copying and reproducing in whole or in part and in unlimited number of copies;



(b) 	distribution to the public, and in particular, publication in hard copies and in electronic or digital format, publication on the internet, including on the Europa website, as a downloadable or non-downloadable file, broadcasting by any kind of technique of transmission, public display or presentation, communication through press information services, inclusion  in widely accessible databases or indexes;



(c) 	translation; 



(d) 	giving access upon individual requests without the right to reproduce or exploit, as provided for by Regulation (EC) No 1049/2001 of the European Parliament and of the Council of 30 May 2001 regarding public access to European Parliament, Council and Commission documents; 



(e) 	storage in paper, electronic or other format;  



(f) 	archiving in line with the document management rules applicable to the NA and the Commission;



(g) 	rights to authorise or sub-licence the modes of exploitation set out in points (b) and (c) to third parties.



Additional rights of use for the NA and/or the Union may be provided for in the Special Conditions. 



The beneficiary shall warrant that the NA and/or the Union has the right to use any pre-existing industrial and intellectual property rights, which have been included in the results of the Project. Unless specified otherwise in the Special Conditions, those pre-existing rights shall be used for the same purposes and under the same conditions applicable to the rights of use of the results of the Project. 



Information about the copyright owner shall be inserted when the result is divulged by the NA and/or the Union. The copyright information shall read: "© – year – name of the copyright owner. All rights reserved. Licenced to –name of the National Agency-under conditions" or "© – year – name of the copyright owner. All rights reserved. Licenced to the European Union under conditions.". 





- AWARD OF CONTRACTS NECESSARY FOR THE IMPLEMENTATION OF THE PROJECT 



Where the implementation of the Project requires the procurement of goods, works or services, the beneficiary shall award the contract to the tender offering best value for money or, as appropriate, to the tender offering the lowest price. In doing so, it shall avoid any conflict of interests. 



A beneficiary acting in its capacity of a contracting authority within the meaning of Directive 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public procurement and repealing Directive 2004/18/EC or a contracting entity within the meaning of Directive 2014/25/EU of the European Parliament and of the Council of 26 February 2014 on procurement by entities operating in the water, energy, transport and postal services sectors and repealing Directive 2004/17/EC shall abide by the applicable national public procurement rules.



The beneficiary shall retain sole responsibility for carrying out the Project and for compliance with the provisions of the Agreement. The beneficiary shall ensure that any procurement contract contains provisions stipulating that the contractor has no rights vis-à-vis the NA under the Agreement.  



The beneficiary shall ensure that the conditions applicable to it under Articles II.3, II.4, II.5, II.8 and II.20 are also applicable to the contractor.





- SUBCONTRACTING OF TASKS FORMING PART OF THE PROJECT



A "subcontract" is a procurement contract within the meaning of Article II.9, which covers the implementation by a third party of tasks forming part of the Project as described in Annex I.

	

The beneficiary may subcontract tasks forming part of the Project, provided that, in addition to the conditions specified in Article II.9 and the Special Conditions, the following conditions are complied with:



(a) subcontracting only covers the implementation of a limited part of the Project;



(b) recourse to subcontracting is justified having regard to the nature of the Project and what is necessary for its implementation;



(c) the estimated costs of the subcontracting are clearly identifiable in the estimated budget set out in Annex II;



(d) any recourse to subcontracting, if not provided for in Annex I, is communicated by the beneficiary and approved by the NA without prejudice to Article II.11.2;



(e) the beneficiary ensures that the conditions applicable to it under Article II.7  are also applicable to the subcontractor.
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- AMENDMENTS TO THE AGREEMENT 



Any amendment to the Agreement shall be made in writing. 



An amendment may not have the purpose or the effect of making changes to the Agreement which would call into question the decision awarding the grant or be contrary to the equal treatment of applicants. 



Any request for amendment shall be duly justified and shall be sent to the other party in due time before it is due to take effect, and in any case one month before the end of the period set out in Article I.2.2, except in cases duly substantiated by the party requesting the amendment and accepted by the other party.



Amendments shall enter into force on the date on which the last party signs or on the date of approval of the request for amendment. 



Amendments shall take effect on a date agreed by the parties or, in the absence of such an agreed date, on the date on which the amendment enters into force. 





- ASSIGNMENT OF CLAIMS FOR PAYMENTS TO THIRD PARTIES



Claims for payments of the beneficiary against the NA may not be assigned to third parties, except in duly justified cases where the situation warrants it. 



The assignment shall only be enforceable against the NA if it has accepted the assignment on the basis of a written and reasoned request to that effect made by the beneficiary. In the absence of such an acceptance, or in the event of failure to observe the terms thereof, the assignment shall have no effect on the NA.



In no circumstances shall such an assignment release the beneficiary from its obligations towards the NA.





[bookmark: _Toc97092422]– FORCE MAJEURE



"Force majeure" shall mean any unforeseeable exceptional situation or event beyond the parties' control, which prevents either of them from fulfilling any of their obligations under the Agreement, which was not attributable to error or negligence on their part or on the part of subcontractors, affiliated entities or third parties involved in the implementation and which proves to be inevitable in spite of exercising all due diligence. Any default of a service, defect in equipment or material or delays in making them available, unless they stem directly from a relevant case of force majeure, as well as labour disputes, strikes or financial difficulties cannot be invoked as force majeure.



A party faced with force majeure shall formally notify the other party without delay, stating the nature, likely duration and foreseeable effects.



The parties shall take the necessary measures to limit any damage due to force majeure. They shall do their best to resume the implementation of the Project as soon as possible.



The party faced with force majeure shall not be held to be in breach of its obligations under the Agreement if it has been prevented from fulfilling them by force majeure. 
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Suspension of the implementation by the beneficiary



The beneficiary may suspend the implementation of the Project or any part thereof if exceptional circumstances make such implementation impossible or excessively difficult, in particular in the event of force majeure. The beneficiary shall inform the NA without delay, giving all the necessary reasons and details and the foreseeable date of resumption.



Unless the Agreement is terminated in accordance with Article II.15.1 or points (b) or (c) of Article II.15.2.1, the beneficiary shall, once the circumstances allow resuming the implementation of the Project, inform the NA immediately and present a request for amendment of the Agreement as provided for in Article II.14.3.



Suspension of the implementation by the NA 



II.14.2.1 The NA may suspend the implementation of the Project or any part thereof: 



(a) if the NA has evidence that the beneficiary has committed substantial errors, irregularities or fraud in the award procedure or in the implementation of the Agreement or if the beneficiary fails to comply with its obligations under the Agreement;



(b) if the NA suspects substantial errors, irregularities, fraud or breach of obligations committed by the beneficiary in the award procedure or in the implementation of the Agreement and needs to verify whether they have actually occurred. 



II.14.2.2 	Before suspending the implementation the NA shall formally notify the beneficiary of its intention to suspend, specifying the reasons thereof, and, in the cases referred to in point (a) of Article II.14.2.1, the necessary conditions for resuming the implementation. The beneficiary shall be invited to submit observations within 30 calendar days from receipt of this notification. 



If, after examination of the observations submitted by the beneficiary, the NA decides to stop the suspension procedure, it shall formally notify the beneficiary thereof. 



If no observations have been submitted or if, despite the observations submitted by the beneficiary, the NA decides to pursue the suspension procedure, it may suspend the implementation by formally notifying the beneficiary thereof, specifying the reasons for the suspension and, in the cases referred to in point (a) of Article II.14.2.1, the definitive conditions for resuming the implementation or, in the case referred to in point (b) of Article II.14.2.1, the indicative date of completion of the necessary verification.



The suspension shall take effect on the day of the receipt of the notification by the beneficiary or on a later date, where the notification so provides.



In order to resume the implementation, the beneficiary shall endeavour to meet the notified conditions as soon as possible and shall inform the NA of any progress made in this respect.



Unless the Agreement is terminated in accordance with Article II.15.1 or points (b) or (h) of Article II.15.2.1, the NA shall, as soon as it considers that the conditions for resuming the implementation have been met or the necessary verification, including on-the-spot checks, has been carried out, formally notify the beneficiary thereof and invite the beneficiary to present a request for amendment of the Agreement as provided for in Article II.14.3.



Effects of the suspension 

 

If the implementation of the Project can be resumed and the Agreement is not terminated, an amendment to the Agreement shall be made in accordance with Article II.11 in order to establish the date on which the Project shall be resumed, to extend the duration of the Project and to make any other modifications that may be necessary to adapt the Project to the new implementing conditions. 



The suspension is deemed lifted as from the date of resumption of the Project agreed by the parties in accordance with the first subparagraph. Such a date may be before the date on which the amendment enters into force. 



Any costs incurred by the beneficiary, during the period of suspension, for the implementation of the suspended Project or the suspended part thereof, shall not be reimbursed or covered by the grant.  



The right of the NA to suspend the implementation is without prejudice to its right to terminate the Agreement in accordance with Article II.15.2 and its right to reduce the grant or recover amounts unduly paid in accordance with Articles II.18.4 and II.19.



Neither party shall be entitled to claim compensation on account of a suspension by the other party. 





- TERMINATION OF THE AGREEMENT 



Termination of the Agreement by the beneficiary



In duly justified cases the beneficiary may terminate the Agreement by formally notifying the NA thereof, stating clearly the reasons and specifying the date on which the termination shall take effect. The notification shall be sent before the termination is due to take effect. 



If no reasons are given or if the NA considers that the reasons exposed cannot justify the termination, it shall formally notify the beneficiary, specifying the grounds thereof, and the Agreement shall be deemed to have been terminated improperly, with the consequences set out in the third subparagraph of Article II.15.3.



Termination of the Agreement by the NA



II.15.2.1 	The NA may decide to terminate the Agreement in the following circumstances: 



(a) if a change to the beneficiary’s legal, financial, technical, organisational or ownership situation is likely to affect the implementation of the Agreement substantially or calls into question the decision to award the grant;



(b) if the beneficiary does not implement the Project as specified in Annex I or fails to comply with another substantial obligation incumbent on it under the terms of the Agreement;



(c) in the event of force majeure, notified in accordance with Article II.13, or in the event of suspension by the beneficiary as a result of exceptional circumstances, notified in accordance with Article II.14, where resuming the implementation is impossible or where the necessary modifications to the Agreement would call into question the decision awarding the grant or would result in unequal treatment of applicants;



(d) if the beneficiary is declared bankrupt, is being wound up, is having its affairs administered by the courts, has entered into an arrangement with creditors, has suspended business activities, is the subject of any other similar proceedings concerning those matters, or is in an analogous situation arising from a similar procedure provided for in national legislation or regulations;



(e) if the beneficiary or any related person, as defined in the second subparagraph, have been found guilty of professional misconduct proven by any means;



(f) if the beneficiary is not in compliance with its obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which it is established or in which the Project is implemented;



(g) if the NA has evidence that the beneficiary or any related person, as defined in the second subparagraph, have committed fraud, corruption, or are involved in a criminal organisation, money laundering or any other illegal activity detrimental to the Union's financial interests;



(h) if the NA has evidence that the beneficiary or any related person, as defined in the second subparagraph, have committed substantial errors, irregularities or fraud in the award procedure or in the implementation of the Agreement, including in the event of submission of false information or failure to submit required information in order to obtain the grant provided for in the Agreement.



For the purposes of points (e), (g) and (h) "any related person" shall mean any natural person who has the power to represent the beneficiary or to take decisions on its behalf.



II.15.2.2 Before terminating the Agreement, the NA shall formally notify the beneficiary of its intention to terminate, specifying the reasons thereof and inviting the beneficiary, within 45 calendar days from receipt of the notification, to submit observations and, in the case of point (b) of Article II.15.2.1, to inform the NA about the measures taken to ensure that it continues to fulfil its obligations under the Agreement.  



If, after examination of the observations submitted by the beneficiary, the NA decides to stop the termination procedure, it shall formally notify the beneficiary thereof. 



If no observations have been submitted or if, despite the observations submitted by the beneficiary, the NA decides to pursue the termination procedure, it may terminate the Agreement by formally notifying the beneficiary thereof, specifying the reasons for the termination.



In the cases referred to in points (a), (b), (d) and (f) of Article II.15.2.1, the formal notification shall specify the date on which the termination takes effect. In the cases referred to in points (c), (e), (g) and (h) of Article II.15.2.1, the termination shall take effect on the day following the date on which the formal notification was received by the beneficiary.



Effects of termination 



Where the Agreement is terminated, payments by the NA shall be limited to the amount determined in accordance with Article II.18 on the basis of the eligible costs incurred by the beneficiary and the actual level of implementation of the Project on the date when the termination takes effect. Costs relating to current commitments, which are not due for execution until after the termination, shall not be taken into account. The beneficiary shall have 60 calendar days from the date when the termination of the Agreement takes effect, as provided for in Articles II.15.1 and II.15.2.2, to produce a request for payment of the balance in accordance with Article I.4.3. If no request for payment of the balance is received within this time limit, the NA shall not reimburse or cover any costs which are not included or which are not justified in the interim or final reports approved by it. In accordance with Article II.19, the NA shall recover any amount already paid, if its use is not substantiated by the interim or final reports. 



Where the NA, in accordance with point (b) of Article II.15.2.1, is terminating the Agreement on the grounds that the beneficiary has failed to produce the request for payment and, after a reminder, has still not complied with this obligation within the deadline set out in Article I.4.5, the first subparagraph shall apply, subject to the following:



(a) there shall be no additional time period from the date when the termination of the Agreement takes effect for the beneficiary to produce a request for payment of the balance in accordance with Article I.4.3; and



(b) the NA shall not reimburse or cover any costs incurred by the beneficiary up to the date of termination or up to the end of the period set out in Article I.2.2, whichever is the earlier, which are not included or which are not justified in the interim or final reports.



In addition to the first and second subparagraphs, where the Agreement is terminated improperly by the beneficiary within the meaning of Article II.15.1, or where the Agreement is terminated by the NA on the grounds set out in points (b), (e), (g) and (h) of Article II.15.2.1, the NA may also reduce the grant or recover amounts unduly paid in accordance with Articles II.18.4 and II.19, in proportion to the gravity of the failings in question and after allowing the beneficiary to submit its observations.



Neither party shall be entitled to claim compensation on account of a termination by the other party.



PART B – FINANCIAL PROVISIONS



- ELIGIBLE COSTS 



Conditions for unit contributions



Where the grant takes the form of a unit contribution, the number of units must comply with the following conditions:



(a) the units must be actually used or produced in the period set out in Article I.2.2.;



(b) the units must be necessary for implementing the Project or produced by it;



(c) the number of units must be identifiable and verifiable, in particular supported by records and documentation specified in Article II.16.2.



 Calculation of unit contributions



II.16.2.1	 Key Action 1 – School education/Adult education



A. Travel



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants per distance band, including accompanying persons, by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit cost per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

-For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date; 

-In case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 

B. Individual support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days/months per participant, including accompanying persons, by the unit contribution applicable per day/month for the receiving country concerned as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date. 

C. Organisational support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations in mobility activities by the unit contribution applicable as specified in Annex III of the Agreement. The total number of persons considered for organisational support excludes persons accompanying participants at their activity abroad. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date.

D. Course fees



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of days per course by the unit contribution applicable as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has participated in a structured course abroad requiring the payment of a course fee.

(c) Supporting documents: proof of enrolment in the course and of payment of a course fee in the form of an invoice or other declaration issued and signed by the course provider specifying the name of the participant, the name of the course taken as well as the start and end date of the participant's participation in the course.



II.16.2.2 Key Action 1 – Vocational education and training



A. Travel



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants per distance band, including accompanying persons, by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit cost per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

-For travel taking place between the place of residence of the participant and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the participant and receiving organisation specifying the place and start and end date of the activity 

-In case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 

B. Individual support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days/months per VET participant, including accompanying persons, by the unit contribution applicable per day/month for the receiving country concerned as specified in Annex III of the Agreement. In the case of incomplete months for long-term mobilities, the grant amount is calculated by multiplying the number of days in the incomplete month by 1/30 of the unit contribution per month. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date.

 

C. Organisational support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations in mobility activities by the unit contribution applicable as specified in Annex III of the Agreement. The total number of persons considered for organisational support excludes persons accompanying learners at their activity abroad.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date.



D. Linguistic support (only for languages not covered by OLS)



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of learners receiving linguistic support by the unit contribution as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken language preparation in the language of instruction of work abroad.

(c) Supporting documents: 

· proof of attendance of courses in the form of a declaration signed by the course provider, specifying the name of the participant, the language taught, the format and duration of the linguistic support provided, or

· invoice for the purchase of learning materials, specifying the language concerned, the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice, or

· in case the linguistic support is provided directly by the beneficiary: a declaration signed and dated by the participant, specifying the name of the participant, the language taught, the format and duration of the linguistic support received.

· 



II.16.2.3 Key Action 1 – Higher education 



Staff mobility



A. Travel



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participating staff per distance band by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

· For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date; 

· In case of travel from a place different than the location of the sending organisation and/or travel to a place different than the receiving organisation’s location which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 



B. Individual support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days per participant by the unit contribution applicable per day for the receiving country concerned as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its start and end date;

Student mobility



A. Travel 



[Key Action 1- HIGHER EDUCATION mobility between Programme Countries:  Unit contributions for travel are applicable for sending institutions from outermost Programme countries and regions (outermost regions, Cyprus, Iceland, Malta, and Overseas Countries and Territories).]



[Key Action 1- HIGHER EDUCATION mobility between Programme and Partner Countries: Unit contributions for travel between Programme and Partner Countries are applicable for all travel between Programme and Partner Countries.]



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of outbound students per distance band by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the student has actually undertaken the reported travel.

(c) Supporting documents: 

· Documentary evidence issued by the receiving organisation and specifying:

· the name of the student, 

· the start and end date of the mobility activity abroad in the following format:

· Transcript of Records (or statement attached to it) in the case of mobility for studies 

· Traineeship Certificate (or statement attached to it) in the case of mobility for traineeships

· In case of travel from a place different than the location of the sending organisation and/or travel to a place different than the receiving organisation’s location which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 

B. Individual support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of months per student by the unit contribution applicable per month for the receiving country concerned as specified in Annex III of the Agreement. In the case of incomplete months, the grant amount is calculated by multiplying the number of days in the incomplete month by 1/30 of the unit contribution per month.

(b) Triggering event: the event that conditions the entitlement to the grant is that the student has actually undertaken the activity abroad.

(c) Supporting documents: 

· Documentary evidence issued by the receiving organisation and specifying:

· the name of the student, 

· the start and end date of the mobility activity abroad in the following format:

· Transcript of Records (or statement attached to it) in the case of mobility for studies 

· Traineeship Certificate (or statement attached to it) in the case of mobility for traineeships



Staff and student mobility

[Key Action 1- HIGHER EDUCATION mobility between Programme Countries:  

A. Organisational support

(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of mobilities in mobility activities by the unit contribution applicable as specified in Annex III of the Agreement. The total numbers of participations considered for the calculation of organisational support includes all students and staff undertaking outbound mobility, including those with a zero-grant from Erasmus+ EU funds, as well as invited staff from enterprises undertaking inbound mobility. The total number of persons considered for organisational support excludes persons accompanying participants at their activity abroad.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad as specified for "individual support" above.]



[Key Action 1- HIGHER EDUCATION mobility between Programme and Partner Countries 

A. Organisational support

(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations in mobility activities by the unit contribution applicable as specified in Annex III of the Agreement. The total numbers of participations considered for the calculation of organisational support includes the number of students and staff undertaking inbound and outbound mobility registered in Annex II. The beneficiary may request additional organisational support to the NA for participants with a zero-grant from Erasmus+ EU funds. The total number of persons considered for organisational support excludes persons accompanying participants at their activity abroad.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad as specified for "individual support" above.]

II.16.2.4 Key Action 2 – School-to-school Strategic Partnerships



A. Project management and implementation



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of months of the project duration by the unit contribution applicable to the beneficiary, as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the beneficiary implements the activities and produces the outputs to be covered from this budget category as applied for in the grant application and as approved by the National Agency. 

(c) Supporting documents: proof of activities undertaken and outputs produced will be provided in the form of a description of these activities and outputs in the final report. In addition, outputs produced will be uploaded in the Dissemination Platform and, depending on their nature, available for checks and audits at the premises of the beneficiary. 

B. Transnational project meetings



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations by the unit contributions applicable, as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually participated in the transnational project meeting and undertaken the reported travel.

(c) Supporting documents: 

· For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date; 

· In case of travel from a place different than that where the sending organisation is located and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 



C. Intellectual outputs



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days of work performed by the staff of the beneficiary by the unit contribution applicable per day for the category of staff for the country in which the beneficiary is established, as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the intellectual output has been produced and that it is of an acceptable quality level, as determined by the evaluation of the NA.

(c) Supporting documents: 

· proof of the intellectual output produced, which will be uploaded in the Dissemination Platform and/or, depending on its nature, available for checks and audits at the premises of the beneficiary or its project partner organisations;

· proof of the staff time invested in the production of the intellectual output in the form of a time sheet per person, identifying the name of the person, the category of staff, the dates and the total number of days of work of the person for the production of the intellectual output;

· proof of the nature of the relationship between the person and the beneficiary (such as type of employment contract, voluntary work, etc.), as registered in the official records of the beneficiary.



D. Multiplier events



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants from organisations other than the beneficiary and other project partner organisations as specified in the Agreement by the unit contribution applicable per participant, as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the multiplier event has taken place and that it is of an acceptable quality level, as determined by the evaluation of the NA.

(c) Supporting documents: 

· description of the multiplier event in the final report;

· proof of attendance of the multiplier event in the form of a participants list signed by the participants specifying the name, date and place of the multiplier event, and for each participant: name, e-mail address and signature of the person, name and address of the sending organisation of the person; 

· detailed agenda and any documents used or distributed at the multiplier event.

E. Learning, teaching and training activities



(a) Calculation of the grant amount: the grant amount takes the form of a unit contribution towards the travel, individual support and linguistic support:

(i) Travel: the grant amount is calculated by multiplying the number of participants by the unit contribution applicable to the distance band for the travel abroad, as specified in Annex III of the Agreement;

(ii) Individual support: the grant amount is calculated by multiplying the number of days/months per participant, including accompanying persons staying up to 60 days, by the unit contribution applicable per day/month for the host country concerned, as specified in Annex III of the Agreement. In the case of incomplete months for activities exceeding 2 months, the grant amount is calculated by multiplying the number of days of the incomplete month by 1/30 of the unit contribution per month.

(iii) Linguistic support: the grant amount is calculated by multiplying the total number of participants receiving linguistic support by the unit contribution applicable, as specified in Annex III of the Agreement.

(b) Triggering event:

(i) Travel: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(ii) Individual support: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(iii) Linguistic support: the event that conditions the entitlement to the grant is that the participant has undertaken an activity abroad exceeding 2 months and that the person has actually undertaken language preparation in the language of instruction or of work abroad.

(c) Supporting documents:

(i) Travel

-For travel taking place between the place of residence of the participant and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the participant and receiving organisation specifying the place and start and end date of the activity. 

-In case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 

(ii) Individual support

· Proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its start and end date;

(bi) Linguistic support

· Proof of attendance of courses in the form of a declaration signed by the course provider, specifying the name of the participant, the language taught, the format and duration of the linguistic support provided, or

· Invoice for the purchase of learning materials, specifying the language concerned, the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice, or

· in case the linguistic support is provided directly by the beneficiary: a declaration signed and dated by the participant, specifying the name of the participant, the language taught, the format and duration of the linguistic support received.



II.16.2.5 Key Action 3 – Structured dialogue in the Youth field

A. Travel

(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants per distance band, including accompanying persons, by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

· For travel taking place between the place of residence of the participant and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the participant and receiving organisation specifying the place and start and end date of the activity, as well as the name and e-mail address of the participant; 

· In case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. In duly justified exceptional cases when the third party evidence cannot be provided, the participant and the receiving organisation can sign a declaration specifying the place of departure and the place of arrival, as well as the name and e-mail address of the participant.



B. Organisational support

(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days per participant with the unit contribution applicable per day for the receiving country concerned as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually attended the structured dialogue meeting for the specified period.

(c) Supporting documents:

· Proofs of attendance of the structured dialogue meeting in the form of a declaration signed by the participant specifying the place and start and end date of the activity, as well as the name and e-mail address of the participant.



Conditions for the reimbursement of actual costs



Where the grant takes the form of a reimbursement of actual costs, the following conditions shall apply:



(a) they are incurred by the beneficiary;



(b) they are incurred in the period set out in Article I.2.2.;



(c) they are indicated in the estimated budget set out in Annex II or eligible following budget transfers in accordance with Article I.3.2;



(d) they are incurred in connection with the Project as described in Annex I and are necessary for its implementation;



(e) they are identifiable and verifiable, in particular being recorded in the accounting records of the beneficiary and determined according to the applicable accounting standards of the country where the beneficiary is established and with the usual cost accounting practices of the beneficiary;  



(f) they comply with the requirements of applicable tax and social legislation; 



(g) they are reasonable, justified, and comply with the principle of sound financial management, in particular regarding economy and efficiency;



(h) they are not covered by a unit contribution as specified in Article II.16.1.



Calculation of actual cost



II.16.4.1 Key Action 1 – School/Adult education, Higher education



A. Special needs support



(a) Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

(b) Eligible costs: costs directly related to participants with disabilities and accompanying persons (including costs related to travel and subsistence, if justified and as long as a grant for these participants is not requested through budget categories "travel" and "individual support") and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

(c) Supporting documents: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

B. Exceptional costs 



(a) Calculation of the grant amount: the grant is a reimbursement of 75% of the eligible costs actually incurred (for the financial guarantee). 

(b) Eligible costs: costs relating to a pre-financing guarantee lodged by the beneficiary where such guarantee is required by the NA, as specified in Article I.4.1 of the Agreement.

(c) Supporting documents: proof of the cost the financial guarantee issued by the body providing the guarantee to the beneficiary, specifying the name and address of the body issuing the financial guarantee, the amount and currency of the cost of the guarantee, and providing the date and signature of the legal representative of the body issuing the guarantee.



II.16.4.2	Key Action 1 – Vocational education and training



A. Special needs support



(a) Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

(b) Eligible costs: costs directly related to participants with disabilities and accompanying persons (including costs related to travel and subsistence, if justified and as long as a grant for these participants is not requested through budget categories "travel" and "individual support") and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

(c) Supporting documents: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

B. Exceptional costs



(a) Calculation of the grant amount: the grant is a reimbursement of  75% of the eligible costs actually incurred (for the financial guarantee) or 100% of the eligible costs actually incurred (for the participation of learners with fewer opportunities). 

(b) Eligible costs: 

· costs that are indispensable to allow learners with fewer opportunities to participate in the action (excluding costs for travel and individual support for participants and accompanying persons) and that are additional to costs supported by a unit contribution as specified in Article II.16.1

· costs relating to a pre-financing guarantee lodged by the beneficiary where such guarantee is required by the NA, as specified in Article I.4.1 of the Agreement.

(c) Supporting documents: 

· In the case of costs related to the participation of learners with fewer opportunities: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

· In the case of a financial guarantee: proof of the cost the financial guarantee issued by the body providing the guarantee to the beneficiary, specifying the name and address of the body issuing the financial guarantee, the amount and currency of the cost of the guarantee, and providing the date and signature of the legal representative of the body issuing the guarantee.



II.16.4.3 Key Action 2 – school-to-school Strategic Partnerships



A. Special needs support



(a) Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

(b) Eligible costs: costs directly related to participants with disabilities and accompanying persons beyond the 60th day of stay, and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

(c) Supporting documents: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.



B. Exceptional costs



(a) Calculation of the grant amount: the grant equals the reimbursement of  75% of the eligible costs actually incurred with a maximum of € 50.000 per project excluding the costs of a financial guarantee if required by the Agreement, whichever of both ceilings is the lowest. 

(b) Eligible costs

· Sub-contracting: sub-contracting and purchase of goods and services in so far as applied for by the beneficiary as specified in Annex I and in so far as approved by the NA as specified in Annex II;

· Financial guarantee: costs relating to a pre-financing guarantee lodged by the beneficiary where such guarantee is required by the NA, as specified in Article I.4.1 of the Agreement.

· Cost related to the depreciation costs of equipment or other assets (new or second-hand) as recorded in the accounting statements of the beneficiary, provided that the asset has been purchased in accordance with Article II.9 and that it is written off in accordance with the international accounting standards and the usual accounting practices of the beneficiary. The costs of rental or lease of equipment or other assets are also eligible, provided that these costs do not exceed the depreciation costs of similar equipment or assets and are exclusive of any finance fee.

(c) Supporting documents: 

· Sub-contracting: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

· Financial guarantee: proof of the cost the financial guarantee issued by the body providing the guarantee to the beneficiary, specifying the name and address of the body issuing the financial guarantee, the amount and currency of the cost of the guarantee, and providing the date and signature of the legal representative of the body issuing the guarantee.

· Depreciation costs: proof of the purchase, rental or lease of the equipment, as recorded in the beneficiary’s accounting statements, justifying that these costs correspond to the period set out in Article I.2.2 and the rate of actual use for the purposes of the action may be taken into account.



II.16.4.4 Key Action 3 – Structured dialogue in the Youth field

A. Special needs support

(a) Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

(b) Eligible costs: costs directly related to participants with disabilities and accompanying persons (including costs related to travel and subsistence, if justified and as long as a grant for these participants is not requested through budget categories "travel" and "organisational support") and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

(c) Supporting documents: proof of payment of the actual costs incurred on the basis of invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.


B. Exceptional costs

· Calculation of the grant amount: the grant is a reimbursement of 75% of the eligible costs actually incurred (for costs connected to (online) consultations and opinion polls of young people, for financial guarantee and dissemination activities) or 100% of the eligible costs actually incurred (for the additional costs directly related to participants with fewer opportunities and for costs related to visa, residence permits, vaccinations of participants in mobility activities abroad). 

(a) Eligible costs: 

· costs related to visa, residence permits, vaccinations of participants in mobility activities abroad

· costs connected to (online) consultations and opinion polls of young people if necessary for the Project

· costs connected to dissemination and exploitation of results



· additional costs directly related to participants with fewer opportunities.



(b) Supporting documents: 

· In the case of costs related to visa, residence permits, vaccinations: proof of payment on the basis of invoices specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In the case of costs connected to (online) consultations and opinion polls of young people: proof of payment of the costs incurred on the basis of an invoice specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In case of costs connected to dissemination and exploitation of results: proof of payment of the costs incurred on the basis of an invoice specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In case of additional costs directly related to participants with fewer opportunities: proof of payment of the costs incurred on the basis of an invoice specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;



Ineligible costs



In addition to any other costs which do not fulfill the conditions set out in Articles II.16.1 and II.16.3, the following costs shall not be considered eligible:



(a) return on capital;



(b) debt and debt service charges;



(c) provisions for losses or debts;



(d) interest owed; 



(e) doubtful debts; 



(f) exchange losses;



(g) costs of opening and operating bank accounts (including costs of transfers from the NA charged by the bank of the beneficiary);



(h) costs declared by the beneficiary in the framework of another Project receiving a grant financed from the Union budget (including grants awarded by a Member State and financed from the Union budget and grants awarded by other bodies than the Commission  for the purpose of implementing the Union budget); in particular, indirect costs shall not be eligible under a grant for a Project awarded to the beneficiary when it already receives an operating grant financed from the Union budget during the period in question;



(i) in the case of renting or leasing of equipment, the cost of any buy-out option at the end of the lease or rental period;



(j) contributions in kind from third parties;



(k) excessive or reckless expenditure;



(l) VAT, when is considered as recoverable under the applicable national VAT legislation.



- FURTHER PAYMENT ARRANGEMENTS 



Financial guarantee 



Where payment of pre-financing is conditional on receipt of a financial guarantee, the financial guarantee shall fulfill the following conditions:



(a) it is provided by a bank or an approved financial institution or, at the request of the beneficiary and acceptance by the NA, by a third party;



(b) the guarantor stands as first-call guarantor and does not require the NA have recourse against the principal debtor (i.e. the beneficiary); and



(c) it provides that it remains in force until the pre-financing is cleared against payment of the balance by the NA and, in case the payment of the balance is made in accordance with Article II.19, three months after the beneficiary was notified in accordance with Article II.19.2 second sub-paragraph. The NA shall release the guarantee within the following month.



Suspension of the time limit for payment



The NA may suspend the time limit for payment specified in Articles I.4.2 and I.4.4 at any time by formally notifying the beneficiary that its request for payment cannot be met, either because it does not comply with the provisions of the Agreement, or because the appropriate supporting documents have not been produced, or because there is doubt about the eligibility of the costs declared in the interim or final reports.



The beneficiary shall be notified as soon as possible of any such suspension, together with the reasons thereof.



Suspension shall take effect on the date when notification is sent by the NA. The remaining payment period shall start to run again from the date on which the requested information or revised documents are received or the necessary further verification, including on-the-spot checks, is carried out. Where the suspension exceeds two months, the beneficiary may request a decision by the NA on whether the suspension is to be continued.



Where the time limit for payment has been suspended following the rejection of one of the interim reports provided for by Article I.4.2 or the final report provided for by Article I.4.3 and the new report submitted is also rejected, the NA reserves the right to terminate the Agreement in accordance with Article II.15.2.1(b), with the effects described in Article II.15.3.



Suspension of payments 

The NA may, at any time during the implementation of the Agreement, suspend the pre-financing payments or payment of the balance:



(a) if the NA has evidence that the beneficiary has committed substantial errors, irregularities or fraud in the award procedure or in the implementation of the grant, or if the beneficiary fails to comply with its obligations under the Agreement;



(b) if the NA suspects substantial errors, irregularities, fraud or breach of obligations committed by the beneficiary in the award procedure or in the implementation of the Agreement and needs to verify whether they have actually occurred.



Before suspending payments, the NA shall formally notify the beneficiary of its intention to suspend payments, specifying the reasons thereof and, in the cases referred to in point (a) of the first subparagraph, the necessary conditions for resuming payments. The beneficiary shall be invited to make any observations within 30 calendar days from receipt of this notification. 



If, after examination of the observations submitted by the beneficiary, the NA decides to stop the procedure of payment suspension, the NA shall formally notify the beneficiary thereof. 



If no observations have been submitted or if, despite the observations submitted by the beneficiary, the NA decides to pursue the procedure of payment suspension, it may suspend payments by formally notifying the beneficiary, specifying the reasons for the suspension and, in the cases referred to in point (a) of the first subparagraph, the definitive conditions for resuming payments or, in the case referred to in point (b) of the first subparagraph, the indicative date of completion of the necessary verification. 



The suspension of payments shall take effect on the date when the notification is sent by the NA. 



In order to resume payments, the beneficiary shall endeavour to meet the notified conditions as soon as possible and shall inform the NA of any progress made in this respect.



The NA shall, as soon as it considers that the conditions for resuming payments have been met or the necessary verification, including on-the-spot checks, has been carried out, formally notify the beneficiary thereof.



During the period of suspension of payments and without prejudice to the right to suspend the implementation in accordance with Article II.14.1 or to terminate the Agreement in accordance with Article II.15.1, the beneficiary is not entitled to submit any requests for payments.



The corresponding requests for payments may be submitted as soon as possible after resumption of payments or may be included in the first request for payment due following resumption of payments in accordance with the schedule laid down in Article I.4.2 and Article I.4.3.



Notification of amounts due



The NA shall formally notify the amounts due, specifying whether it is a further pre-financing payment, or the payment of the balance. In the case of payment of the balance, it shall also specify the final amount of the grant determined in accordance with Article II.18. 



Interest on late payment



On expiry of the time limits for payment specified in Articles I.4.2, I.4.3 and I.4.4 and II.17.1, and without prejudice to Articles II.17.2 and II.17.3, the beneficiary is entitled to interest on late payment. The interest payable shall not be considered for the purposes of determining the final amount of grant within the meaning of Article II.18.3. 

The interest payable shall be determined according to the provisions laid down in the national law applicable to the Agreement or in the rules of the NA. 

In the absence of such provisions the interest payable shall be determined according to the following rules: 

(a) The late payment interest rate is the rate applied by the European Central Bank for its main refinancing operations in euros ("the reference rate"), plus three and a half points. The reference rate shall be the rate in force on the first day of the month in which the time limit for payment expires, as published in the C series of the Official Journal of the European Union. 

(b) The suspension of the time limit for payment in accordance with Article II.17.2 or of payment by the NA in accordance with Article II.17.3 may not be considered as late payment.

(c) Interest on late payment shall cover the period running from the day following the due date for payment, up to and including the date of actual payment as established in Article II.17.7. 

(d) By exception, when the calculated interest is lower than or equal to EUR 200, it shall be paid only upon request submitted by the beneficiary within two months of receiving late payment.



Currency for requests for payments and payments 



All payments by the NA to the beneficiary shall be made in euro. 



Where the beneficiary keeps its general accounts in euro, it shall convert costs incurred in another currency into euro according to its usual accounting practices.



Where the beneficiary keeps its general accounts in a currency other than the euro, it shall convert costs incurred in another currency into euro at the average of the daily exchange rates published in the C series of Official Journal of the European Union, determined over the corresponding reporting period. Where no daily euro exchange rate is published in the Official Journal of the European Union for the currency in question, conversion shall be made at the average of the monthly accounting rates established by the Commission and published on its website  (http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm), determined over the corresponding reporting period. 



Date of payment 



Payments by the NA shall be deemed to be effected on the date when they are debited to the NA's account unless the national law provides otherwise.



Costs of payment transfers 



Costs of the payment transfers shall be borne in the following way:



(a) costs of transfer charged by the bank of the NA shall be borne by the NA;



(b) costs of transfer charged by the bank of the beneficiary shall be borne by the beneficiary;



(c) all costs of repeated transfers caused by one of the parties shall be borne by the party which  caused the repetition of the transfer.





- DETERMINING THE FINAL AMOUNT OF THE GRANT



Calculation of the final amount



Without prejudice to Articles II.18.2, II.18.3 and II.18.4, the final amount of the grant shall be determined as follows:



(a) where the grant takes the form of the reimbursement of eligible costs, the amount shall be obtained by application of the reimbursement rate specified in that Article to the eligible costs of the Project approved by the NA for the corresponding categories of costs, for the beneficiary;



(b) where the grant takes the form of a unit contribution, the amount shall be obtained by multiplying the unit contribution specified in that Article by the actual number of units approved by the NA for the beneficiary.



Where Annex II provides for a combination of different forms of grants, these amounts shall be added.



Maximum amount



The total amount paid to the beneficiary by the NA may in no circumstances exceed the maximum amount specified in Article I.3.1. 



Where the amount determined in accordance with Article II.18.1 exceeds this maximum amount, the final amount of the grant shall be limited to the maximum amount specified in Article I.3.1.



No-profit rule and taking into account of receipts



II.18.3.1 The grant may not produce a profit for the beneficiary. "Profit" shall mean a surplus of the receipts over the eligible costs of the Project. 



II.18.3.2 The receipts to be taken into account are the receipts established, generated or confirmed on the date on which the request for payment of the balance is drawn up by the beneficiary, which fall within one of the following two categories:



(a) income generated by the Project; or



(b) financial contributions specifically assigned by the donors to the financing of the eligible costs of the Project reimbursed by the NA in accordance with Article I.3. 



II.18.3.3 The following shall not be considered as a receipt to be taken into account for the purpose of verifying whether the grant produces a profit for the beneficiary: 



(a) financial contributions referred to in point (b) of Article II.18.3.2, which may be    used by the beneficiary to cover costs other than the eligible costs under the Agreement;



(b) financial contributions referred to in point (b) of Article II.18.3.2, the unused part of which is not due to the donor at the end of the period set out in Article I.2.2. 



II.18.3.4 The eligible costs to be taken into account are the eligible costs approved by the NA for the categories of costs reimbursed in accordance with Article II.16.



II.18.3.5 Where the final amount of the grant determined in accordance with Articles II.18.1 and II.18.2 would result in a profit for the beneficiary, the profit shall be deducted in proportion to the final rate of reimbursement of the actual eligible costs of the Project approved by the NA for the categories of costs referred to in Article II.16.3. This final rate shall be calculated on the basis of the final amount of the grant in the form referred to in Article I.3.1, as determined in accordance with Articles II.18.1 and II.18.2.



Reduction for poor, partial or late implementation 



If the Project is not implemented or is implemented poorly, partially or late, the NA may reduce the grant initially provided for, in line with the actual implementation of the Project according to the terms laid down in Annex III.



II.18.5	Notification of the final grant amount



The NA shall inform the beneficiary of the final grant amount by way of a formal notification letter sent within 60 calendar days of receipt of the final report from the beneficiary. The beneficiary shall make any observations on the final grant amount within 30 calendar days from the receipt of notification letter. 



In so far as the beneficiary submits his observations to the NA within the authorised period, the NA shall analyse them and inform the beneficiary of the final grant amount by way of a notification letter specifying the revised final grant amount within 30 calendar days of receipt of the observations from the beneficiary. 



The provisions set out in this Article are without prejudice to the possibility for the beneficiary or the NA to take legal action against the other party in accordance with the provisions set out in Article I.8.





- RECOVERY 



Financial responsibility 



Where an amount is to be recovered under the terms of the Agreement, the beneficiary shall repay the NA the amount in question. 



Recovery procedure



Before recovery, the NA shall notify through a notification letter the beneficiary of its intention to recover the amount unduly paid, specifying the amount due and the reasons for recovery and inviting the beneficiary to make any observations within 30 calendar days from the receipt of notification letter.



On the basis of the information provided, the NA may decide to revise the final grant amount, and if applicable, the amount to be recovered. In this case or if no observations have been submitted or if, despite the observations submitted by the beneficiary, the NA decides to pursue the recovery procedure, the NA may confirm recovery by formally notifying to the beneficiary a debit note. The debit note shall specify the amount due, the terms and the date for payment. 



If the beneficiary has not reimbursed the amount due by the date specified in the debit note the NA shall recover the amount due: 





a) whenever possible, by offsetting it against any amounts owed to the beneficiary by the NA after informing him accordingly that the amount due for reimbursement will be deducted from a payment underway or from a future payment.

b) if applicable, by drawing on the financial guarantee where provided for in accordance with Article I.4.1 ;



c) by taking legal action against the beneficiary in accordance with national law as determined in accordance with Article I.8.



Interest on late payment



If payment has not been made by the date set out in the notification letter, the amount due shall bear interest at the rate established in Article II.17.5. Interest on late payment shall cover the period running from the day following the due date for payment, up to and including the date when the NA actually receives payment in full of the outstanding amount.



Any partial payment shall first be appropriated against charges and interest on late payment and then against the principal.



Bank charges 

	

Bank charges incurred in connection with the recovery of the sums owed to the NA shall be borne by the beneficiary except where Directive 2007/64/EC of the European Parliament and of the Council of 13 November 2007 on payment services in the internal market amending Directives 97/7/EC, 2002/65/EC, 2005/60/EC and 2006/48/EC and repealing Directive 97/5/EC applies.





- CHECKS AND AUDITS 



Technical and financial checks or audits 



The NA and the Commission may carry out technical and financial checks and audits in relation to the use of the grant. 



Information and documents provided in the framework of checks or audits shall be treated on a confidential basis.



Checks and audits made by the NA and the Commission may be carried out either directly by its own staff or by any other outside body authorised to do so on their behalf. Checks and audits may be undertaken on the basis of desk checks at the premises of the NA, the Commission or any person or body mandated by them, or they can take place on the spot at the premises of the beneficiary or sites and premises where the Project is or was carried out.



The beneficiary shall grant the NA, the Commission as well as any person or body mandated by them a full right of access to all documents concerning the implementation of the Project, its results and the use of the grant in accordance with the terms and conditions of the present Agreement. The beneficiary shall grant them also access to the sites and premises where the Project is or was carried out. This right of access shall be granted until five years after the date of the payment of the balance of the grant or the reimbursement thereof by the beneficiary, unless a longer duration is required by the national law.



Checks and audits may be initiated during the implementation of the Agreement and for a period of five years starting from the date of payment of the balance. This period shall be limited to three years if the maximum amount specified in Article I.3.1 is not more than EUR 60 000. 



The check or audit procedure shall be deemed to be initiated on the date of receipt of the letter of the NA announcing it. 



Duty to keep documents



The beneficiary shall keep all original documents, especially accounting and tax records, stored on any appropriate medium, including digitalised originals when they are authorised by its national law and under the conditions laid down therein, for a period of five years starting from the date of payment of the balance, unless a longer duration is required by the national law. 



If the maximum amount specified in Article I.3.1 is not more than EUR 60 000, this period shall be limited to three years, unless a longer duration is required by the national law.



The periods set out in the first and second subparagraphs shall be longer if there are on-going audits, appeals, litigation or pursuit of claims concerning the grant. In such cases, the beneficiary shall keep the documents until such audits, appeals, litigation or pursuits of claims are closed.



Obligation to provide information



The beneficiary shall provide any information, including information in electronic format, requested by the NA and the Commission, or by any person or body authorised by them, in the context of checks or audits as referred to in Article II.20.1.



In case the beneficiary does not comply with the obligation set out in the first subparagraph, the NA may consider:



(a) 	any cost insufficiently substantiated by information provided by the beneficiary as ineligible;

(b) 	any unit contribution insufficiently substantiated by information provided by the beneficiary as undue.



Contradictory procedure



On the basis of the findings established during any checks or audits, the NA shall send within 30 calendar days of the end of the check a provisional report to the beneficiary, who shall have 30 calendar days from the date of receipt to submit its observations. The NA shall send its final report to the beneficiary within 30 calendar days of expiry of the time limit for submission of observations by the beneficiary.



Effects of findings of audits and checks



On the basis of the final findings of audits or checks, the NA may take the measures which it considers necessary, including recovery of all or part of the payments made by it, in accordance with Article II.19. 



In the case of final findings of audits or checks made after the payment of the balance, the amount to be recovered shall correspond to the difference between the revised final amount of the grant, determined in accordance with Article II.18, and the total amount paid to the beneficiary under the Agreement for the implementation of the Project.



Checks and inspections by OLAF 



The European Anti-Fraud Office (OLAF) may carry out investigations including on-the-spot checks and inspections, in accordance with the provisions and procedures laid down in (i) Regulation (EU, Euratom) No. 883/2013 of the European Parliament and of the Council concerning investigations conducted by the European Anti-Fraud Office (OLAF) and repealing Regulation (EC) no. 1073/1999 of the European Parliament and of the Council and Council Regulation (Euratom) no. 1074/1999 and (ii) Council Regulation (Euratom, EC) No. 2185/96 of 11 November 1996 concerning on-the-spot checks and inspections carried out by the Commission in order to protect the European Communities' financial interests against fraud and other irregularities with a view to establishing whether there has been fraud, corruption or any other illegal activity affecting the financial interests of the Union in connection with this grant decision.



Checks and audits by the European Court of Auditors 



The European Court of Auditors shall have the same rights as the NA and the Commission, notably right of access, for the purpose of checks and audits.





- MONITORING AND EVALUATION



Monitoring and evaluation of the Project



The beneficiary accepts to participate in and contribute to monitoring and evaluation activities organised by the NA and the Commission as well as by any persons and bodies mandated by them. 



In this context, the beneficiary shall grant the NA, the Commission as well as any persons and bodies mandated by them a full right of access to all documents concerning the implementation of the Project and its results. This right of access shall be granted until five years after the date of the payment of the balance of the grant or the reimbursement thereof by the beneficiary.



Periodic assessment of unit contributions



The beneficiary accepts that the NA and the Commission may analyse its statutory records (i.e. the records that it shall maintain to be compliant with the legal obligations incumbent on it), including the corresponding supporting documents, for the purpose of periodic assessments of unit contribution levels.



Such analysis shall not result in an adjustment of the final grant amount under this Agreement, but may be used by the NA and the Commission in view of possible future updates of unit contribution levels.



----------------------------------------------------
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II.2 multi grant  agreement


II.2 multi grant agreement
· This document is the basic template for multi-beneficiaries grant agreements between the National Agency (NA) and the beneficiaries of a grant for a project under Erasmus+ Programme, where the beneficiaries of the grant are more than one organisation. Erasmus+ activities to which this template applies are:

· Key Action 1: mobility projects of national consortia in the fields of vocational education and training, higher education, school education and adult education, mobility projects in the youth field;

· Key Action 2: Strategic partnerships except projects exclusively between schools.

· Key Action 3: Structured dialogue in the youth field with 2 and more participating organisations

· The footnotes are internal instructions for NAs only and will be deleted in the actual grant agreements used. 

· Options [in italics in square brackets] not used will be deleted by NAs.

· The template agreement date in the header must be kept across the document. 







GRANT AGREEMENT for a:

Project with multiple beneficiaries under the ERASMUS+ Programme[footnoteRef:2]  [2:  Reference to the Programme Decision] 




AGREEMENT NUMBER – [EPLUS LINK Generated No.]



[full official name of the NA]

[official legal form]

[official registration No]

[official address in full]

[VAT number],

The National Agency (hereinafter referred to as "the NA"), represented for the purposes of signature of this Agreement by [function, forename and surname], and acting under delegation by the European Commission, hereinafter referred to as “the Commission”.

on the one part,

and

1. [full official name of the coordinator]

[official legal form] [if applicable]

[official registration No] [if applicable]

[official address in full]

[VAT number], [if applicable]

[PIC number],

[NA to delete items from the list as necessary depending on the action concerned: 
compulsory for KA1 - Higher education and Youth EVS, optional for Vocational Education and Training]

 
[Option 1 – ECHE]

Erasmus ID code [e.g. B BRUXEL01]:



[Option 1 – consortium]

Accreditation for the mobility consortium: [Accreditation reference number]



[Option 2 – Youth EVS]

Accreditation for EVS: [Accreditation reference number]


[Option 3 – VET mobility]

Erasmus+ VET Mobility Charter: [Accreditation reference number]


hereinafter referred to as “the coordinator”, represented for the purposes of signature of this Agreement by [function, forename and surname]

and the other beneficiaries as set out in Annex VI,   

hereinafter referred to collectively as “the beneficiaries”, and individually as “beneficiary” for the purposes of this Agreement where a provision applies without distinction between the coordinator or another beneficiary,

on the other part,



HAVE AGREED 

to the Special Conditions (hereinafter referred to as “the Special Conditions”) Part I,  the General Conditions (hereinafter referred to as “the General Conditions”) Part II and the

following Annexes:

Annex I      	Description of the Project – sections […….] of the grant application
[For Higher Education only in case of a valid consortium accreditation]  and of the approved accreditation application for the mobility consortium 

Annex II     	Estimated budget 

Annex III	Financial and contractual rules	

Annex IV	Templates for agreements documents to be used between beneficiaries and participants [applicable only to Key Action 1] 

Annex V   	Mandate[s] provided to the coordinator by the other beneficiary[ies]

Annex VI	List of other beneficiaries

which form an integral part of this Agreement, hereinafter referred to as "the Agreement". 

The terms set out in the Special Conditions shall take precedence over those set out in the General Conditions, as published on [NA to include reference to relevant hyperlink]

The terms set out in the Special Conditions and in the General Conditions shall take precedence over those set out in the Annexes.

The terms set in Annex III shall take precedence over those set out in the other Annexes. 

The terms set in Annex II shall take precedence over those set in Annex I. 



PART I - SPECIAL CONDITIONS



ARTICLE I.1 – SUBJECT MATTER OF THE AGREEMENT 

I.1.1	The NA has decided to award a grant, under the terms and conditions set out in the Special Conditions, the General Conditions and the other Annexes to the Agreement, for the Project entitled [NA to insert title of the Project in bold as provided in the application form] ( ("the Project") ") under the Erasmus+ Programme, [NA to delete items from the list as necessary depending on the action concerned: Key Action 1: Learning Mobility of Individuals/Key Action 2: Strategic Partnerships/Key Action 3: Structured dialogue – meetings between young people and decision-makers in the field of youth], as described in Annex I. 



I.1.2	With the signature of the Agreement, the beneficiaries accept the grant and agree to implement the Project, acting on their own responsibility. 



I.1.3	[NA to select and complete in case of national consortia in higher education, national consortia in VET holding an Erasmus+ VET Mobility Charter, and for EVS in youth mobility activities]



	The beneficiaries will comply with [the Erasmus Charter for Higher Education and the Higher Education National Mobility Consortium accreditation][the commitments made when applying for the Erasmus+ VET Mobility Charter and those in the VET Quality Commitment][the EVS Charter] 





ARTICLE I.2 – ENTRY INTO FORCE OF THE AGREEMENT AND DURATION 

I.2.1	The Agreement shall enter into force on the date on which the last party signs.



I.2.2	The Project shall run between [insert date: …] and [insert date: …] both inclusive.



 

ARTICLE I.3 - MAXIMUM AMOUNT AND FORM OF THE GRANT 	



I.3.1 Maximum grant awarded



The grant shall be of a maximum amount of EUR […] and shall take the form of unit contributions and reimbursement of eligible costs actually incurred in accordance with the following provisions:



(a) eligible costs as specified in Article II.16;

(b) estimated budget as specified in Annex II;

(c) financial rules as specified in Annex III.



I.3.2	Budget transfers without amendment



Without prejudice to Article II.11 [For VET, AE, SE, Youth and Higher Education mobility between Programme and Partner Countries: and provided that the Project is implemented as described in Annex I], beneficiaries are allowed to adjust the estimated budget set out in Annex II [HE mobility between Programme Countries: and the related activities described in Annex I], by transfers between the different budget categories, without this adjustment being considered as an amendment of the Agreement within the meaning of Article II.11 provided that the following rules are respected:



[NA to select applicable section for the Key Action and field concerned by the grant agreement] 



[Key Action 1 - HIGHER EDUCATION mobility between Programme Countries



(a) The beneficiaries are allowed to transfer up to 50% of the funds initially allocated for organisational support to individual support [and travel [where applicable]] for student mobility or individual support and travel for staff mobility; 

(b) The beneficiaries are allowed to transfer up to 100% of the funds allocated for individual support [and travel [where applicable]] of student mobility for studies to individual support [and travel [where applicable]] of student mobility for traineeships; 

(c) The beneficiaries are allowed to transfer up to 100% of the funds allocated for individual support [and travel [where applicable]] of student mobility for traineeships to individual support [and travel [where applicable]] of student mobility for studies; 

(d) The beneficiaries are allowed to transfer up to 100% of the funds allocated for travel and individual support for staff mobility to individual support [and travel [where applicable]] of student mobility.]

[Key Action 1 - HIGHER EDUCATION mobility between Programme and Partner Countries

The beneficiaries are allowed to transfer up to 50% of the funds allocated for organisational support to individual support and travel for student and/or staff mobility

[Key Action 1 - SCHOOL EDUCATION/ADULT EDUCATION 



(a) The beneficiaries are allowed to transfer up to 100% of the funds allocated for organisational support to travel and individual support; 

(b) The beneficiaries are allowed to transfer funds allocated from any budget category to special needs support, even if initially no funds were allocated for special needs support as specified in Annex II.]



[Key Action 1 - VOCATIONAL EDUCATION AND TRAINING



(a) The beneficiaries are allowed to transfer up to 100% of the funds allocated for organisational support to travel and individual support;



(b) The beneficiaries are allowed to transfer funds allocated from any budget category to special needs support, even if initially no funds were allocated for special needs support as specified in Annex II;



(c) The beneficiaries are allowed to transfer up to 50% of the funds allocated for linguistic support to travel and individual support of learners;

(d) The beneficiaries are allowed to transfer up to 100% of the funds allocated for travel and individual support of staff mobility to travel and individual support of learners;

(e) The beneficiaries are allowed to transfer up to 100% of the funds allocated for travel and individual support of learner mobility for learners in VET schools to travel and individual support for learners in companies.

(f) The beneficiaries are allowed to transfer up to 100% of the funds allocated for travel and individual support of learner mobility for learners in VET companies to travel and individual support for learners in VET schools]

[Key Action 1 - YOUTH



(a) The beneficiaries are allowed to transfer funds only between activities of the same type, the activity types being: Youth Exchanges with Programme Countries, Youth Exchanges with Partner Countries, European Voluntary Service between Programme Countries, European Voluntary Service to/from Partner Countries, mobility of youth workers between Programme Countries, mobility of youth workers to/from Partner Countries; 



(b) In accordance with point a) above, the beneficiaries are allowed to transfer up to 100% of the funds allocated to budget categories based on a unit contribution for activities within the same activity type;



(c) In accordance with point a) above, the beneficiaries are allowed to transfer up to 10% of the funds allocated to budget categories based on reimbursement of eligible costs for activities within the same activity type.]



[Key Action 2 - STRATEGIC PARTNERSHIPS



(a) The beneficiaries are allowed to transfer up to 20% of the funds allocated for Project management and implementation, Transnational Project Meetings, Intellectual Outputs, Multiplier Events, Learning/teaching/training activities and Exceptional costs to any other budget category with the exception of the budget categories Project management and implementation and Exceptional costs.



(b) Any budget transfer shall result in an increase of maximum 20% of the amount awarded to that budget category as specified in Annex II.



(c) The beneficiaries are allowed to transfer funds allocated for any budget category to the budget category Special needs support, even if no funds are allocated for Special needs support as specified in Annex II. In such case the maximum increase of 20% of the budget category Special needs support shall not apply.



(d) By derogation to point (a) of the present Article, the beneficiaries are allowed to transfer funds allocated for any budget category except Special needs support to the budget category Exceptional costs in order to contribute to the costs of a financial guarantee in so far as required by the NA in Article I.4.1 and even if no funds are allocated for Exceptional costs as specified in Annex II. In such case the maximum increase of 20% of the budget category Exceptional costs shall not apply.]



[Key Action 3 – STRUCTURED DIALOGUE IN THE YOUTH FIELD



(a) The beneficiaries are allowed to transfer funds only between activities of the same type, the activity types being international/transnational meetings and national meetings; 



(b) In accordance with point a) above, the beneficiaries are allowed to transfer up to 100% of the funds allocated to budget categories based on unit contribution for activities within the same activity type;



(c) In accordance with point a) above, the beneficiaries are allowed to transfer up to 10% of the funds allocated to budget categories based on reimbursement of eligible costs for activities within the same activity type.]







ARTICLE I.4 –REPORTING AND PAYMENT ARRANGEMENTS 

The following reporting and payment provisions[footnoteRef:3] shall apply: [3:  [1. Normal payment schedule for grant agreements of maximum two years included: normally one pre-financing payment of 80% and a balance payment of 20%; in the case of Key Action 1 in Higher Education, the balance payment will be normally replaced by a further pre-financing based on an interim report. However, in case of lack of sufficient payment appropriations, the NA may:
reduce the first pre-financing to a percentage between 60 and 80% and apply a balance payment of 40-20% of the maximum grant amount, or 
split the first pre-financing into two payments without interim report, whereby the total of both payments amounts to 80% of the maximum grant amount, and a balance payment of 20% of the maximum grant amount. 
2. Normal payment schedule for grant agreements of more than two years: one pre-financing of 40% upon signature of the agreement, one further pre-financing of 40% based on an interim report and a balance payment of 20% of the maximum grant amount.]] 




I.4.1 First pre-financing payment



The pre-financing is intended to provide the beneficiaries with a float.



[NA to choose between the following options. N.B. In case precautionary measures are needed to protect loss of EU funds (e.g. weak financial capacity of the beneficiary), the NA will adapt Article I.4.1 to the individual case concerned.]



Option 1: for projects of maximum 2 years and in case of a single first pre-financing payment:



The NA shall pay to the coordinator within 30 days following the entry into force of the Agreement [or, if applicable: following the receipt of a financial guarantee of EUR […][footnoteRef:4]] a first pre-financing payment of EUR […] corresponding to [NA to set a percentage between 60 and 80%]  [60-80]% of the maximum grant amount specified in Article I.3.1. [4:  [the amount equal to the pre-financing to be paid].] 




Option 2: for projects of maximum 2 years and in case the first pre-financing payment is split in two instalments:



The NA shall pay the first pre-financing to the coordinator in two instalments as follows:



· Within 30 days following the entry into force of the Agreement [or, if applicable: following the receipt of a financial guarantee of EUR […][footnoteRef:5]] a first payment of EUR […] corresponding to [NA to set a percentage between 40 and 60%]  [40-60]% of the maximum grant amount specified in Article I.3.1; [5:  [the amount equal to the pre-financing to be paid].] 


· By [NA to insert date] a second payment of EUR […] corresponding to [NA to set a percentage between 40 and 20%, which if added up with the percentage set for the first payment should reach 80% of the  amount in Article I.3.1]  [40-20]% of the maximum grant amount specified in Article I.3.1.



Option 3: for projects of more than 2 years:



The NA shall pay to the coordinator within 30 days following the entry into force of the Agreement [or, if applicable: following the receipt of a financial guarantee of EUR […][footnoteRef:6]] a first pre-financing payment of EUR […] corresponding to 40% of the maximum grant amount specified in Article I.3.1. [6:  [the amount equal to the pre-financing to be paid].] 




Option 4: NA to include a special clause in case pre-financing is split in several installments based on the financial capacity of the coordinator:



By [NA to insert date], the coordinator shall [NA to complete as necessary].



I.4.2 Interim reports and further pre-financing payments



[NA to choose between the following five options. 



For KA1 – Higher education consortia only option 1 applies except if precautionary measures are applied to the Agreement. 



For KA2 – Strategic partnerships of more than two years only option 2 applies except if precautionary measures are applied to the Agreement.]



For KA1 – Youth, KA2 – Strategic Partnerships of less than two years and KA3, only option 4 applies. 



Option 1: NA to select if a further pre-financing payment is foreseen:



By [NA to insert date][footnoteRef:7], the coordinator shall complete an interim report on the implementation of the Project in Mobility Tool+ (if available), covering the reporting period from the beginning of the implementation of the Project specified in Article I.2.2 to [date to be specified by NA].  [7:  [the beneficiary has to be given reasonable period of time in order to complete the interim report after the reporting period ends]] 




In so far as the interim report demonstrates that the coordinator has used at least 70% of the amount of first pre-financing payment, the interim report shall be considered as a request for a further pre-financing payment and shall specify the amount requested up to EUR […] corresponding to [40-20]% of the total maximum amount specified in Article I.3.1.



Where the interim report shows that less than 70% of the previous pre-financing payment(s) paid has been used to cover costs of the Project, [NA to select and complete as appropriate: 



either [the amount of the new pre-financing to be paid shall be reduced by the difference between the 70% threshold and the amount used. The coordinator shall submit a further interim report including a request for payment for the remaining part of the pre-financing amounting to a total of maximum 80% of the maximum grant amount specified in Article I.3.1 [by [date to be specified by NA]]/[once at least 70 % of the amount of first pre-financing payment has been used.]



Or [the coordinator shall submit a further interim report [NA to select one of both options: [by [date to be specified by NA]]/[once at least 70 % of the amount of first pre-financing payment has been used], which shall be considered as a request for a further pre-financing payment and shall specify the amount requested EUR […] corresponding to[40-20]% of the maximum amount specified in Article I.3.1.].  



Without prejudice to Articles II.17.2 and II.17.3 and following approval of the report by the NA, the NA shall pay to the coordinator the further pre-financing payment within [60] /(or earlier if required by the rules applicable to the NA within) […] calendar days on receipt of the interim report completed in Mobility Tool+ (if available).



Where the [NA to specify: first/second] interim report shows that the beneficiaries will not be able to use the maximum grant amount as specified in Article I.3.1 within the contractual period defined in Article I.2.2, the NA will issue an amendment reducing the maximum grant amount accordingly and, in case the reduced maximum grant amount is less than the amount of pre-financing transferred to the coordinator until that date, recover the excess amount of pre-financing from the coordinator in accordance with Article II.19.  



Option 2: NA to select if a further pre-financing payment is foreseen (applicable to KA2 – Strategic Partnerships of more than two years):



By [NA to insert date][footnoteRef:8], the coordinator shall complete a progress report on the implementation of the Project in Mobility Tool+ (if available), covering the reporting period from the beginning of the implementation of the Project specified in Article I.2.2 to [date to be specified by NA].  [8:  [the beneficiary has to be given reasonable period of time in order to complete the interim report after the reporting period ends]] 




By [NA to insert date] or once at least 70% of the first pre-financing payment has been used to cover costs of the Project, the coordinator shall complete an interim report on the implementation of the Project in Mobility Tool+ (if available), covering the reporting period from [NA to insert date of the progress report] to [date to be specified by NA]. 

In so far as the interim report demonstrates that the coordinator has used at least 70% of the amount of first pre-financing payment, the interim report shall be considered as a request for a further pre-financing payment and shall specify the amount requested up to EUR […] corresponding to 40% of the total maximum amount specified in Article I.3.1.



Where the interim report shows that less than 70% of the first pre-financing payment paid has been used to cover costs of the Project, [NA to select and complete as appropriate: 



either [the amount of the new pre-financing to be paid shall be reduced by the difference between the 70% threshold and the amount used. The coordinator shall submit a further interim report including a request for payment for the remaining part of the pre-financing amounting to a total of maximum 80% of the maximum grant amount specified in Article I.3.1 [by [date to be specified by NA]]/[once at least 70 % of the amount of first pre-financing payment has been used.]



Or [the coordinator shall submit a further interim report [NA to select one of the two following options: [by [date to be specified by NA]]/[once at least 70 % of the amount of first pre-financing payment has been used], which shall be considered as a request for a further pre-financing payment and shall specify the amount requested EUR […] corresponding to 40% of the maximum amount specified in Article I.3.1.].  



Without prejudice to Articles II.17.2 and II.17.3 and following approval of the report by the NA, the NA shall pay to the coordinator the further pre-financing payment within [60] /(or earlier if required by the rules applicable to the NA within) […] calendar days on receipt of the interim report completed in Mobility Tool+ (if available).



Option 3: NA to select if no further pre-financing is foreseen but an interim report is required:



By [NA to insert date], the coordinator shall complete an interim report on the implementation of the Project in Mobility Tool+ (if available), covering the reporting period from the beginning of the implementation of the Project specified in Article I.2.2 to [date to be specified by NA].



Option 4: NA to select if no further pre-financing is foreseen and no interim report is required:



Not applicable. 



Option 5: NA to include a special clause in case pre-financing is split in several installments based on the financial capacity of the coordinator:


By [NA to insert date], the coordinator shall [NA to complete as necessary].



I.4.3 Final report and request for payment of the balance 



Within 60 [or shorter period to be specified by the NA] days after the end date of the Project specified in Article I.2.2, the coordinator shall complete a final report in Mobility Tool+ on the implementation of the Project, and upload all project results in VALOR as specified in article I.10.2. The report must contain the information needed to justify the contribution requested on the basis of unit contributions where the grant takes the form of the reimbursement of unit contribution or the eligible costs actually incurred in accordance with Article II.16 and Annex III. 



The final report is considered as the coordinator’s request for payment of the balance of the grant.



The coordinator shall certify that the information provided in the request for payment of the balance is full, reliable and true. It shall also certify that the costs incurred can be considered eligible in accordance with the Agreement and that the request for payment is substantiated by adequate supporting documents that can be produced in the context of the checks or audits described in Article II.20. 



I.4.4 Payment of the balance



The payment of the balance, which may not be repeated, is intended to reimburse or cover after the end of the period set out in Article I.2.2 the remaining part of the eligible costs incurred by the beneficiaries for its implementation. 



Without prejudice to Articles II.17.2 and II.17.3, on receipt of the documents referred to in the final report, the NA shall pay the amount due as the balance within [60] [or earlier if required by the rules applicable to the NA: […]] calendar days.



This amount shall be determined following approval of the final report and in accordance with the fourth subparagraph. Approval of the final report shall not imply recognition of the regularity or of the authenticity, completeness and correctness of the declarations and information it contains.



The amount due as the balance shall be determined by deducting, from the final amount of the grant determined in accordance with Article II.18, the total amount of pre-financing and interim payments already made. Where the total amount of earlier payments is greater than the final amount of the grant determined in accordance with Article II.18, the payment of the balance may take the form of a recovery as provided for by Article II.19. 



I.4.5 Non – submission of documents 



Where the coordinator has failed to submit an interim report due or final report accompanied by the documents referred to above, the NA shall send a formal reminder within 15 calendar days of the deadline. If the coordinator still fails to submit such a request within 30 calendar days following this reminder, the NA reserves the right to terminate the Agreement in accordance with Article II.15.2.1(b), and request the reimbursement of the full amount of pre-financing payments in accordance with Article II.19.



I.4.6 Language of requests for payments and reports 



The coordinator shall submit all requests for payments and reports in [NA to specify the language]. 


I.4.7 Conversion of costs incurred in another currency into euro



[If the NA prefers to apply an alternative conversion rate to that specified in Art.II.17.6 or the national law establishes different obligations:

 By way of derogation to Article II.17.6., any conversion into euro of costs incurred in other currencies shall be made by the beneficiaries at the daily exchange rate established by the European Central Bank and published on its website[footnoteRef:9] applicable on the day when the [bank account of the coordinator is credited]/[ agreement is signed by the last of the two parties]]. [9:  http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm] 




[If NA chooses  the  above option "[bank account of the coordinator is credited]" and more than one pre-financing payments is foreseen If Article I.4.2 provides for a second or more pre-financing payments, the conversion rate shall apply for all costs incurred in the period from the date of transfer of the related pre-financing payment until the date of transfer of the next pre-financing payment.]





ARTICLE I.5 – BANK ACCOUNT FOR PAYMENTS 

All payments shall be made to the coordinator's bank account as indicated below:

	

Name of bank: […]	
Address of branch: […]	
Precise denomination of the account holder: […]	
Full account number (including bank codes): […]	
[IBAN code: […]][footnoteRef:10] [10:  BIC or SWIFT code applies to for countries where the IBAN code does not apply.] 






ARTICLE I.6 - DATA CONTROLLER AND COMMUNICATION DETAILS OF THE PARTIES 

 

I.6.1	Data controller

The entity acting as a data controller according to Article II.6 shall be: [insert name].[footnoteRef:11] [11:  The data controller can be the National agency itself or a natural person designated to undertake his duties as foreseen in the National law transposing the Directive 95/46/EC as amended by Regulation 1882/2003.] 




I.6.2	Communication details of the NA[footnoteRef:12] [12:  Both options in this paragraph could be used at the same time if communications for different purposes (e.g. reporting, amendment requests, questions) are to be addressed either through the following address or through the electronic exchange system. In this case, please use the expression "for the purposes of" in both options. If only one of the options is used, please delete "for the purposes of".
] 




Any communication addressed to the NA shall be sent by the coordinator to the following address:



[Name of the NA]

[Post code, town and country]

E-mail address: [insert functional mailbox NA]



[If applicable: Any communication addressed to the NA for the purposes of [NA to specify the purposes for which the system shall apply] shall be submitted through the [following] electronic exchange system set up by the NA: […]. In this case, the second subparagraph of Article II.2.1 and the second subparagraph of Article II.2.2 shall not apply.



I.6.3	Communication details of the beneficiaries[footnoteRef:13] [13:  Both options in this paragraph could be used at the same time if communications for different purposes (e.g. information on payment, questions) are to be addressed either through the following address or through the electronic exchange system. In this case, please use the expression "for the purposes of" in both options. If only one of the options is used, please delete "for the purposes of".] 




Any communication from the NA to the beneficiaries shall be sent to the coordinator at the following address:



[Full name of the coordinator]

[Function]

[Name of the entity]

[Full official address]

E-mail address: [complete]



[If applicable: Any communication from the NA to the beneficiaries for the purposes of [NA to specify the purposes for which the system shall apply] shall be submitted through the [following] electronic exchange system set up by the NA: […]. In this case, the second subparagraph of Article II.2.1 and the second subparagraph of Article II.2.2 shall not apply.]





ARTICLE I.7 –PROTECTION AND SAFETY OF PARTICIPANTS 



The beneficiaries shall have in place effective procedures and arrangements to provide for the safety and protection of the participants in their Project. 



The beneficiaries shall ensure that insurance coverage is provided to participants involved in mobility activities abroad.



[For EVS only:] For European Voluntary Service, the coordinator shall ensure that each participant is covered by the EVS insurance policy provided by the Erasmus+ Programme for the entire period of the participant's stay abroad.





ARTICLE I.8 - APPLICABLE LAW AND SETTLEMENT OF DISPUTES

I.8.1 The Agreement is governed by [insert the national law of the NA].

 

I.8.2 The competent court determined in accordance with the applicable national law shall have sole jurisdiction to hear any dispute between the NA and any beneficiary concerning the interpretation, application or validity of this Agreement, if such dispute cannot be settled amicably.



 [For NAs that issue acts considered administrative acts according to the national law:]An action may be brought against an act of the NA within [specify deadline according to the national law] before [insert reference to the competent national court] according to [insert reference to the relevant provisions of the national law].





ARTICLE I.9 – ADDITIONAL PROVISIONS ON USE OF THE RESULTS (INCLUDING INTELLECTUAL AND INDUSTRIAL PROPERTY RIGHTS) 

In addition to the provision of Article II.8.3, if the beneficiaries produce educational materials under the scope of the Project, such materials shall be made available through the Internet, free of charge and under open licenses[footnoteRef:14]. [14: Open licence – a way by which the owner of a work grants permission to others to use the resource. A license is associated to each resource. There are different open licences according to the extent of the permissions granted or the limitations imposed and the beneficiary is free to choose the specific license to apply to their work.  An open licence must be associated to each resource produced.  An open licence is not a transfer of copyrights or Intellectual Property Rights (IPR). ] 






ARTICLE I.10 – USE OF IT TOOLS 

I.10.1	Mobility Tool+



The coordinator is required to make use of the web based Mobility Tool to record all information in relation to the mobility activities undertaken under the Project, including activities with a zero grant from EU funds and to complete and submit the Progress Report, Interim report (if available in Mobility Tool+) and Final reports.



[Key Action 1- HIGHER EDUCATION, SCHOOL EDUCATION, ADULT EDUCATION, VET]

At least once a month during the mobility project, the beneficiaries must encode and update any new information regarding the participants and the mobility activities. 



[Key Action 1- YOUTH - EVS:

[ The beneficiary must encode  information regarding the participants as soon as they are selected  and not later than […] weeks before the start of the service.]  

	

I.10.2	VALOR – Dissemination Platform



[For Key Action 1 and Key Action 3:]



The beneficiary may use VALOR, the Erasmus+ the Dissemination Platform ( http://ec.europa.eu/programmes/erasmus-plus/projects/) to disseminate project results, in accordance with the instructions provided therein..





[For Key Action 2:] 



The coordinator shall input the deliverables of the Project in VALOR, the programme Dissemination Platform on the website http://ec.europa.eu/programmes/erasmus-plus/projects/ , in accordance with the instructions provided therein. 

The approval of the final report will be subject to the upload of the Project deliverables in VALOR by the time of its submission



ARTICLE I.11 – ADDITIONAL PROVISIONS ON SUBCONTRACTING 

[NA to keep only the text applicable to the Key Action concerned by the grant agreement



[For Key action 1 and Key action 3:]



By way of derogation, the provisions set out in points (c) and (d) of Article II.10.2 shall not apply. 



[For Key action 2:]



By way of derogation to the provisions set out in Article II.10, the beneficiaries shall not subcontract any activities funded from the budget category Intellectual outputs. 



By way of derogation, the provisions set out in points (c) and (d) of Article II.10.2 shall not apply to any of the budget categories except Exceptional costs.





ARTICLE I.12 – SPECIAL PROVISIONS ON THE FINANCIAL RESPONSIBILITY FOR RECOVERIES 



The financial responsibility of each beneficiary other than the coordinator shall be limited to the amount received by the beneficiary concerned.




ARTICLE I.13 - NOT APPLICABLE PROVISIONS FROM THE GENERAL CONDITIONS



The following provisions of Part II - General Conditions of this Agreement shall not apply:[NA to list the references of the respective Articles II.16.2.1-II.16.2.6 and II.16.4.1-II.16.4.5 that do NOT apply to the Agreement depending on the Key Action and field concerned] II.16.X.



[ARTICLE I.XX - SUPPORT TO PARTICIPANTS

[For Key Action 1 and Key Action 2 in case Transnational learning/teaching/training activities are awarded

Where the implementation of the Project requires giving support to participants, the beneficiaries shall give such support in accordance with the conditions specified in Annex I and Annex IV (if applicable), which shall at least contain:



(a) the maximum amount of financial support, which shall not exceed EUR 60 000 for each participant;

(b) the criteria for determining the exact amount of the support; 

(c) the activities for which the participant may receive support, on the basis of a fixed list; 

(d) the definition of the persons or categories of persons which may receive support;

(e) the criteria for giving the support.]

[Only for HE mobility between Programme and Partner Countries:

The beneficiaries shall manage the entire budget for mobility between Programme and Partner Countries including all associated costs with incoming and outgoing student and staff mobility.

If the participant receives other financial support than Erasmus+ EU funds, information regarding this support may be included in the participant's grant agreement according to the instructions provided in the template of the grant agreement to be signed with the participant.]

[For Key Action 1 and Key Action 3:

In accordance with the documents provided in Annex IV, the beneficiaries shall:

· Either transfer the financial support for [NA to select the applicable budget categories depending on the field and type of participants:] the budget categories travel/ individual support/linguistic support/course fees in full to the participants of mobility activities, applying the rates for unit contributions as specified in Annex III;

· Or provide the support for [NA to select the applicable budget categories depending on the field and type of participants:] the budget categories travel/ individual support/ linguistic support/ course fees to participants of mobility activities in the form of provision of the required travel/ subsistence/linguistic support services/ courses. In such case, the beneficiaries shall ensure that the provision of travel/ subsistence/ linguistic support services/ courses will meet the necessary quality and safety standards. [For higher education between Programme Countries only:]This option is allowed only for staff mobility activities. [For higher education between Programme and Partner Countries only:]This option is allowed only for student travel and staff mobility activities.

 [For Key Action 2:]

The beneficiaries shall:

· Either transfer the financial support for [NA to select the applicable budget categories depending on the Project:] the budget categories travel/individual support/ linguistic support in full to the participants of Transnational learning/teaching/training activities, applying the rates for unit contributions as specified in Annex III;

· Or provide the support for [NA to select the applicable budget categories depending on the Project:] the budget categories travel/individual support/ linguistic support to participants of Transnational learning/teaching/training activities in the form of  provision of the required travel, subsistence and linguistic support services. In such case, the beneficiaries shall ensure that the provision of travel, subsistence and linguistic support services will meet the necessary quality and safety standards.

[For all Key Actions:]



The beneficiaries may combine the two options set out in the previous paragraph in so far as they ensure fair and equal treatment of all participants. In such case the conditions applicable to each option shall be applied for the budget categories to which the respective option is applied. 



[ARTICLE I.XX  - MODIFICATIONS WITHOUT AMENDMENT



[Only for HE mobility between Programme and Partner Countries



By derogation to art. II.11, the beneficiary is allowed to modify the grant agreement without requesting an amendment, in the following situations:



(a) The funding for a given set of mobility flows with a Partner Country is granted for a total duration and given number of participants, as specified in Annexes I and II. The beneficiary is free to set the duration of mobilities, as long as the minimum and maximum durations set out in the Programme Guide, and any possible secondary criteria published by the NA, are respected. 

(b) Within a given set of mobility flows with a Partner Country, the beneficiary may organise mobilities for a different number of participants than specified in Annexes I and II,  provided that the minimum and maximum durations set out in the Programme Guide, and any possible secondary criteria published by the NA, are respected.]





[ARTICLE I.XX –PARENTAL/GUARDIAN CONSENT 

[For Key Action 1 – Youth Exchanges and and VET mobility of learners, and for Key Action 2 in the field of school education in case the grant covers pupil mobility:] 



The beneficiary shall obtain the Parental/Guardian consent for participants of minor age prior to their participation in any mobility activity.] 

 



[ARTICLE I.XX –YOUTH PASS CERTIFICATE 



[For all actions in the Youth field:]



I.XX.1	The beneficiaries shall inform the participants involved in the Project about their right to receive a Youthpass certificate.  



I.XX.2	The beneficiaries are responsible for the assessment of non-formal learning experiences acquired by the participants involved in the Project and have the obligation to provide a Youthpass certificate to each individual participant requiring it at the end of the activity.] 





[ARTICLE I.XX – ADDITIONAL PROVISION ON MONITORING AND EVALUATION



[For holders of Erasmus+ VET Mobility Charter] 



The NA will monitor the correct implementation of the VET Mobility Charter by the beneficiaries.



In case the monitoring reveals weaknesses, the beneficiary concerned shall establish and implement an action plan within the timeframe specified by the NA. In the absence of adequate and timely remedial actions by the beneficiary concerned, the NA may withdraw the accreditation in accordance with the provisions set in the charter.]



[For HE]



The NA and the Commission will monitor the correct implementation of the Erasmus Charter for Higher Education and/or the consortium accreditation by the beneficiaries [for mobility between Programme and Partner Countries: and the respect of the quality commitments defined in their applicable inter-institutional agreement(s)].





In case the monitoring reveals weaknesses, the beneficiary concerned shall establish and implement an action plan within the timeframe specified by the NA or the Commission. In the absence of adequate and timely remedial actions by the beneficiary concerned, the NA may withdraw the consortium accreditation or recommend to the Commission to suspend or withdraw the Erasmus Charter for Higher Education in accordance with the provisions set in the consortium accreditation or Erasmus Charter for Higher Education respectively.]



[For EVS ] 



The NA will monitor the correct implementation of the EVS Charter by the beneficiaries.



In case the monitoring reveals weaknesses, the beneficiary concerned shall establish and implement an action plan within the timeframe specified by the NA. In the absence of adequate and timely remedial actions by the beneficiary concerned, the NA may withdraw the accreditation in accordance with the provisions set in the charter]].



[ARTICLE I.XX –BENEFICIARIES LOCATED IN PARTNER COUNTRIES



[for Higher Education only: in case of Strategic Partnerships that involve one or more participating organisations located in a partner country]



The beneficiary[ies] located in partner countries commit to respect the same principles as the beneficiaries located in programme countries regarding the Erasmus Charter for Higher Education, wherever applicable.] 



[ARTICLE I.XX – BENEFICIARIES WHICH ARE INTERNATIONAL ORGANISATIONS

[to be included only if any of the beneficiaries is an international organisation]



I.XX.1	Dispute settlement - Arbitration



(a) By way of derogation from Article I.8, any dispute between the NA and [insert name of IO(s)] relating to the Agreement, which cannot be settled amicably shall be referred to an arbitration committee in accordance with the procedure specified in points (b) to (g). 



(b) When notifying the other party of its intention to resort to arbitration, the notifying party shall also inform the other party about its appointed arbitrator. The second party shall appoint its arbitrator within one month of receipt of that written notification. The two arbitrators shall, by joint agreement and within three months of the appointment of the second party’s arbitrator, appoint a third arbitrator who shall be the chairman of the arbitration committee, unless both parties agreed to have a sole arbitrator.



(c) Within one month of the appointment of the third arbitrator, the parties shall agree on the terms of reference of the arbitration committee, including the procedure to be followed

(d) The arbitration proceedings shall take place in [NA to indicate the place].



(e) The arbitration committee shall apply the terms of the Agreement. The arbitration committee shall set out in its arbitral award detailed grounds for its decision.



(f) The arbitral award shall be final and binding upon the parties, which hereby expressly agree to renounce any form of appeal or revision.



(g) The costs, including all reasonable fees incurred by the parties related to any arbitration, shall be apportioned between the parties by the arbitration committee.



I.XX.2	Checks and audits



The NA shall address any requests for checks or audits pursuant to the provisions of Article II.20 to the Director General of the [insert name of IO(s)].



[insert name of IO(s)] shall make available to the NA, upon request, all relevant financial information, including statements of accounts concerning the Project, where [it][they] implement[s] the Project or where [its][their] affiliated entities or a subcontractor takes part in the Project. 



I.XX.3	Applicable law



By derogation from Article I.8.1, the Agreement shall be governed by the applicable Union Law complemented where necessary by [the law of (insert law of a Member State or an EFTA country)].



I.XX.4	Privileges and immunities



Nothing in the Agreement shall be interpreted as a waiver of any privileges or immunities which are accorded to the [insert name of IO(s)] by [its][their] constituent documents or international law.]





[ARTICLE I.XX – ANY ADDITIONAL PROVISIONS REQUIRED BY THE NATIONAL LAW



The NA shall include any additional compulsory legal provision required by the national law].





[ARTICLE I.XX – ONLINE LINGUISTIC SUPPORT (OLS)



[This Article applies only to Key Action 1 in Higher Education for mobilities between Programme Countries, VET learners and Youth (for European Voluntary Service activities of more than two months) for mobilities for which the main language of instruction, work or volunteering is English, French, German, Italian, Spanish, or Dutch (or additional languages once they become available in the Online Linguistic Support (OLS) tool)]



Licences for OLS language assessment are allocated for [for HE: all participants in student mobility between Programme Countries, including zero-grant students] [for VET: all participants in learner mobility of at least 1 month] [for Youth: all EVS volunteers undertaking a mobility activity of more than two months] who will use one of the above languages as their main language of instruction/work/volunteering (with the exception of native speakers). They must carry out an online assessment before and at the end of the mobility period as a compulsory part of their mobility. [For HE] The completion of the online assessment before departure is a pre-requisite for the mobility, except in duly justified cases.

The Project is awarded [NA to complete number: X] licences for OLS language assessments.

The Project is awarded [NA to complete number: X] licences for OLS language courses.

The beneficiary shall use the awarded licences in accordance with the provisions set out in Annex III.

 

 



SIGNATURES

	


	
For the coordinator			                         For the NA
[function/forename/surname]		                         [forename/surname]

[signature]	[signature]
Done at [place], [date]	Done at [place], [date]





GfNA-II-B-Erasmus+ Grant agreement multi beneficiary – 2015

Agreement number: [complete]		Standard grant agreement (multi beneficiaries): 





22



In order to improve the user friendliness and legibility of the agreement the National Agency (NA) may display the PART II (General Conditions) on its website. This will not in any way undermine the legal value of the said document.



PART II

 GENERAL CONDITIONS

[bookmark: _Toc97092408]

PART A – LEGAL AND ADMINISTRATIVE PROVISIONS



ARTICLE II.1 – GENERAL OBLIGATIONS AND ROLES OF THE BENEFICIARIES    



II.1.1	General obligations and role of the beneficiaries



The beneficiaries shall:

(a)	be jointly and severally responsible for carrying out the Project in accordance with the terms and conditions of the Agreement; 

(b)	be responsible for complying with any legal obligations incumbent on them jointly or individually;

(c)	make appropriate internal arrangements for the proper implementation of the Project, consistent with the provisions of this Agreement; where provided for in the Special Conditions, those arrangements shall take the form of an internal co-operation agreement between the beneficiaries.



II.1.2	General obligations and role of each beneficiary



Each beneficiary shall:

(a)	inform the coordinator immediately of any change likely to affect or delay the implementation of the Project of which the beneficiary is aware;

(b)	inform the coordinator immediately of any change in its legal, financial, technical, organisational or ownership situation and of any change in its name, address or legal representative;

(c)	submit in due time to the coordinator: 

(i)  	the data needed to draw up the reports, financial statements and other documents provided for in the Agreement;

(ii) 	all the necessary documents in the event of audits, checks,  evaluation and monitoring in accordance with Articles II.20 and II.21. 

(iii)	any other information to be provided to the NA according to the Agreement, except where the Agreement requires that such information is submitted directly by the beneficiary to the NA.

 

II.1.3	 	General obligations and role of the coordinator



The coordinator shall:



(a)	monitor that the Project is implemented in accordance with the Agreement;



(b)	be the intermediary for all communications between the beneficiaries and the NA, except where provided otherwise in the Agreement, and, in particular, the coordinator shall:



(i) 	immediately provide the NA with the information related to any change in the name, address, legal representative as well as in the legal, financial, technical, organisational or ownership situation of any of the beneficiaries, or to any event likely to affect or delay the implementation of the Project, of which the coordinator is aware;



(ii)	bear responsibility for supplying all documents and information to the NA which may be required under the Agreement, except where provided otherwise in the Agreement; where information is required from the other beneficiaries, the coordinator shall bear responsibility for obtaining and verifying this information before passing it on to the NA; 



(c)	make the appropriate arrangements for providing any financial guarantees required under the Agreement;



(d)		establish the requests for payment in accordance with the Agreement;



(e)	where it is designated as the sole recipient of payments on behalf of all of the beneficiaries, ensure that all the appropriate payments are made to the other beneficiaries without unjustified delay. The coordinator shall make all payments the other beneficiaries by bank transfer and keep appropriate evidence of the amounts transferred to each beneficiary for any checks and audits as referred to in Article II.20. 



(f)	bear responsibility for providing all the necessary documents in the event of checks and audits initiated before the payment of the balance, and in the event of evaluation in accordance with Articles II.20 and II.21.



The coordinator shall not subcontract any part of its tasks to the other beneficiaries or to any other party.





ARTICLE II.2 – COMMUNICATIONS BETWEEN THE PARTIES



II.2.1	Form and means of communications 



Any communication relating to the Agreement or to its implementation shall be made in writing (in paper or electronic form), shall bear the number of the Agreement and shall be made using the communication details identified in Article I.6. 



Electronic communications shall be confirmed by an original signed paper version of that communication if requested by any of the parties provided that this request is submitted without unjustified delay. The sender shall send the original signed paper version without unjustified delay. 



Formal notifications shall be made by registered mail with return receipt or equivalent, or by equivalent electronic means. 



II.2.2	Date of communications



Any communication is deemed to have been made when it is received by the receiving party, unless the agreement refers to the date when the communication was sent. 



Electronic communication is deemed to have been received by the receiving party on the day of successful dispatch of that communication, provided that it is sent to the addressees listed in Article I.6. Dispatch shall be deemed unsuccessful if the sending party receives a message of non-delivery. In this case, the sending party shall immediately send again such communication to any of the other addresses listed in Article I.6. In case of unsuccessful dispatch, the sending party shall not be held in breach of its obligation to send such communication within a specified deadline. 



Mail sent to the NA using the postal services is considered to have been received by the NA on the date on which it is registered by the department identified in Article I.6.2.



Formal notifications made by registered mail with return receipt or equivalent, or by equivalent electronic means, shall be considered to have been received by the receiving party on the date of receipt indicated on the return receipt or equivalent.
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ARTICLE II.3 – LIABILITY FOR DAMAGES 



II.3.1	The NA and the Commission shall not be held liable for any damage caused or sustained by any of the beneficiaries, including any damage caused to third parties as a consequence of or during the implementation of the Project. 



II.3.2	Except in cases of force majeure, the beneficiaries shall compensate the NA for any damage sustained by them as a result of the implementation of the Project or because the Project was not implemented or implemented poorly, partially or late. 





ARTICLE II.4 - CONFLICT OF INTERESTS



II.4.1	The beneficiaries shall take all necessary measures to prevent any situation where the impartial and objective implementation of the Agreement is compromised for reasons involving economic interest, political or national affinity, family or emotional ties or any other shared interest (“conflict of interests”).



II.4.2	Any situation constituting or likely to lead to a conflict of interests during the implementation of the Agreement shall be notified to the NA, in writing, without delay. The beneficiaries shall immediately take all the necessary steps to rectify this situation. The NA reserves the right to verify that the measures taken are appropriate and may require additional measures to be taken within a specified deadline.





ARTICLE II.5 – CONFIDENTIALITY 



II.5.1	The NA and the beneficiaries shall preserve the confidentiality of any information and documents, in any form, which are disclosed in writing or orally in relation to the implementation of the Agreement and which are explicitly indicated in writing as confidential.



II.5.2	The beneficiaries shall not use confidential information and documents for any reason other than fulfilling their obligations under the Agreement, unless otherwise agreed with the NA in writing.



II.5.3	The NA and the beneficiaries shall be bound by the obligations referred to in Articles II.5.1 and II.5.2 during the implementation of the Agreement and for a period of five years starting from the payment of the balance, unless:



	(a)	the party concerned agrees to release the other party from the confidentiality obligations earlier;



	(b)	the confidential information becomes public through other means than in breach of the confidentiality obligation through disclosure by the party bound by that obligation;



	(c)	the disclosure of the confidential information is required by law.





ARTICLE II.6 – PROCESSING OF PERSONAL DATA



II.6.1	Processing of personal data by the NA and the Commission



Any personal data included in the Agreement shall be processed by the NA according to the provisions laid down in national law.

Any personal data stored on the IT Tools provided by the European Commission shall be processed by the National Agencies pursuant to Regulation No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the institutions and bodies of the Community and on the free movement of such data.



Such data shall be processed by the data controller identified in Article I.6.1 solely for the purposes of the implementation, management and monitoring of the Agreement, without prejudice to possible transmission to the bodies charged with the monitoring or inspection tasks in application of national law applicable to the Agreement.



The beneficiaries shall have the right of access to his/her personal data and the right to rectify any such data. Should the beneficiaries have any queries concerning the processing of his/her personal data, he/she shall address them to the data controller, identified in Article I.6.1.



Any personal data included in the Agreement shall be processed by the Commission pursuant to Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data.



The beneficiaries shall have the right of recourse at any time to the European Data Protection Supervisor.



II.6.2	Processing of personal data by the beneficiaries



Where the Agreement requires the processing of personal data by the beneficiaries, the beneficiaries may act only under the supervision of the data controller identified in Article I.6.1, in particular with regard to the purpose of the processing, the categories of data which may be processed, the recipients of the data and the means by which the data subject may exercise his or her rights.



The access to data that the beneficiaries grant to their personnel shall be limited to the extent strictly necessary for the implementation, management and monitoring of the Agreement. 



The beneficiaries undertake to adopt appropriate technical and organisational security measures having regard to the risks inherent in the processing and to the nature of the personal data concerned, in order to:



(a) prevent any unauthorised person from gaining access to computer systems processing personal data, and especially:



(i) unauthorised reading, copying, alteration or removal of storage media;



(ii) unauthorised data input as well as any unauthorised disclosure, alteration or erasure of stored personal data;



(iii) unauthorised persons from using data-processing systems by means of data transmission facilities;



(b) ensure that authorised users of a data-processing system can access only the personal data to which their access right refers;



(c) record which personal data have been communicated, when and to whom;



(d) ensure that personal data being processed on behalf of third parties can be processed only in the manner prescribed by the NA;



(e) ensure that, during communication of personal data and transport of storage media, the data cannot be read, copied or erased without authorisation;



(f) [bookmark: _Toc97092419]design their organisational structure in such a way that it meets data protection requirements.





ARTICLE II.7 – VISIBILITY OF UNION FUNDING  



II.7.1	Information on Union funding and use of European Union emblem



Any communication or publication related to the Project, made by the beneficiaries jointly or individually, including at conferences, seminars or in any information or promotional materials (such as brochures, leaflets, posters, presentations, etc.), shall indicate that the Project has received funding from the Union and shall display the European Union emblem. 

http://ec.europa.eu/dgs/education_culture/publ/graphics/identity_en.htm and http://ec.europa.eu/dgs/communication/services/visual_identity/pdf/use-emblem_en.pdf.

When displayed in association with another logo, the European Union emblem must have appropriate prominence. 



II.7.2	Disclaimers excluding NA and Commission responsibility



Any communication or publication related to the Project made by the beneficiaries jointly or individually in any form and using any means, shall indicate that it reflects only the author's view and that the NA and the Commission are not responsible for any use that may be made of the information it contains.





ARTICLE II.8 – PRE-EXISTING RIGHTS AND OWNERSHIP AND USE OF THE RESULTS (INCLUDING INTELLECTUAL AND INDUSTRIAL PROPERTY RIGHTS)



II.8.1	Ownership of the results by the beneficiaries 



Unless stipulated otherwise in the Agreement, ownership of the results of the Project, including industrial and intellectual property rights, and of the reports and other documents relating to it, shall be vested in the beneficiaries.



II.8.2	Pre-existing industrial and intellectual property rights 



Where industrial and intellectual property rights, including rights of third parties, exist prior to the conclusion of the Agreement, the beneficiaries shall establish a list which shall specify all rights of ownership and use of the pre-existing industrial and intellectual property rights and disclose it to the NA at the latest before the commencement of implementation.



The beneficiaries shall ensure that they have all the rights to use any pre-existing industrial and intellectual property rights during the implementation of the Agreement.



II.8.3	Rights of use of the results and of pre-existing rights by NA and the Union 



Without prejudice to Articles II.1.1, II.3 and II.8.1, the beneficiaries grant the Union the right to use the results of the Project for the following purposes:



(a) 	use for its own purposes, and in particular, making available to persons working for the NA, Union institutions, agencies and bodies and to Member States' institutions, as well as, copying and reproducing in whole or in part and in unlimited number of copies;



(b) 	distribution to the public, and in particular, publication in hard copies and in electronic or digital format, publication on the internet, including on the Europa website, as a downloadable or non-downloadable file, broadcasting by any kind of technique of transmission, public display or presentation, communication through press information services, inclusion  in widely accessible databases or indexes;



(c) 	translation; 



(d) 	giving access upon individual requests without the right to reproduce or exploit, as provided for by Regulation (EC) No 1049/2001 of the European Parliament and of the Council of 30 May 2001 regarding public access to European Parliament, Council and Commission documents; 



(e) 	storage in paper, electronic or other format;  



(f) 	archiving in line with the document management rules applicable to the NA;



(g) 	rights to authorise or sub-licence the modes of exploitation set out in points (b) and (c) to third parties.    



Additional rights of use for the NA and/or the Union may be provided for in the Special Conditions. 



The beneficiaries shall warrant that the NA and/or the Union has the right to use any pre-existing industrial and intellectual property rights, which have been included in the results of the Project. Unless specified otherwise in the Special Conditions, those pre-existing rights shall be used for the same purposes and under the same conditions applicable to the rights of use of the results of the Project.

 

Information about the copyright owner shall be inserted when the result is divulged by the NA and/or the Union. The copyright information shall read: "© – year – name of the copyright owner. All rights reserved. Licenced to –name of the National agency-under conditions" or "© – year – name of the copyright owner. All rights reserved. Licenced to the European Union under conditions."



ARTICLE II.9 – AWARD OF CONTRACTS NECESSARY FOR THE IMPLEMENTATION OF THE PROJECT 



II.9.1	Where the implementation of the Project requires the procurement of goods, works or services, the beneficiaries shall award the contract to the tender offering best value for money or, as appropriate, to the tender offering the lowest price. In doing so, they shall avoid any conflict of interests. 



Beneficiaries acting in its capacity of a contracting authority within the meaning of Directive 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public procurement and repealing Directive 2004/18/EC or a contracting entity within the meaning of Directive 2014/25/EU of the European Parliament and of the Council of 26 February 2014 on procurement by entities operating in the water, energy, transport and postal services sectors and repealing Directive 2004/17/EC shall abide by the applicable national public procurement rules.





II.9.2	The beneficiaries shall retain sole responsibility for carrying out the Project and for compliance with the provisions of the Agreement. The beneficiaries shall ensure that any procurement contract contains provisions stipulating that the contractor has no rights vis-à-vis the NA under the Agreement.  



II.9.3.	The beneficiaries shall ensure that the conditions applicable to them under Articles II.3, II.4, II.5, II.8, II.20 and II.21. are also applicable to the contractor.





ARTICLE II.10 – SUBCONTRACTING OF TASKS FORMING PART OF THE PROJECT



II.10.1	A "subcontract" is a procurement contract within the meaning of Article II.9, which covers the implementation by a third party of tasks forming part of the Project as described in Annex I.



II.10.2	Beneficiaries may subcontract tasks forming part of the Project, provided that, in addition to the conditions specified in Article II.9 and the Special Conditions, the following conditions are complied with:



(a) subcontracting only covers the implementation of a limited part of the Project;



(b) recourse to subcontracting is justified having regard to the nature of the Project and what is necessary for its implementation;



(c) the estimated costs of the subcontracting are clearly identifiable in the estimated budget set out in Annex II;



(d) any recourse to subcontracting, if not provided for in Annex I, is communicated by the coordinator and approved by the NA without prejudice to Article II.11.2;



(e) the beneficiaries ensure that the conditions applicable to them under Article II.7  are also applicable to the subcontractor.
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ARTICLE II.11 – AMENDMENTS TO THE AGREEMENT 



II.11.1	Any amendment to the Agreement shall be made in writing. 



II.11.2	An amendment may not have the purpose or the effect of making changes to the Agreement which would call into question the decision awarding the grant or be contrary to the equal treatment of applicants.



II.11.3	Any request for amendment shall be duly justified and shall be sent to the other party in due time before it is due to take effect, and in any case one month before the end of the period set out in Article I.2.2, except in cases duly substantiated by the party requesting the amendment and accepted by the other party.



II.11.4	A request for amendment on behalf of the beneficiaries shall be submitted by the coordinator. 



II.11.5	Amendments shall enter into force on the date on which the last party signs or on the date of approval of the request for amendment. 



Amendments shall take effect on a date agreed by the parties or, in the absence of such an agreed date, on the date on which the amendment enters into force. 





ARTICLE II.12 – ASSIGNMENT OF CLAIMS FOR PAYMENTS TO THIRD PARTIES



II.12.1	Claims for payments of the beneficiaries against the NA may not be assigned to third parties, except in duly justified cases where the situation warrants it. 



The assignment shall only be enforceable against the NA if it has accepted the assignment on the basis of a written and reasoned request to that effect made by the coordinator on behalf of the beneficiaries. In the absence of such an acceptance, or in the event of failure to observe the terms thereof, the assignment shall have no effect on the NA.



II.12.2	In no circumstances shall such an assignment release the beneficiaries from their obligations towards the NA.



[bookmark: _Toc97092422]

ARTICLE II.13 – FORCE MAJEURE



II.13.1	"Force majeure" shall mean any unforeseeable exceptional situation or event beyond the parties' control, which prevents either of them from fulfilling any of their obligations under the Agreement, which was not attributable to error or negligence on their part or on the part of subcontractors, affiliated entities or third parties involved in the implementation and which proves to be inevitable in spite of exercising all due diligence. Any default of a service, defect in equipment or material or delays in making them available, unless they stem directly from a relevant case of force majeure, as well as labour disputes, strikes or financial difficulties cannot be invoked as force majeure.



II.13.2	A party faced with force majeure shall formally notify the other party without delay, stating the nature, likely duration and foreseeable effects.



II.13.3	The parties shall take the necessary measures to limit any damage due to force majeure. They shall do their best to resume the implementation of the Project as soon as possible.



II.13.4	The party faced with force majeure shall not be held to be in breach of its obligations under the Agreement if it has been prevented from fulfilling them by force majeure. 
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ARTICLE II.14 – SUSPENSION OF THE IMPLEMENTATION OF THE PROJECT  



II.14.1	Suspension of the implementation by the beneficiaries



The coordinator, on behalf of the beneficiaries, may suspend the implementation of the Project or any part thereof, if exceptional circumstances make such implementation impossible or excessively difficult, in particular in the event of force majeure. The coordinator shall inform the NA without delay, giving all the necessary reasons and details and the foreseeable date of resumption.



Unless the Agreement or the participation of a beneficiary is terminated in accordance with Articles II.15.1, II.15.2 or points (c) or (d) of Article II.15.3.1, the coordinator shall, once the circumstances allow resuming the implementation of the Project, inform the NA immediately and present a request for amendment of the Agreement as provided for in Article II.14.3.

 

II.14.2	Suspension of the implementation by the NA 



II.14.2.1 	The NA may suspend the implementation of the Project or any part thereof: 



(a) if the NA has evidence that a beneficiary has committed substantial errors, irregularities or fraud in the award procedure or in the implementation of the Agreement or if a beneficiary fails to comply with its obligations under the Agreement;





(b) if the NA suspects substantial errors, irregularities, fraud or breach of obligations committed by a beneficiary in the award procedure or in the implementation of the Agreement and needs to verify whether they have actually occurred. 



II.14.2.2 	Before suspending the implementation the NA shall formally notify the coordinator of its intention to suspend, specifying the reasons thereof, and, in the cases referred to in points (a) of Article II.14.2.1, the necessary conditions for resuming the implementation. The coordinator shall be invited to submit observations on behalf of all beneficiaries within 30 calendar days from receipt of this notification. 



If, after examination of the observations submitted by the coordinator, the NA decides to stop the suspension procedure, it shall formally notify the coordinator thereof. 



If no observations have been submitted or if, despite the observations submitted by the coordinator, the NA decides to pursue the suspension procedure, it may suspend the implementation by formally notifying the coordinator thereof, specifying the reasons for the suspension and, in the cases referred to in points (a) of Article II.14.2.1, the definitive conditions for resuming the implementation or, in the case referred to in point (b) of Article II.14.2.1, the indicative date of completion of the necessary verification.



The coordinator shall inform the other beneficiaries immediately. The suspension shall take effect five calendar days after the receipt of the notification by the coordinator or on a later date, where the notification so provides.



In order to resume the implementation, the beneficiaries shall endeavour to meet the notified conditions as soon as possible and shall inform the NA of any progress made in this respect.



Unless the Agreement or the participation of a beneficiary is terminated in accordance with Articles II.15.1, II.15.2 or points (c) or (i) of Article II.15.3.1, the NA shall, as soon as it considers that the conditions for resuming the implementation have been met or the necessary verification, including on-the-spot checks, has been carried out, formally notify the coordinator thereof and invite the coordinator to present a request for amendment of the Agreement as provided for in Article II.14.3.



II.14.3	Effects of the suspension 

 

If the implementation of the Project can be resumed and the Agreement is not terminated, an amendment to the Agreement shall be made in accordance with Article II.11 in order to establish the date on which the Project shall be resumed, to extend the duration of the Project and to make any other modifications that may be necessary to adapt the Project to the new implementing conditions. 



The suspension is deemed lifted as from the date of resumption of the Project agreed by the parties in accordance with the first subparagraph. Such a date may be before the date on which the amendment enters into force. 



Any costs incurred by the beneficiaries, during the period of suspension, for the implementation of the suspended Project or the suspended part thereof, shall not be reimbursed or covered by the grant.  



The right of the NA to suspend the implementation is without prejudice to its right to terminate the Agreement or the participation of a beneficiary in accordance with Article II.15.3 and its right to reduce the grant or recover amounts unduly paid in accordance with Articles II.18.4 and II.19.



Neither party shall be entitled to claim compensation on account of a suspension by the other party. 





ARTICLE II.15 – TERMINATION OF THE AGREEMENT 



II.15.1	Termination of the Agreement by the coordinator



In duly justified cases, the coordinator, on behalf of all beneficiaries, may terminate the Agreement by formally notifying the NA thereof, stating clearly the reasons and specifying the date on which the termination shall take effect. The notification shall be sent before the termination is due to take effect. 



If no reasons are given or if the NA considers that the reasons exposed cannot justify the termination, it shall formally notify the coordinator, specifying the grounds thereof, and the Agreement shall be deemed to have been terminated improperly, with the consequences set out in the fourth subparagraph of Article II.15.4.



II.15.2	Termination of the participation of one or more beneficiaries by the coordinator 



In duly justified cases, the participation of any one or several beneficiaries in the Agreement may be terminated by the coordinator, acting on request of that beneficiary or those beneficiaries, or on behalf of all the other beneficiaries. When notifying such termination to the NA, the coordinator shall include the reasons for the termination of the participation, the opinion of the beneficiary or beneficiaries the participation of which is terminated, the date on which the termination shall take effect and the proposal of the remaining beneficiaries relating to the reallocation of the tasks of that beneficiary or those beneficiaries or, where relevant, to the nomination of one or more replacements which shall succeed that beneficiary or those beneficiaries in all their rights and obligations under the Agreement. The notification shall be sent before the termination is due to take effect. 



If no reasons are given or if the NA considers that the reasons exposed cannot justify the termination, it shall formally notify the coordinator, specifying the grounds thereof, and the participation shall be deemed to have been terminated improperly, with the consequences set out in the fourth subparagraph of Article II.15.4.



Without prejudice to Article II.11.2, an amendment to the Agreement shall be made, in order to introduce the necessary modifications. 



II.15.3	Termination of the Agreement or the participation of one or more beneficiaries by the NA



II.15.3.1 	The NA may decide to terminate the Agreement or the participation of any one or several beneficiaries participating in the Project, in the following circumstances: 



(a) if a change to the beneficiary’s legal, financial, technical, organisational or ownership situation is likely to affect the implementation of the Agreement substantially or calls into question the decision to award the grant;



(b) if, following the termination of the participation of any one or several beneficiaries, the necessary modifications to the Agreement would call into question the decision awarding the grant or would result in unequal treatment of applicants;



(c) if the beneficiaries do not implement the Project as specified in Annex I or if a beneficiary fails to comply with another substantial obligation incumbent on it under the terms of the Agreement;



(d) in the event of force majeure, notified in accordance with Article II.13, or in the event of suspension by the coordinator as a result of exceptional circumstances, notified in accordance with Article II.14, where resuming the implementation is impossible or where the necessary modifications to the Agreement would call into question the decision awarding the grant or would result in unequal treatment of applicants;



(e) if a beneficiary is declared bankrupt, is being wound up, is having its affairs administered by the courts, has entered into an arrangement with creditors, has suspended business activities, is the subject of any other similar proceedings concerning those matters, or is in an analogous situation arising from a similar procedure provided for in national legislation or regulations;



(f) if a beneficiary or any related person, as defined in the second subparagraph, have been found guilty of professional misconduct proven by any means;



(g) if a beneficiary is not in compliance with its obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which it is established or in which the Project is implemented;



(h) if the NA has evidence that a beneficiary or any related person, as defined in the second subparagraph, have committed fraud, corruption, or are involved in a criminal organisation, money laundering or any other illegal activity detrimental to the Union's financial interests;



(i) if the NA has evidence that a beneficiary or any related person, as defined in the second subparagraph, have committed substantial errors, irregularities or fraud in the award procedure or in the implementation of the Agreement, including in the event of submission of false information or failure to submit required information in order to obtain the grant provided for in the Agreement;



(j) if there is a complaint made by all other beneficiaries that the coordinator does not implement the Project as specified in Annex I or fails to comply with another substantial obligation incumbent on it under the terms of the Agreement.  



For the purposes of points (f), (h) and (i), "any related person" shall mean any natural person who has the power to represent the beneficiary or to take decisions on its behalf.



II.15.3.2 	Before terminating the Agreement or the participation of any one or several beneficiaries, the NA shall formally notify the coordinator of its intention to terminate, specifying the reasons thereof and inviting the coordinator, within 45 calendar days from receipt of the notification, to submit observations on behalf of all beneficiaries and, in the case of point (c) of Article II.15.3.1, to inform the NA about the measures taken to ensure that the beneficiaries continue to fulfil their obligations under the Agreement.  



If, after examination of the observations submitted by the coordinator, the NA decides to stop the termination procedure, it shall formally notify the coordinator thereof. 



If no observations have been submitted or if, despite the observations submitted by the coordinator, the NA decides to pursue the termination procedure, it may terminate the Agreement or the participation of any one or several beneficiaries by formally notifying the coordinator thereof, specifying the reasons for the termination.



In the cases referred to in points (a), (b), (c), (e) and (g) of Article II.15.3.1, the formal notification shall specify the date on which the termination takes effect. In the cases referred to in points (d), (f), (h) and (i) of Article II.15.3.1, the termination shall take effect on the day following the date on which the formal notification was received by the coordinator.



II.15.4	Effects of termination 



Where the Agreement is terminated, payments by the NA shall be limited to the amount determined in accordance with Article II.18 on the basis of the eligible costs incurred by the beneficiaries and the actual level of implementation of the Project on the date when the termination takes effect. Costs relating to current commitments, which are not due for execution until after the termination, shall not be taken into account. The coordinator shall have 60 calendar days from the date when the termination of the Agreement takes effect, as provided for in Articles II.15.1 and II.15.3.2, to produce a request for payment of the balance in accordance with Article I.4.3 . If no request for payment of the balance is received within this time limit, the NA shall not reimburse or cover any costs which are not included or which are not justified in the interim or final reports approved by it. In accordance with Article II.19, the NA shall recover any amount already paid, if its use is not substantiated by interim or final reports. 



Where the participation of a beneficiary is terminated, the beneficiary concerned shall submit to the coordinator a report on the implementation of the Project and, where applicable, a financial statement covering the period from the end of the last reporting period according to Article I.4 for which a report has been submitted to the NA to the date on which the termination takes effect. The documents shall be submitted in due time to allow the coordinator to draw up the corresponding payment request. Only those costs incurred by the beneficiary concerned up to the date when termination of its participation takes effect shall be reimbursed or covered by the grant. Costs relating to current commitments, which were not due for execution until after the termination, shall not be taken into account. The request for payment for the beneficiary concerned shall be included in the next payment request submitted by the coordinator in accordance with the schedule laid down in Article I.4. 



Where the NA, in accordance with point (c) of Article II.15.3.1, is terminating the Agreement on the grounds that the coordinator has failed to produce the request for payment and, after a reminder, has still not complied with this obligation within the deadline set out in Article I.4.5, the first subparagraph shall apply, subject to the following:



(a) there shall be no additional time period from the date when the termination of the Agreement takes effect for the coordinator to produce a request for payment of the balance in accordance with Article I.4.3; and



(b) the NA shall not reimburse or cover any costs incurred by the beneficiaries up to the date of termination or up to the end of the period set out in Article I.2.2, whichever is the earlier, which are not included or which are not justified in the interim or final reports.   



In addition to the first, second and third subparagraphs, where the Agreement or the participation of a beneficiary is terminated improperly by the coordinator within the meaning of Articles II.15.1 and II.15.2, or where the Agreement or the participation of a beneficiary is terminated by the NA on the grounds set out in points (c), (f), (h) and (i) of Article II.15.3.1, the NA may also reduce the grant or recover amounts unduly paid in accordance with Articles II.18.4 and II.19 in proportion to the gravity of the failings in question and after allowing the coordinator, and, where relevant, the beneficiaries concerned, to submit their observations.



Neither party shall be entitled to claim compensation on account of a termination by the other party




PART B – FINANCIAL PROVISIONS



ARTICLE II.16 – ELIGIBLE COSTS 



II.16.1 Conditions for unit contributions



Where the grant takes the form of a unit contribution, the number of units must comply with the following conditions:



(a) the units must be actually used or produced in the period set out in Article I.2.2.;



(b) the units must be necessary for implementing the Project or produced by it;



(c) the number of units must be identifiable and verifiable, in particular supported by records and documentation specified in Article II.16.2



II.16.2 Calculation of unit contributions



II.16.2.1 Key Action 1 – School education/Adult education



A. Travel



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants per distance band, including accompanying persons, by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date; 

-In case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 



B. Individual support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days/months per participant, including accompanying persons, by the unit contribution applicable per day/month for the receiving country concerned as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date. 

C. Organisational support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations in mobility activities by the unit contribution applicable as specified in Annex III of the Agreement. The total number of persons considered for organisational support excludes persons accompanying participants at their activity abroad.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date.

D. Course fees



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of days per course by the unit contribution applicable as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has participated in a structured course abroad requiring the payment of a course fee.

(c) Supporting documents: proof of enrolment in the course and of payment of a course fee in the form of an invoice or other declaration issued and signed by the course provider specifying the name of the participant, the name of the course taken as well as the start and end date of the participant's participation in the course.



II.16.2.2 Key Action 1 – Vocational education and training



A. Travel



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants per distance band, including accompanying persons, by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

· For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date; 

· In case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 



B. Individual support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days/months per participant, including accompanying persons,  by the unit contribution applicable per day/month for the receiving country concerned as specified in Annex III of the Agreement. In the case of incomplete months for long-term mobilities, the grant amount is calculated by multiplying the number of days in the incomplete month by 1/30 of the unit contribution per month. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date. 

C. Organisational support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations in mobility activities by the unit contribution applicable as specified in Annex III of the Agreement. The total number of persons considered for organisational support excludes persons accompanying learners at their activity abroad.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date.

D. Linguistic support [only for languages not covered by OLS]



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of learners receiving linguistic support by the unit contribution as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken language preparation in the language of instruction of work abroad.

(c) Supporting documents: 

· proof of attendance of courses in the form of a declaration signed by the course provider, specifying the name of the participant, the language taught, the format and duration of the linguistic support provided, or

· invoice for the purchase of learning materials, specifying the language concerned, the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice, or

· in case the linguistic support is provided directly by the beneficiary: a declaration signed and dated by the participant, specifying the name of the participant, the language taught, the format and duration of the linguistic support received.



II.16.2.3 Key Action 1 – Higher education



Staff mobility



A. Travel



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participating staff per distance band by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

· For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its starting and end date; 

· In case of travel from a place different than the location of the sending organisation and/or travel to a place different than the receiving organisation’s location which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. 

B. Individual support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days per participant by the unit contribution applicable per day for the receiving country concerned as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity abroad, as well as its start and end date;

Student mobility



A. Travel:  



[Key Action 1- HIGHER EDUCATION mobility between Programme Countries] Unit contributions for travel between Programme Countries are applicable for sending institutions from outermost Programme countries and regions (outermost regions, Cyprus, Iceland, Malta, and Overseas Countries and Territories).



[Key Action 1- HIGHER EDUCATION mobility between Programme and Partner Countries Unit contributions for travel between Programme and Partner Countries are applicable for all travel between Programme and Partner Countries.]



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of outbound students per distance band by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the student has actually undertaken the reported travel.

(c) Supporting documents: 

· Documentary evidence issued by the receiving organisation and specifying:

·  the name of the student,

· the start and end date of the mobility activity abroad in the following format:

(i) Transcript of Records (or statement attached to it) in the case of mobility for studies 

(ii) Traineeship Certificate (or statement attached to it) in the case of mobility for traineeships

· In case of travel from a place different than that where the sending organisation is located and/or travel to a place different than that where the receiving organisation is located, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival.

B. Individual support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of months per student by the unit contribution applicable per month for the receiving country concerned as specified in Annex III of the Agreement. In the case of incomplete months, the grant amount is calculated by multiplying the number of days in the incomplete month by 1/30 of the unit contribution per month.

(b) Triggering event: the event that conditions the entitlement to the grant is that the student has actually undertaken the activity abroad.

(c) Supporting documents: 

· Documentary evidence issued by the receiving organisation and specifying: 

· the name of the student,  

· the start and end date of the mobility activity abroad in the following format:

(i) Transcript of Records (or statement attached to it) in the case of mobility for studies 

(ii) Traineeship Certificate (or statement attached to it) in the case of mobility for traineeships

Staff and student mobility



[Key Action 1- HIGHER EDUCATION mobility between Programme Countries:  

C. Organisational support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations in mobility activities by the unit contribution applicable as specified in Annex III of the Agreement. The total number of participations considered for the calculation of organisational support includes all students and staff undertaking outbound mobility, including those with a zero-grant from Erasmus+ EU funds for their entire mobility period, as well as invited staff from enterprises undertaking inbound mobility. The total number of persons considered for organisational support excludes persons accompanying participants at their activity abroad.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad as specified for "individual support" above.]

[Key Action 1- HIGHER EDUCATION mobility between Programme and Partner Countries 

A. Organisational support

(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations in mobility activities by the unit contribution applicable as specified in Annex III of the Agreement. The total numbers of participations considered for the calculation of organisational support includes the number of students and staff undertaking inbound and outbound mobility registered in Annex II. The coordinator may request additional organisational support to the NA for participants with a zero-grant from Erasmus+ EU funds. The total number of persons considered for organisational support excludes persons accompanying participants at their activity abroad.

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad.

(c) Supporting documents: proof of attendance of the activity abroad as specified for "individual support" above.



II.16.2.4 Key Action 1 – Youth field



A. Travel



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants per distance band, including accompanying persons, by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

· For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the participant and receiving organisation specifying the place and start and end date of the activity abroad, as well as the name and e-mail address of the participant.

· In case of travel from a place different than that where the sending organisation is located and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other third party evidence specifying the place of departure and the place of arrival. In duly justified exceptional cases, when the third party evidence cannot be provided, the participant and the receiving organisation can sign a declaration specifying the place of departure and the place of arrival, as well as the name and e-mail address of the participant. 

B. Individual support (applicable exclusively for European Voluntary Service)]



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days/months per volunteer by the unit contribution applicable per day/month for the receiving country concerned as specified in Annex III of the Agreement. In the case of incomplete months for long-term mobilities, the grant amount is calculated by multiplying the number of days in the incomplete month by 1/30 of the unit contribution per month. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad for the specified period.

(c) Supporting documents: 

· proof of attendance of the activity abroad in the form of a declaration signed by the volunteer specifying the place and start and end date of the activity abroad, as well as the name and e-mail address of the volunteer;

· proof of payment of the full amount of individual support due by the beneficiary to the volunteer in the form of a proof of transfer to the bank account of the volunteer or a receipt signed by the volunteer. 

C. Organisational support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days/months per participant by the unit contribution applicable per day/month for the receiving country concerned as specified in Annex III of the Agreement. In the case of incomplete months for long-term mobilities, the grant amount is calculated by multiplying the number of days in the incomplete month by 1/30 of the unit contribution per month. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity abroad for the specified period.

(c) Supporting documents: Proofs of attendance of the activity abroad in the form of a declaration signed by the participant specifying the place and start and end date of the activity abroad, as well as the name and e-mail address of the participant.

D. Linguistic support [applicable exclusively for European Voluntary Service and only for languages not covered by OLS]



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of volunteers receiving linguistic support by the unit contribution as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the volunteer has actually undertaken language preparation in the language of work abroad.

(c) Supporting documents: 

· proof of attendance of courses in the form of a declaration signed by the course provider, specifying the name of the volunteer, the language taught, the format and duration of the linguistic support provided, and/or

· invoice for the purchase of learning materials, specifying the language concerned, the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice, and/or

· in case the linguistic support is provided directly by the beneficiary: a declaration signed and dated by the volunteer, specifying the name of the volunteer, the language taught, the format and duration of the linguistic support received.



II.16.2.5 Key Action 2 – Strategic Partnerships



A. Project management and implementation



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of months of the project duration by the unit contribution applicable to the beneficiary, as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the beneficiary implements the activities and produces the outputs to be covered from this budget category as applied for in the grant application and as approved by the National Agency. 

(c) Supporting documents: proof of activities undertaken and outputs produced will be provided in the form of a description of these activities and outputs in the final report. In addition, outputs produced will be uploaded by the coordinator in the Dissemination Platform and, depending on their nature, available for checks and audits at the premises of the beneficiaries. 

B. Transnational project meetings



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the total number of participations by the unit contribution applicable, as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually participated in the transnational project meeting and undertaken the reported travel.

(c) Supporting documents: 

· For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity in the form of a declaration signed by the receiving organisation specifying the name [Only for Youth: , the e-mail address] of the participant, the purpose of the activity, as well as its starting and end date;  

· In case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. [Only for Youth: In duly justified exceptional cases when the third party evidence cannot be provided the beneficiary can sign a declaration specifying the place of departure and the place of arrival].



C. Intellectual outputs



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days of work performed by the staff of the beneficiaries by the unit contribution applicable per day for the category of staff for the country in which the beneficiary concerned is established, as specified in Annex III of the Agreement.

(b) Triggering event: the event that conditions the entitlement to the grant is that the intellectual output has been produced and that it is of an acceptable quality level, as determined by the evaluation of the NA.

(c) Supporting documents: 

· proof of the intellectual output produced, which will be uploaded in the Dissemination Platform and/or, depending on its nature, available for checks and audits at the premises of the beneficiaries;

· proof of the staff time invested in the production of the intellectual output in the form of a time sheet per person, identifying the name of the person, the category of staff  in terms of the 4 categories specified in Annex III, the dates and the total number of days of work of the person for the production of the intellectual output;

· proof of the nature of the relationship between the person and the beneficiary concerned (such as type of employment contract, voluntary work, etc.), as registered in the official records of the beneficiary.

D. Multiplier events



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants from organisations other than the beneficiary and other project partner organisations as specified in the Agreement by the unit contribution applicable per participant, as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the multiplier event has taken place and that it is of an acceptable quality level, as determined by the evaluation of the NA.

(c) Supporting documents: 

· Description of the multiplier event in the final report;

· proof of attendance of the multiplier event in the form of a participants list signed by the participants specifying the name, date and place of the multiplier event, and for each participant: name, e-mail address and signature of the person, name and address of the sending organisation of the person; 

· detailed agenda and any documents used or distributed at the multiplier event.

E. Learning, teaching and training activities



(a) Calculation of the grant amount: the grant amount takes the form of a unit contribution towards the travel, individual support and linguistic support. It is calculated as follows:

· Travel: the grant amount is calculated by multiplying the number of participants by the unit contribution applicable to the distance band for the travel, as specified in Annex III of the Agreement;

· Individual support: the grant amount is calculated by multiplying the number of days/months per participant, including accompanying persons staying up to 60 days, by the unit contribution applicable per day/month for the type of participant and for the host country concerned, as specified in Annex III of the Agreement. In the case of incomplete months for activities exceeding 2 months, the grant amount is calculated by multiplying the number of days of the incomplete month by 1/30 of the unit contribution per month.

· Linguistic support: the grant amount is calculated by multiplying the total number of participants receiving linguistic support by the unit contribution applicable, as specified in Annex III of the Agreement.

(b) Triggering event:

· Travel: the triggering event for the entitlement to the grant is that the participant has actually undertaken the reported travel.

· Individual support: the event that conditions the entitlement to the grant is that the participant has actually undertaken the activity.

· Linguistic support: the triggering event for the entitlement to the grant is that the participant has undertaken an activity exceeding 2 months and that the person has actually undertaken language preparation in the language of instruction or of work .

(c) Supporting documents:

(i) Travel

· For travel taking place between the sending organisation and the receiving organisation: proof of attendance of the activity in the form of a declaration signed by the receiving organisation specifying the name [Only for Youth: , the e-mail address] of the participant, the purpose of the activity, as well as its starting and end date,; 

· In case of travel from a place different than that where the sending organisation is located and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. [Only for Youth: In duly justified exceptional cases when the third party evidence cannot be provided the beneficiary can sign a declaration specifying the place of departure and the place of arrival]. 



(ii) Individual support 

· Proof of attendance of the activity in the form of a declaration signed by the receiving organisation specifying the name of the participant, the purpose of the activity, as well as its start and end date;

(iii) Linguistic support

· Proof of attendance of courses in the form of a declaration signed by the course provider, specifying the name of the participant, the language taught, the format and duration of the linguistic support provided, or

· Invoice for the purchase of learning materials, specifying the language concerned, the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice, or

· In case the linguistic support is provided directly by the beneficiary: a declaration signed and dated by the participant, specifying the name of the participant, the language taught, the format and duration of the linguistic support received.



II.16.2.6 Key Action 3 – Structured dialogue in the Youth field



A. Travel



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of participants per distance band, including accompanying persons, by the unit contribution applicable to the distance band concerned, as specified in Annex III of the Agreement. The unit contribution per distance band represents the grant amount for a return travel between the place of departure and the place of arrival. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually undertaken the reported travel.

(c) Supporting documents: 

· For travel taking place between the place of residence of the participant and the receiving organisation: proof of attendance of the activity abroad in the form of a declaration signed by the participant and receiving organisation specifying the place and start and end date of the activity, as well as the name and e-mail address of the participant; 

· In case of travel from a place different than place of residence of the participant and/or travel to a place different than that where the receiving organisation is located which leads to a change of distance band, the actual travel itinerary shall be supported with travel tickets or other invoices specifying the place of departure and the place of arrival. In duly justified exceptional cases when the third party evidence cannot be provided the participant and the receiving organisation can sign a declaration specifying the place of departure and the place of arrival, as well as the name and e-mail address of the participant.

B. Organisational support



(a) Calculation of the grant amount: the grant amount is calculated by multiplying the number of days per participant by the unit contribution applicable per day for the receiving country concerned as specified in Annex III of the Agreement. 

(b) Triggering event: the event that conditions the entitlement to the grant is that the participant has actually attended the structured dialogue meeting for the specified period.

(c) Supporting documents:

·  Proofs of attendance of the structured dialogue meeting in the form of a declaration signed by the participant specifying the place and start and end date of the activity, as well as the name and e-mail address of the participant.



II.16.3. Conditions for the reimbursement of actual costs



Where the grant takes the form of a reimbursement of actual costs, the following conditions shall apply:



(a) they are incurred by the beneficiary;



(b) they are incurred in the period set out in Article I.2.2.;



(c) they are indicated in the estimated budget set out in Annex II or eligible following budget transfers in accordance with Article I.3.2;



(d) they are incurred in connection with the Project as described in Annex I and are necessary for its implementation;



(e) they are identifiable and verifiable, in particular being recorded in the accounting records of the beneficiary and determined according to the applicable accounting standards of the country where the beneficiary is established and with the usual cost accounting practices of the beneficiary;  



(f) they comply with the requirements of applicable tax and social legislation; 



(g) they are reasonable, justified, and comply with the principle of sound financial management, in particular regarding economy and efficiency;



(h) they are not covered by a unit contribution as specified in Article II.16.1.



II.16.4 Calculation of actual cost



II.16.4.1 Key Action 1 – School Education/Adult education, Higher education



A. Special needs support



· Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

· Eligible costs: costs directly related to participants with disabilities and accompanying persons (including costs related to travel and subsistence, if justified and as long as a grant for these participants is not requested through budget categories "travel" and "individual support") and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

· Supporting documents: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

B. Exceptional costs



(a) Calculation of the grant amount: the grant is a reimbursement of 75% of the eligible costs actually incurred (for the financial guarantee). 

(b) Eligible costs: costs relating to a pre-financing guarantee lodged by the beneficiary where such guarantee is required by the NA, as specified in Article I.4.1 of the Agreement.

(c) Supporting documents: proof of the cost the financial guarantee issued by the body providing the guarantee to the beneficiary, specifying the name and address of the body issuing the financial guarantee, the amount and currency of the cost of the guarantee, and providing the date and signature of the legal representative of the body issuing the guarantee.



II.16.4.2 Key Action 1 – Vocational education and training



A. Special needs support



(a) Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

(b) Eligible costs: costs directly related to participants with disabilities and accompanying persons (including costs related to travel and subsistence, if justified and as long as a grant for these participants is not requested through budget categories "travel" and "individual support") and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

(c) Supporting documents: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

B. Exceptional costs



(a) Calculation of the grant amount: the grant is a reimbursement of 75% of the eligible costs actually incurred (for the financial guarantee) or 100% of the eligible costs actually incurred (for the participation of learners with fewer opportunities). 

(b) Eligible costs: 

· costs that are indispensable to allow learners with fewer opportunities to participate in the project (excluding costs for travel and individual support for participants and accompanying persons) and that are additional to costs supported by a unit contribution as specified in Article II.16.1

· costs relating to a pre-financing guarantee lodged by the beneficiary where such guarantee is required by the NA, as specified in Article I.4.1 of the Agreement.

(c) Supporting documents: 

· In the case of costs related to the participation of learners with fewer opportunities: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

· In the case of a financial guarantee: proof of the cost the financial guarantee issued by the body providing the guarantee to the beneficiary, specifying the name and address of the body issuing the financial guarantee, the amount and currency of the cost of the guarantee, and providing the date and signature of the legal representative of the body issuing the guarantee.

II.16.4.3 Key Action 1 – Youth field



A. Special needs support



(a) Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

(b) Eligible costs: costs directly related to participants with disabilities and accompanying persons (including costs related to travel and subsistence, if justified and as long as a grant for these participants is not requested through budget categories "travel" and "organisational support") and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

(c) Supporting documents: proof of payment of the actual costs incurred on the basis of invoices specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice

B. Exceptional costs (applicable exclusively for Youth exchanges and European Voluntary Service) 

(a) Calculation of the grant amount: the grant is a reimbursement of 75% of the eligible costs actually incurred (for the financial guarantee) or 100% of the eligible costs actually incurred (for the participation of young people with fewer opportunities, (for visa related costs, residence permits, etc.). 

(a) Eligible costs: 

· costs related to visa, residence permits, vaccinations of participants in mobility activities abroad

· costs for lodging of participants in an Advance Planning Visit

· costs in support of reinforced mentorship and specific preparation for the participation of young people with fewer opportunities (excluding costs for travel and organisational support for participants and accompanying persons)

· costs relating to a pre-financing guarantee lodged by the beneficiary where such guarantee is required by the NA, as specified in Article I.4.1 of the Agreement.

(b) Supporting documents: 

· In the case of costs related to visa, residence permits, vaccinations: proof of payment on the basis of invoices specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In the case of costs for lodging of participants in an Advance Planning Visit: proof of payment of lodging costs on the basis of an invoice specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In the case of costs in support of reinforced mentorship and specific preparation for the participation of young people with fewer opportunities: proof of payment of the related costs on the basis of invoices specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In the case of a financial guarantee: proof of the cost the financial guarantee issued by the body providing the guarantee to the beneficiary, specifying the name and address of the body issuing the financial guarantee, the amount and currency of the cost of the guarantee, and providing the date and signature of the legal representative of the body issuing the guarantee.

For Youth worker mobility only: 

(b) Calculation of the grant amount: the grant is a reimbursement of 75% (for the financial guarantee) or 100% of the eligible costs actually incurred (for visa related costs, residence permits, etc.). 

(c) Eligible costs: 

· costs related to visa, residence permits, vaccinations of participants in mobility activities abroad

· costs relating to a pre-financing guarantee lodged by the beneficiary where such guarantee is required by the NA, as specified in Article I.4.1 of the Agreement.

(d) Supporting documents: 

· In the case of costs related to visa, residence permits, vaccinations: proof of payment on the basis of invoices specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In the case of a financial guarantee: proof of the cost the financial guarantee issued by the body providing the guarantee to the beneficiary, specifying the name and address of the body issuing the financial guarantee, the amount and currency of the cost of the guarantee, and providing the date and signature of the legal representative of the body issuing the guarantee.



II.16.4.4 Key Action 2 –Strategic Partnerships



A. Special needs support



(a) Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

(b) Eligible costs: costs directly related to participants with disabilities and accompanying persons beyond the 60th day of stay  and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

(c) Supporting documents: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

B. Exceptional costs



(a) Calculation of the grant amount: the grant equals the reimbursement of 75% of the eligible costs actually incurred with a maximum of € 50.000 per project excluding the costs of a financial guarantee if required by the Agreement. 

(b) Eligible costs: 

· Sub-contracting: sub-contracting and purchase of goods and services in so far as applied for by the beneficiary as specified in Annex I and in so far as approved by the NA as specified in Annex II;

· Financial guarantee: costs relating to a pre-financing guarantee lodged by the beneficiary where such guarantee is required by the NA, as specified in Article I.4.1 of the Agreement.

· Cost related to the depreciation costs of equipment or other assets (new or second-hand) as recorded in the accounting statements of the beneficiary, provided that the asset has been purchased in accordance with Article II.9 and that it is written off in accordance with the international accounting standards and the usual accounting practices of the beneficiary. The costs of rental or lease of equipment or other assets are also eligible, provided that these costs do not exceed the depreciation costs of similar equipment or assets and are exclusive of any finance fee.

(c) Supporting documents: 

· Sub-contracting: invoices of the actual costs incurred, specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

· Financial guarantee: proof of the cost the financial guarantee issued by the body providing the guarantee to the beneficiary, specifying the name and address of the body issuing the financial guarantee, the amount and currency of the cost of the guarantee, and providing the date and signature of the legal representative of the body issuing the guarantee.

· Depreciations costs: proof of the purchase, rental or lease of the equipment, as recorded in the beneficiary’s accounting statements, justifying that these costs correspond to the period set out in Article I.2.2 and the rate of actual use for the purposes of the Project may be taken into account.



II.16.4.5 Key Action 3 – Structured dialogue in the Youth field

A. Special needs support



(a) Calculation of the grant amount: the grant is a reimbursement of 100% of the eligible costs actually incurred. 

(b) Eligible costs: costs directly related to participants with disabilities and accompanying persons (including costs related to travel and subsistence, if justified and as long as a grant for these participants is not requested through budget categories "travel" and "organisational support") and that are additional to costs supported by a unit contribution as specified in Article II.16.1.

(c) Supporting documents: proof of payment of the actual costs incurred on the basis of invoices  specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.

B. Exceptional costs



(a) Calculation of the grant amount: the grant is a reimbursement of 75% (for costs connected to (online) consultations and opinion polls of young people, for financial guarantee and dissemination activities) or 100% of the eligible costs actually incurred (for the additional costs directly related to participants with fewer opportunities and for costs related to visa, residence permits, vaccinations of participants in mobility activities abroad). 

(b) Eligible costs: 

· costs related to visa, residence permits, vaccinations of participants in mobility activities abroad

· costs connected to (online) consultations and opinion polls of young people if necessary for the Project.

· costs connected to dissemination and exploitation of results

· additional costs directly related to participants with fewer opportunities.

(c) Supporting documents: 

· In the case of costs related to visa, residence permits, vaccinations: proof of payment on the basis of invoices specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In the case of costs connected to (online) consultations and opinion polls of young people: proof of payment of the costs incurred on the basis of an invoice specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In case of costs connected to dissemination and exploitation of results: proof of payment of the costs incurred on the basis of an invoice specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice;

· In case of additional costs directly related to participants with fewer opportunities: proof of payment of the costs incurred on the basis of an invoice specifying the name and address of the body issuing the invoice, the amount and currency, and the date of the invoice.



II.16.5	Ineligible costs



In addition to any other costs which do not fulfill the conditions set out in Articles II.16.1 and II.16.3, the following costs shall not be considered eligible:



(a) return on capital;



(b) debt and debt service charges;



(c) provisions for losses or debts;



(d) interest owed; 



(e) doubtful debts; 



(f) exchange losses;



(g) costs of opening and operating bank accounts (including costs of transfers from/to the NA charged by the bank of the beneficiary);



(h) costs declared by the beneficiary in the framework of another Project receiving a grant financed from the Union budget (including grants awarded by a Member State and financed from the Union budget and grants awarded by other bodies than the Commission  for the purpose of implementing the Union budget); in particular, indirect costs shall not be eligible under a grant for an Project awarded to the beneficiary when it already receives an operating grant financed from the Union budget during the period in question;



(i) in the case of renting or leasing of equipment, the cost of any buy-out option at the end of the lease or rental period;



(j) contributions in kind from third parties;



(k) excessive or reckless expenditure;



(l) VAT, when is considered as recoverable under the applicable national VAT legislation.





ARTICLE II.17 –FURTHER PAYMENT ARRANGEMENTS 



II.17.1	Financial guarantee



Where payment of pre-financing is conditional on receipt of a financial guarantee, the financial guarantee shall fulfill the following conditions:



(a) it is provided by a bank or an approved financial institution or, at the request of the coordinator and acceptance by the NA, by a third party;



(b) the guarantor stands as first-call guarantor and does not require the  NA to have recourse against the principal debtor (i.e. the beneficiary concerned); and



(c) it provides that it remains in force until the pre-financing is cleared against payment of the balance by the  NA and, in case the payment of the balance is made in accordance with Article II.19 three months after the beneficiary was notified in accordance with Article II.19.3. The NA shall release the guarantee within the following month.



II.17.2	Suspension of the time limit for payment



The NA may suspend the time limit for payment specified in Articles I.4.2 and I.4.4 at any time by formally notifying the coordinator that its request for payment cannot be met, either because it does not comply with the provisions of the Agreement, or because the appropriate supporting documents have not been produced, or because there is doubt about the eligibility of the costs declared in the interim or final reports.



The coordinator shall be notified as soon as possible of any such suspension, together with the reasons thereof.



Suspension shall take effect on the date when notification is sent by the NA. The remaining payment period shall start to run again from the date on which the requested information or revised documents are received or the necessary further verification, including on-the-spot checks, is carried out. Where the suspension exceeds two months, the coordinator may request a decision by the NA on whether the suspension is to be continued.



Where the time limit for payment has been suspended following the rejection of one of the interim reports provided for by Article I.4.2 or the final report provided for by Article I.4.3 and the new report submitted is also rejected, the NA reserves the right to terminate the Agreement in accordance with Article II.15.3.1(c), with the effects described in Article II.15.4.



II.17.3	Suspension of payments 



The NA may, at any time during the implementation of the Agreement, suspend the pre-financing payments, or payment of the balance for all beneficiaries:



(a) if the NA has evidence that a beneficiary has committed substantial errors, irregularities or fraud in the award procedure or in the implementation of the grant, or if a beneficiary fails to comply with its obligations under the Agreement;



(b) if the NA suspects substantial errors, irregularities, fraud or breach of obligations committed by a beneficiary in the award procedure or in the implementation of the Agreement and needs to verify whether they have actually occurred.



Before suspending payments, the NA shall formally notify the coordinator of its intention to suspend payments, specifying the reasons thereof and, in the cases referred to in point (a) of the first subparagraph, the necessary conditions for resuming payments. The coordinator shall be invited to make any observations on behalf of all beneficiaries within 30 calendar days from receipt of this notification. 



If, after examination of the observations submitted by the coordinator, the NA decides to stop the procedure of payment suspension, the NA shall formally notify the coordinator thereof. 



If no observations have been submitted or if, despite the observations submitted by the coordinator, the NA decides to pursue the procedure of payment suspension, it may suspend payments by formally notifying the coordinator, specifying the reasons for the suspension and, in the cases referred to in point (a) of the first subparagraph, the definitive conditions for resuming payments or, in the case referred to in point (b) of the first subparagraph, the indicative date of completion of the necessary verification. 



The coordinator shall inform the other beneficiaries immediately. The suspension of payments shall take effect on the date when the notification is sent by the NA. 



In order to resume payments, the beneficiaries shall endeavour to meet the notified conditions as soon as possible and shall inform the NA of any progress made in this respect.



The NA shall, as soon as it considers that the conditions for resuming payments have been met or the necessary verification, including on-the-spot checks, has been carried out, formally notify the coordinator thereof.



During the period of suspension of payments and without prejudice to the right to suspend the implementation of the Project in accordance with Article II.14.1 or to terminate the Agreement or the participation of a beneficiary in accordance with Article II.15.1 and Article II.15.2, the coordinator is not entitled to submit any requests for payments referred to in Articles I.4.2 and I.4.3. 



The corresponding requests for payments may be submitted as soon as possible after resumption of payments or may be included in the first request for payment due following resumption of payments in accordance with the schedule laid down in Article I.4.1 



II.17.4	Notification of amounts due



The NA shall formally notify the amounts due, specifying whether it is a further pre-financing payment or the payment of the balance. In the case of payment of the balance, it shall also specify the final amount of the grant determined in accordance with Article II.18. 



II.17.5	Interest on late payment



On expiry of the time limits for payment specified in Articles I.4.2, I.4.3 and I.4.4 and II.17.1, and without prejudice to Articles II.17.2 and II.17.3, the beneficiary is entitled to interest on late payment. The interest payable shall not be considered for the purposes of determining the final amount of grant within the meaning of Article II.18.3. 

The interest payable shall be determined according to the provisions laid down in the national law applicable to the Agreement or in the rules of the NA. 

In the absence of such provisions the interest payable shall be determined according to the following rules: 

(a) The late payment interest rate is the rate applied by the European Central Bank for its main refinancing operations in euros ("the reference rate"), plus three and a half points. The reference rate shall be the rate in force on the first day of the month in which the time limit for payment expires, as published in the C series of the Official Journal of the European Union. 

(b) The suspension of the time limit for payment in accordance with Article II.17.2 or of payment by the NA in accordance with Article II.17.3 may not be considered as late payment.



(c) Interest on late payment shall cover the period running from the day following the due date for payment, up to and including the date of actual payment as established in Article II.17.7



(d) By exception, when the calculated interest is lower than or equal to EUR 200, it shall be paid to the beneficiary only upon request submitted within two months of receiving late payment.



II.17.6	Currency for requests for payments and payments 



All payments by the NA shall be made in euro. 



Where the beneficiary keeps its general accounts in euro, it shall convert costs incurred in another currency into euro according to its usual accounting practices.



Where the beneficiary keeps its general accounts in a currency other than the euro, it shall convert costs incurred in another currency into euro at the average of the daily exchange rates published in the C series of Official Journal of the European Union, determined over the corresponding reporting period. Where no daily euro exchange rate is published in the Official Journal of the European Union for the currency in question, conversion shall be made at the average of the monthly accounting rates established by the Commission and published on its website (http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm), determined over the corresponding reporting period. 



II.17.7	Date of payment 



Payments by the NA shall be deemed to be effected on the date when they are debited to the NA's account unless the national law provides otherwise.



II.17.8	Costs of payment transfers 



Costs of the payment transfers shall be borne in the following way:



(a) costs of transfer charged by the bank of the NA shall be borne by the NA;



(b) costs of transfer charged by the bank of a beneficiary shall be borne by the beneficiary;



(c) all costs of repeated transfers caused by one of the parties shall be borne by the party which caused the repetition of the transfer.



II.17.9	Payments to the coordinator



Payments to the coordinator shall discharge the NA from its payment obligation. 





ARTICLE II.18 – DETERMINING THE FINAL AMOUNT OF THE GRANT



II.18.1	Calculation of the final amount 



Without prejudice to Articles II.18.2, II.18.3 and II.18.4, the final amount of the grant shall be determined as follows:



(a) where, the grant takes the form of the reimbursement of eligible costs, the amount obtained by application of the reimbursement rate specified in that Article to the eligible costs of the Project approved by the NA for the corresponding categories of costs and beneficiaries;



(b) where the grant takes the form of a unit contribution, the amount obtained by multiplying the unit contribution specified that Article by the actual number of units approved by the NA for the corresponding beneficiaries;



Where Annex II provides for a combination of different forms of grant, these amounts shall be added. 



II.18.2	Maximum amount



The total amount paid to the beneficiaries by the NA may in no circumstances exceed the maximum amount specified in Article I.3.1. 



Where the amount determined in accordance with Article II.18.1 exceeds this maximum amount, the final amount of the grant shall be limited to the maximum amount specified in Article I.3.1



II.18.3	No-profit rule and taking into account of receipts



II.18.3.1 	The grant may not produce a profit for the beneficiaries. "Profit" shall mean a surplus of the receipts over the eligible costs of the Project. 



II.18.3.2 	The receipts to be taken into account are the consolidated receipts established, generated or confirmed on the date on which the request for payment of the balance is drawn up by the coordinator, which fall within one of the following two categories:



(a) income generated by the Project; or



(b) financial contributions specifically assigned by the donors to the financing of the eligible costs of the Project reimbursed by the NA in accordance with Article I.3. 



II.18.3.3 	The following shall not be considered as receipts to be taken into account for the purpose of verifying whether the grant produces a profit for the beneficiaries:



(a) 	financial contributions referred to in point (b) of Article II.18.3.2, which may be used by the beneficiaries to cover costs other than the eligible costs under the Agreement;



(b) 	financial contributions referred to in point (b) of Article II.18.3.2, the unused part of which is not due to the donors at the end of the period set out in Article I.2.2.



II.18.3.4 	The eligible costs to be taken into account are the consolidated eligible costs approved by the NA for the categories of costs reimbursed in accordance with Article II.16.



II.18.3.5 	Where the final amount of the grant determined in accordance with Articles II.18.1 and II.18.2 would result in a profit for the beneficiaries, the profit shall be deducted in proportion to the final rate of reimbursement of the actual eligible costs of the Project approved by the NA for the categories of costs referred to in Article II.16.3.This final rate shall be calculated on the basis of the final amount of the grant in the form referred to in Article I.3.1, as determined in accordance with Articles II.18.1 and II.18.2.



II.18.4	Reduction for poor, partial or late implementation 



If the Project is not implemented or is implemented poorly, partially or late, the NA may reduce the grant initially provided for, in line with the actual implementation of the Project according to the terms laid down in Annex III.



II.18.5	Notification of the final grant amount



The NA shall inform the coordinator of the final grant amount by way of a formal notification letter sent within 60 calendar days of receipt of the final report from the coordinator. The coordinator shall make any observations on the final grant amount within 30 calendar days from the receipt of notification letter. 



In so far as the coordinator submits his observations to the NA within the authorised period, the NA shall analyse them and inform the coordinator of the final grant amount by way of a notification letter specifying the revised final grant amount within 30 calendar days of receipt of the observations from the coordinator. 



The provisions set out in this Article are without prejudice to the possibility for the coordinator or the NA to take legal action against the other party in accordance with the provisions set out in Article I.8.2.





ARTICLE II.19 – RECOVERY 



II.19.1	Recovery at the time of payment of the balance



Where the payment of the balance takes the form of a recovery, the coordinator shall repay the NA the amount in question, even if it has not been the final recipient of the amount due.



II.19.2	Recovery after payment of the balance



Before recovery, the NA shall notify through a notification letter the coordinator or beneficiary concerned of its intention to recover the amount unduly paid, specifying the amount due and the reasons for recovery and inviting the beneficiary to make any observations within 30 calendar days from the receipt of notification letter.



On the basis of the information provided, the NA may decide to revise the final grant amount, and if applicable, the amount to be recovered. In this case or if no observations have been submitted or if, despite the observations submitted by the coordinator or beneficiary concerned, the NA decides to pursue the recovery procedure, the NA may confirm recovery by formally notifying to the coordinator or beneficiary concerned a debit note (“debit note”). The debit note shall specify the amount due, the terms and the date for payment. 

If the coordinator or beneficiary concerned has not reimbursed the amount due by the date specified in the debit note the NA shall recover the amount due: 



a) whenever possible, by offsetting it against any amounts owed to the coordinator or beneficiary concerned by the NA after informing him accordingly that the amount due for reimbursement will be deducted from a payment underway or from a future payment.

b) if applicable, by drawing on the financial guarantee where provided for in accordance with Article I.4.1 ;



c) by taking legal action against the beneficiary in accordance with national law as determined in accordance with Article I.8.

 

II.19.3	Recovery procedure



Before recovery, the NA shall formally notify through a notification letter the coordinator or the beneficiary concerned of its intention to recover the amount unduly paid, specifying the amount due and the reasons for recovery and inviting the beneficiary to make any observations within 30 calendar days from the receipt of notification letter. 



In case the coordinator or the beneficiary concerned submits its observations within the period thereof, the NA shall send the related party a notification letter with the revised final grant amount, the amount due for reimbursement and the instructions for recovery. 



If the coordinator or the beneficiary concerned has not reimbursed the amount due by the date specified in the notification letter or has not provided any observations by the due date, the NA shall recover, whenever possible, the amount due by offsetting it against any amounts owed to the coordinator or the beneficiary concerned by the NA after informing him accordingly that the amount due for reimbursement will be deducted from a payment underway or from a future payment. 



If the reimbursement has not been received from the coordinator or the beneficiary concerned following the above provisions the NA shall recover the amount due:



(a) 	by drawing on the financial guarantee where provided for in accordance with Article I.4.1);



(b) 	by taking legal action in accordance with national law as determined in accordance with Article I.8.



II.19.4 	Interest on late payment



If payment has not been made by the date set out in the notification letter the amount due shall bear interest at the rate established in Article II.17.5. Interest on late payment shall cover the period running from the day following the due date for payment, up to and including the date when the NA actually receives payment in full of the outstanding amount.



Any partial payment shall first be appropriated against charges and interest on late payment and then against the principal.



II.19.5	Bank charges



Bank charges incurred in connection with the recovery of the sums owed to the NA shall be borne by the beneficiary concerned except where Directive 2007/64/EC of the European Parliament and of the Council of 13 November 2007 on payment services in the internal market amending Directives 97/7/EC, 2002/65/EC, 2005/60/EC and 2006/48/EC and repealing Directive 97/5/EC applies.





ARTICLE II.20 – CHECKS AND AUDITS

 

II.20.1	Technical and financial checks or audits



The NA and the Commission may carry out technical and financial checks and audits in relation to the use of the grant. 



Information and documents provided in the framework of checks or audits shall be treated on a confidential basis.



Checks and audits made by the NA and the Commission may be carried out either directly by its own staff or by any other outside body authorised to do so on their behalf. Checks and audits may be undertaken on the basis of desk checks at the premises of the NA, the Commission or any person or body mandated by them, or they can take place on the spot at the premises of the beneficiary or sites and premises where the Project is or was carried out.



The beneficiaries shall grant the NA, the Commission as well as any person or body mandated by them a full right of access to all documents concerning the implementation of the Project, its results and the use of the grant in accordance with the terms and conditions of the present Agreement. The beneficiaries shall grant them also access to the sites and premises where the Project is or was carried out. This right of access shall be granted until five years after the date of the payment of the balance of the grant or the reimbursement thereof by the beneficiaries, unless a longer duration is required by the national law.



Checks and audits may be initiated during the implementation of the Agreement and for a period of five years starting from the date of payment of the balance. This period shall be limited to three years if the maximum amount specified in Article I.3.1 is not more than EUR 60 000. 



The check or audit procedure shall be deemed to be initiated on the date of receipt of the letter of the NA announcing it. 



II.20.2 Duty to keep documents



The beneficiaries shall keep all original documents, especially accounting and tax records, stored on any appropriate medium, including digitalised originals when they are authorised by their respective national law and under the conditions laid down therein, for a period of five years starting from the date of payment of the balance, unless a longer duration is required by the national law. 



If the maximum amount specified in Article I.3.1 is not more than EUR 60 000, this period shall be limited to three years, unless a longer duration is required by the national law.



The periods set out in the first and second subparagraphs shall be longer if there are on-going audits, appeals, litigation or pursuit of claims concerning the grant.. In such cases, the beneficiaries shall keep the documents until such audits, appeals, litigation or pursuits of claims are closed.



II.20.3 Obligation to provide information



Where a check or audit is initiated before the payment of the balance, the coordinator shall provide any information, including information in electronic format, requested by the NA or by any other outside body authorised by it. Where appropriate, the NA may request such information to be provided directly by a beneficiary.



Where a check or audit is initiated after payment of the balance, such information shall be provided by the beneficiary concerned. 



The NA may request this information in the context of checks and audits as referred to in Article II.20.1.



In case the beneficiary concerned does not comply with the obligations set out in the first and second subparagraphs, the NA may consider:



(a) 	any cost insufficiently substantiated by information provided by the beneficiary as ineligible;



(b) 	any unit contribution insufficiently substantiated by information provided by the beneficiary as undue. 



II.20.4	Contradictory audit procedure



On the basis of the findings established during any checks or audits, the NA shall send within 30 calendar days of the end of the check a provisional report to the beneficiary concerned, who shall have 30 calendar days from the date of receipt to submit its observations. The NA shall send its final report to the beneficiary within 30 calendar days of expiry of the time limit for submission of observations by the beneficiary concerned.



II.20.5 	Effects of findings of audit and checks



On the basis of the final findings of audits or checks, the NA may take the measures which it considers necessary, including recovery at the time of payment of the balance or after payment of the balance of all or part of the payments made by it, in accordance with Article II.19. 



In the case of final findings of audits or checks made after the payment of the balance, the amount to be recovered shall correspond to the difference between the revised final amount of the grant, determined in accordance with Article II.18, and the total amount paid to the beneficiaries under the Agreement for the implementation of the Project



II.20.6	Checks and inspections by OLAF 



The European Anti-Fraud Office (OLAF) may carry out investigations including on-the-spot checks and inspections, in accordance with the provisions and procedures laid down in (i) Regulation (EU, Euratom) No. 883/2013 of the European Parliament and of the Council concerning investigations conducted by the European Anti-Fraud Office (OLAF) and repealing Regulation (EC) no. 1073/1999 of the European Parliament and of the Council and Council Regulation (Euratom) no. 1074/1999 and (ii) Council Regulation (Euratom, EC) No. 2185/96 of 11 November 1996 concerning on-the-spot checks and inspections carried out by the Commission in order to protect the European Communities' financial interests against fraud and other irregularities with a view to establishing whether there has been fraud, corruption or any other illegal activity affecting the financial interests of the Union in connection with this grant decision.



II.20.9	Checks and audits by the European Court of Auditors 



The European Court of Auditors shall have the same rights as the NA and the Commission, notably right of access, for the purpose of checks and audits.





ARTICLE II.21 – MONITORING AND EVALUATION



II.21.1 	Monitoring and evaluation of the Project



The beneficiaries accept to participate in and contribute to monitoring and evaluation activities organised by the NA and the European Commission as well as by any persons and bodies mandated by them. 



In this context, the beneficiaries shall grant the NA, the European Commission as well as any persons and bodies mandated by them a full right of access to all documents concerning the implementation of the Project and its results. This right of access shall be granted until five years after the date of the payment of the balance of the grant or the reimbursement thereof by the beneficiaries.



II.21.2 	Periodic assessment of unit contributions



The beneficiaries accept that the NA and the Commission may analyse their statutory records (i.e. the records that it shall maintain to be compliant with the legal obligations incumbent on it), including the corresponding supporting documents, for the purpose of periodic assessments of unit contribution levels.



Such analysis shall not result in an adjustment of the final grant amount under this Agreement, but may be used by the NA and the Commission in view of possible future updates of unit contribution levels.
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ANNEX III – FINANCIAL AND CONTRACTUAL RULES

[In parts II, III and IV of this Annex, the NA has to include only the parts that are relevant for the Key Action and field concerned. For the preparation and in view of coherence a single model is produced across Key Actions and fields. For monobeneficiary grant agreements this Annex covers:

Key Action 1 – school education, vocational education and training, higher education, adult education

Key Action 2 –Strategic Partnerships between schools only

Key Action 3 – Meetings between young people and decision-makers in the field of youth, in case there is only one participating organisation



I. INTRODUCTION

This annex complements the rules applicable to the use of the grant under the different budget categories applicable to the Project as specified in the Agreement. These clarifications are contained in section III.

Section IV specifies the rates applicable to the budget categories for which unit contributions apply as specified in Article II.16.2 of the Agreement. 

Section IV provides an overview of the types of checks that the beneficiary may be subject to and the related supporting documents. 



II. REPORTING RULES

In accordance with Articles I.4.2 and I.4.3 of the Agreement, the beneficiary shall use Mobility Tool+ to report on the activities for which grant support was awarded by filling-in all mandatory fields.



III. COMPLEMENTARY FINANCIAL AND CONTRACTUAL RULES

[Key Action 1 – Learning Mobility of individuals – SE, VET, HE, AE]

A. Eligible activities and expenses

Eligibility of mobility activities

1. The beneficiary shall ensure that the mobility activities undertaken by individual participants are eligible in accordance with the rules set out in the Erasmus+ Programme Guide.

Mobility activities undertaken that are not compliant with the rules set out in the Erasmus+ Programme Guide as complemented by the rules set out in this Annex will be considered ineligible. The grant amounts corresponding to the activities concerned shall be reimbursed in full by the beneficiary. The recovery shall cover all budget categories in relation to the mobility activity that is declared ineligible: these may be travel, individual support, organisational support, and, where applicable, linguistic support, special needs and exceptional costs.

The eligible minimum duration of mobility activities specified in the Programme Guide is the minimum duration of the activity excluding time for travel. 

Travel

[Key Action 1 – Learning Mobility of individuals – SE, VET, AE, HE with the exception of student mobility in Higher Education  between Programme Countries (unless it concerns HE students from outermost countries/regions).

1. The beneficiary shall report in Mobility Tool+ the place of origin and the place of the venue for each mobility activity for which grant support for travel was awarded. 

In case no travel took place or it was funded from other sources than the Erasmus+ Programme (e.g. a mobility participant is already at the place of the venue in relation to another activity than the one funded from the Agreement), the beneficiary shall report that situation accordingly in Mobility Tool+ for each mobility concerned. In this case, no grant support for travel costs will be awarded.

For the establishment of the distance band applicable, the beneficiary shall indicate the distance of a one-way travel using the on-line distance calculator available on the Commission's website at http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm. Mobility Tool+ will calculate the grant amounts for travel based on the applicable unit contribution rates. 

By default, the place of origin is understood as the place where the sending organisation is located and the place of the venue as the place where the receiving organisation is located. If a different place of origin or venue is reported, the beneficiary shall provide the reason for this difference in Mobility Tool+.

Individual support

[Key Action 1 – Learning Mobility of individuals – SE, VET, AE, HE 



The beneficiary shall document in Mobility Tool+ the start and end dates of the mobility activity abroad for each mobility activity for which grant support for individual support was awarded. [For all mobility activities except higher education student mobility: the beneficiary may add one day for travel before the first day of the activity abroad and one day for travel following the last day of the activity abroad if necessary; these extra days for travel will be considered for the calculation of the individual support.]

[For HE student mobility between Programme Countries – NA to adapt this clause depending on whether or not a provision for top-up is imposed by the NA/authorised to HEIs for participants from a disadvantaged background] In the case of Higher Education student mobility for traineeships, the student shall receive a top-up for individual support. [NA to select if applicable:] Students from a disadvantaged background participating in mobility for studies shall receive a top-up for individual support when they fulfil the eligibility criteria set at national level as specified [NA to complete link to website specifying national criteria]. The two types of top-up are mutually exclusive.

  [for SE, VET and AE] Mobility Tool+ will calculate the grant amounts for individual support based on the applicable unit contribution rates. 

[For HE] Mobility Tool+ will support the calculation of the grant amounts for individual support. 

Participants in the mobility activities shall report on this activity via an on-line questionnaire providing their feedback in terms of factual information and their appreciation of the activity period abroad, as well as of its preparation and follow-up. [For HE only] Participants who fail to submit the report may be required to partially or fully reimburse the financial contribution received from Erasmus+ EU funds.

In case of termination by the participant of the agreement with the beneficiary due to "force majeure", i.e. an unforeseeable exceptional situation or event beyond the participant's control and not attributable to error or negligence on his/her part, the participant shall be entitled to receive the amount of the grant corresponding to the actual duration of the mobility period as defined in article 2.2 of the agreement between the beneficiary and the participant. Any remaining funds shall have to be refunded, except if agreed differently with the beneficiary.

In case of suspension by the participant of the grant agreement with the beneficiary due to "force majeure", i.e. an unforeseeable exceptional situation or event beyond the participant's control and not attributable to error or negligence on his/her part, the participant shall be allowed to continue the activities after the interruption, provided that the mobility end date does not exceed the final date of the mobility project. This should be reported in Mobility Tool+ as a single mobility with an interruption period.

[For HE only] In the case of Higher Education student mobility, the beneficiary shall report the following start and end dates in Mobility Tool+:

The start date should be the first day that the student needs to be present at the receiving organisation. For example, this could be the start date of the first course/first day at work, a welcoming event organised by the receiving institution, or language and intercultural courses; this may include attending language courses organised or provided by other organisations than the receiving HEI if the sending HEI considers it as a relevant part of the mobility period abroad.

The end date should be the last day the student needs to be present at the receiving organisation. For example, this could be the last day of the exam period/course/work/mandatory sitting period). 

The confirmed start and end dates of student mobility periods shall be provided in the Transcript of Records issued by the receiving institution in the case of mobility for studies and in the Traineeship Certificate in the case of mobility for traineeships. The beneficiary may attach a statement by the receiving institution or enterprise instead of including it in the Transcript of Records or Traineeship Certificate.

For periods above the minimum duration, if the confirmed period of stay is shorter than the one indicated in the grant agreement and the difference is more than 5 days, the beneficiary has to indicate in Mobility Tool+ the confirmed start date and confirmed end date as notified in the Transcript of Records or Traineeship certificate. In case of an interruption during the stay, the beneficiary shall report that in Mobility Tool+.  Mobility Tool will recalculate the grant amounts for individual support based on the revised dates and the applicable unit contribution rates.  

If the confirmed period of stay is longer than the one indicated in the grant agreement, the beneficiary may:

· Either amend the grant agreement during the student's mobility period abroad to take into account the longer duration, provided that the remaining grant amount allows it. In such case, the beneficiary shall indicate in Mobility Tool+ the confirmed start date and the confirmed end date as notified in the Transcript of Record or Traineeship certificate and in line with the amended grant agreement; 

· Or agree with the student during the student's mobility period abroad that the additional number of days will be considered as a period of “zero-grant”. In such case, the beneficiary should indicate the confirmed start date and confirmed end date as notified in the Transcript of Records or Traineeship certificate in Mobility Tool+, as well as the number of “zero-grant” days to be deducted from the grant amount.



· [For HE only] In the case of Higher Education staff mobility, the confirmed start and end dates of a mobility period shall be provided in the Certificate of Attendance issued by the receiving institution and reflected in Mobility Tool+. Before the mobility has finished, if the actual duration is longer than what the grant agreement indicates, the beneficiary may either increase the grant amount for individual support and amend the grant agreement or agree with the staff member that the additional number of days are considered "zero-grant". In case of shorter duration than planned, Mobility Tool+ will recalculate and decrease the grant amount. 



Organisational support

[Key Action 1 – Learning Mobility of individuals – SE, VET, HE, AE

The grant amount will be calculated based on the total number of mobility activities (i.e. regardless of whether the same participant will have undertaken one or more mobilities). 

[For SE, HE, VET and AE:] The number of participants considered for the calculation of the grant amount for organisational supports excludes accompanying persons. 

[For Higher education between Programme Countries only:]

The number of outbound participants in higher education with a zero-grant from EU funds for their entire mobility period as well as invited staff from enterprises undertaking inbound mobility will be included in the total number for the calculation of the organisational support grant. 

There is a margin of tolerance of 10%, meaning that if the total number of student and staff mobilities is less than 10% lower than the number of mobilities specified in Annex I of the Agreement, the organisational support grant will not be reduced.

At final reporting stage, if the number of mobilities implemented is higher than the number specified in the latest version of Annex I, the grant amount for organisational support will be limited to the maximum amount specified in the latest version of Annex II. If the total number of student and staff mobilities implemented is less than 10% lower than the number of mobilities specified in the latest version of Annex I of the Agreement, the organisational support grant will not be reduced. 

[For Higher education between Programme and Partner Countries only:]

The total numbers of participations considered for the calculation of organisational support includes the number of students and staff undertaking inbound and outbound mobility registered in Annex II. The beneficiary may request additional organisational support to the NA for participants with a zero-grant from Erasmus+ EU funds.

There is a margin of tolerance of 10%, meaning that if the total number of student and staff mobilities is less than 10% lower than the number of mobilities specified in Annex I of the Agreement, the organisational support grant will not be reduced.

At final reporting stage, if the number of mobilities implemented is higher than the number specified in the latest version of Annex I, the grant amount for organisational support will be limited to the maximum amount specified in the latest version of Annex II. If the total number of student and staff mobilities implemented is less than 10% lower than the number of mobilities specified in the latest version of Annex I of the Agreement, the organisational support grant will not be reduced. 



Linguistic support  

[Key Action 1 – Learning Mobility of individuals –VET learners]

.

The beneficiary shall report in Mobility Tool+ for each participant whether or not language preparation was undertaken with the support of the grant awarded for linguistic support.

Mobility Tool+ will calculate the grant amounts for linguistic support based on the applicable unit contribution rate. 

 [Key Action 1 – Learning Mobility of individuals – HE students mobility between Programme Countries and VET learners]

Online Linguistic Support (OLS) [Only applicable for mobilities for which the main language of instruction or work is English, French, German, Italian, Spanish, or Dutch (or additional languages once they become available in the Online Linguistic Support (OLS) tool), with the exception of native speakers]

OLS assessments

Linguistic assessment licenses are provided for participants undertaking a mobility period abroad for a minimum period of [HE: two months] [VET: one month].

The beneficiary shall distribute the linguistic assessment licences to participants after their selection for the mobility activity abroad.

The beneficiary shall ensure the uptake of licences and make every effort to ensure that all the allocated licences are used by the selected participants.

The beneficiary shall ensure that the mobility participants take the first OLS assessment before their mobility period and the second OLS assessment at the end of their mobility period. [For HE:] The completion of the online assessment before departure is a pre-requisite for the mobility, except in duly justified cases. 

The participant and the beneficiary will be notified of the assessment results by the service provider.

OLS language courses

Participants must have taken an OLS assessment before they can be awarded a licence for participating in an OLS language course. Licences for OLS language courses shall be awarded to all participants willing to take the course and according to the participant's linguistic needs.

OLS language course licences must be used in the period between the OLS assessments at the start and end of the mobility activity of the participants concerned. 

The beneficiary shall monitor the use of licences on the basis of information provided by the service provider.

The beneficiary shall make every effort to ensure that all the allocated licences are used by the selected participants.

All licences

1. Mobility participant commit themselves by signing the individual mobility grant agreement to complete the OLS assessment (before and at the end of the mobility period) and to follow the OLS language course, if awarded.

The beneficiary shall act in line with the guidelines for the use of the OLS provided by the service provider.

The beneficiary shall report on the number of used assessment and language course licences in the [HE: interim and] final beneficiary report. 

In case of unused or non-allocated licences at the time of [HE: interim and] final beneficiary report, the NA may decide to take this into account for the allocation of licences awarded to the beneficiary in the subsequent call years.



Course fees

[Key Action 1 – Learning Mobility of individuals –SE and AE]

The beneficiary shall report in Mobility Tool+ for each participant whether or not the training abroad took the form of enrolment in a structured course for which a course fee had to be paid and shall indicate the start and end date of the course concerned. Only the actual days during which the course takes place are considered for the calculation of the grant support for course fees.

Mobility Tool+ will calculate the grant amounts for course fees based on the applicable unit contribution rate. 



Special needs support

[Key Action 1 – Learning Mobility of individuals – SE, VET, HE, AE]

The beneficiary shall report in Mobility Tool+ whether additional grant support for special needs was provided for any of the participants with special needs.

In such case, the beneficiary shall report in Mobility Tool+ the type of additional expenses as well as the real amount of related additional costs incurred. 

[For HE only:]  The beneficiary may submit a request for special needs support to the NA once the participants have been selected.

 

Exceptional costs

[Key Action 1 – Learning Mobility of individuals –SE, VET, HE, AE]

Exceptional costs can cover only the costs stipulated in Article II.16.4 of the Agreement.

The beneficiary shall report in Mobility Tool+ the type of expenses and real costs incurred for exceptional costs. 

For exceptional costs, the beneficiary is required to provide all supporting documents at final report stage.



B. Grant reduction for poor, partial or late implementation

[Key Action 1 – Learning Mobility of individuals – SE, VET, HE, AE]

Poor, partial or late implementation of the Project may be established by the NA on the basis of:

· The final report submitted by the beneficiary;

· Reports from individual participants taking part in the mobility activities.

The NA may consider also information received from any other relevant source, proving that the Project is not implemented in accordance with the contractual provisions. Other sources of information may include monitoring visits, desk checks or on the spot checks undertaken by the NA.

The final report will be assessed on the basis of quality criteria and scored on a total of maximum 100 points. If the final report scores below 50 points in total, the NA may reduce the final grant amount for organisational support on the basis of poor, partial or late implementation of the Project even if all activities reported were eligible and actually took place.  

[For HE and VET accredited organisations only] In the case of accredited organisations, if the NA considers that the implementation of the Project does not respect the quality commitment made by the beneficiary, the NA may in addition or alternatively require the beneficiary to develop and implement an action plan within an agreed timeframe to ensure respect of the applicable requirements. If the beneficiary does not implement the action plan in a satisfactory manner by the due date, the NA may [VET] withdraw the accreditation/[HE] recommend to the European Commission to withdraw the Erasmus Charter for Higher Education of the beneficiary.

The final report will be assessed in conjunction with the reports from the mobility participants, using a common set of quality criteria focusing on:

[For non-accredited organisations]

· The extent to which the action was implemented in line with the approved grant application

· The quality of the learning outcomes and impact on participants

· The impact on the participating organisations

· The quality of the practical arrangements provided in support of the mobility, in terms of preparation, monitoring and support to participants during their mobility activity 

· The quality arrangements for the recognition/validation of the learning outcomes of participants

· The extent to which the grant amounts due to mobility participants were transferred to them in accordance with the contractual provisions set out in the agreement between the beneficiary and the participant following the template provided in Annex IV of the Agreement.

[for HE/VET accredited organisations:]

· The extent to which the action was implemented in line with the [VET] approved grant application /[HE] grant agreement.

· The extent to which the action was implemented in respect of the quality and compliance requirements set out in the [HE:Erasmus Charter for Higher Education /VET: Erasmus+ VET Mobility Charter] [For mobility between Programme and Partner Countries only: and in their applicable inter-institutional agreement(s)].

· The extent to which the grant amounts due to mobility participants were transferred to them in accordance with the contractual provisions set out in the agreement between the beneficiary and the participant following the template provided in Annex IV of the Agreement.

A grant reduction based on poor, partial or late implementation may be applied to the final grant amount for organisational support and may be of:

· 25% if the final report scores at least 40 points and below 50 points;

· 50% if the final report scores at least 25 points and below 40 points;

· 75% if the final report scores below 25 points.



[for HE between Programme Countries] C. Grant modifications 



C.1	Grant modification due to additional funds being available

 

1. In the event of additional funds becoming available to the NA for (re)allocation to beneficiary institutions, the total maximum grant amount indicated in Article I.3.1 may be increased provided that the interim report shows a higher number or longer duration of outbound mobility activities (including invited staff from enterprises when applicable) than awarded. The criteria according to which the additional funds may be provided are the following: [NA to specify the criteria that will be used for redistribution].





C.2	Grant increase for special needs

 

As there is no provision for requesting special needs support at application stage in the field of higher education, the beneficiary may apply for additional grant support once the participants have been selected. Such support may be provided by the NA for participants whose individual physical, mental or health-related situation is such that his/her participation in the mobility activity would not be possible without extra financial support. 

C.3	Contractual modifications

In accordance with Article II.11 of the Agreement, any modification of the grant as set out in points C.1 and C.2 above will take the form of an amendment to the Agreement.



[for SE/VET/AE] C. Grant modifications 



C.1	Grant modification due to additional funds being available

 

In the event of additional funds becoming available to the NA for (re)allocation to beneficiaries, the total maximum grant amount indicated in Article I.3.1 may be increased in accordance with the following conditions:



The beneficiary has not been awarded the full grant requested under the main selection round due to the high demand and limited budget rather than for reasons of weak past performance of the beneficiary;



On the basis of the information in the ad hoc interim report and data registered in Mobility Tool+, the realisation level of mobilities granted initially is in line with the grant agreement. 



The final grant amount awarded shall not exceed the grant amount requested by the applicant in the initial grant application. 



C.2	Contractual modifications

In accordance with Article II.11 of the Agreement, any modification of the grant as set out in points C.1 above will take the form of an amendment to the Agreement.



[for HE between Programme  and Partner Countries] C. Grant modifications 



C.1	Grant modification due to additional funds being available

 

In the event of additional funds becoming available to the NA for (re)allocation to beneficiaries, the total maximum grant amount indicated in Article I.3.1 may be increased in accordance with the following conditions:



The beneficiary has not been awarded the full grant requested under the main selection round due to the high demand and limited budget rather than for reasons of weak past performance of the beneficiary;



On the basis of the information in the ad hoc interim report and data registered in Mobility Tool, the realisation level of mobilities granted initially is in line with the grant agreement. 



The final grant amount awarded shall not exceed the grant amount requested by the applicant in the initial grant application. 



C.2	Grant increase for special needs

 

As there is no provision for requesting special needs support at application stage in the field of higher education, the beneficiary may apply for additional grant support once the participants have been selected. Such support may be provided by the NA for participants whose individual physical, mental or health-related situation is such that his/her participation in the mobility activity would not be possible without extra financial support. 

C.3	Contractual modifications

In accordance with Article II.11 of the Agreement, any modification of the grant as set out in points C.1 and C.2 above will take the form of an amendment to the Agreement.


 Key Action 2 – Strategic Partnerships between schools only

[N.B. The NA should adapt the text according to whether the beneficiary is project coordinator or partner as indicated below]

A. Eligibility of activities

The beneficiary shall ensure that the activities undertaken with grant support for the project are eligible in accordance with the rules set out in the Erasmus+ Programme Guide. 

Activities undertaken that are not compliant with the rules set out in the Erasmus+ Programme Guide as complemented by the rules set out in this Annex shall be declared ineligible by the NA and the grant amounts corresponding to the activities concerned shall be reimbursed in full. The reimbursement shall cover all budget categories for which a grant was awarded in relation to the activity that is declared ineligible.

The eligible minimum duration of mobility activities specified in the Programme Guide is the minimum duration of the activity excluding time for travel. 



B. Eligibility of expenses

1. General



Expenses will be considered only for the budget categories for which funding is awarded as specified in Annex II.

Budget transfers shall respect the limits set in Article I.3.2 of the Agreement. No budget transfer is allowed to a budget category for which no grant was requested in the grant application or for which no grant was awarded as specified in Annex II. The only exception refers to the budget category "special needs support" to which a budget transfer may take place also in the case that no grant support was requested in the grant application. 

2. Project management and implementation



The beneficiary shall implement the activities and produce the outputs to be covered from this budget category as applied for in the grant application and as approved by the National Agency of the coordinator in the Agreement. 

[If beneficiary is partner organisation] The beneficiary shall contribute to the report on the project activities and results to be provided by the coordinator on behalf of the Project as a whole.

[If beneficiary is the coordinator organisation] The beneficiary shall report on the project activities and results on behalf of the Project as a whole.

3. Transnational project meetings



The beneficiary shall upload in Mobility Tool+ the list of participants, including the name of the participant, the places of origin and venue will be recorded, and determine the distance band on the basis of the on-line distance calculator. Mobility Tool will calculate the grant amount automatically on the basis of the applicable unit contribution.

By default, the place of origin is understood as the place where the sending organisation is located and the place of venue as the place where the receiving organisation is located. If a different place of origin or venue is reported, the beneficiary shall provide the reason for this difference in Mobility Tool+.

In all cases, the beneficiary shall be able to demonstrate a formal link with the persons participating in transnational project meetings, whether they are involved in the Project as staff (whether on a professional or voluntary basis) or as pupils of the beneficiary organisation.

Participation in Transnational project meetings taking place in the country of the Beneficiary is eligible under this budget category, provided that the activities involve participants from Project beneficiary organisations from at least two different Programme Countries and that the distance between the place of departure and place of arrival as specified above is at least 100 km following the online distance band calculator. 



4. Intellectual outputs



The Project shall develop the intellectual outputs proposed in the grant application and as approved by the NA in the Agreement. The beneficiary shall contribute to the development of the intellectual outputs proposed in the grant application and as approved by the NA of the coordinator in the Agreement.

The beneficiary shall report on the activities undertaken and results produced in Mobility Tool+ on behalf of the Project as a whole.  The beneficiary shall provide documentary evidence of the project results of the consortium as a whole, which shall be uploaded at the latest at final report stage in VALOR. 

The beneficiary shall report in Mobility Tool the number of days of work per category of staff on the basis of time sheets kept to that effect per person cooperating directly on the development of intellectual outputs. Mobility Tool will calculate the grant amount automatically on the basis of the applicable unit contribution per category of staff for the country concerned.

To be considered as "staff" for the development of intellectual outputs, the persons have to be, either on a professional or voluntary basis, involved in education, training or youth non-formal learning, and may include professors, teachers, trainers, school leaders, youth workers and non-educational staff. In all cases, the beneficiary has to be able to demonstrate the formal link with the staff member concerned, whether the person is involved in the Project on a professional or voluntary basis.

Nota bene: staff working for the beneficiary on the basis of service contract (e.g. translators, web designer etc.) are not considered as staff of the organisation concerned. Their working time can therefore not be claimed under "intellectual outputs" but may be eligible under "exceptional costs" under the conditions specified in the related section below. 

 The staff category applicable to each person has to be one of the four categories listed in section III of this Annex. In the case of staff working for the beneficiary on a voluntary basis, the category applicable does not relate to the professional profile of the person, but to the function performed by the person in relation to the development of the intellectual output.

Staff costs for managers and administrative staff are expected to be covered already under the "Project management and implementation" budget item. These costs can be used under the "Intellectual Outputs" budget item only if applied for and approved by the NA, as specified in Annex II.



5. Multiplier events



The organisation of multiplier events is eligible only if applied for and approved by the National Agency in Annex II of the Agreement. 

In the case that the Project does not develop the Intellectual outputs applied for and approved by the NA, the related Multiplier events will not be considered eligible for grant support either. If the NA awarded support for the development of several Intellectual outputs but the only some of them are ultimately realised, the NA will determine to which extent each of the related Multiplier events is eligible for grant support.

Only participants from outside the organisations participating in the Project according to Annex I can be counted in for the number of persons on the basis of which the grant amount is established.

Multiplier events can take place only in the country in which the beneficiary is located.

The coordinator shall report in Mobility Tool+ on the description of the events, the Intellectual outputs related to the multiplier events, the leading and participating organisations, the receiving country, and the numbers of local and international participants.

 

6. Transnational learning, teaching and training activities



The beneficiary shall record all Transnational learning, teaching and training activities in Mobility Tool+. If necessary, the beneficiary may add one day for travel directly before the first day of the activity abroad and one day for travel directly following the last day of the activity; these extra days for travel will be considered for the calculation of the individual support. 

In case no travel took place, the beneficiary shall report that situation accordingly in Mobility Tool for each participant concerned. For the establishment of the distance band applicable, the beneficiary shall use the on-line distance calculator available on the Commission's website at http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm. By default, the place of departure is understood as the place where the sending organisation is located and the place of arrival as the place where the hosting organisation is located. If a different place of departure or arrival is reported, the beneficiary shall provide the reason for this difference in Mobility Tool+.

The beneficiary shall report for each participant undertaking a learning, teaching or training activity of more than 2 months whether linguistic preparation was undertaken with the support of the grant awarded for linguistic support.

1. Mobility Tool+ will calculate the grant amounts for travel, individual support and linguistic support based on the applicable unit contribution rates. 

Eligible Transnational learning, teaching and training activities are:

· Blended mobility combining short-term physical mobility (5 days to 2 months) with virtual mobility;

· Short-term exchanges of groups of pupils (5 days to 2 months);

· Long-term study mobility of pupils (2 to 12 months);

· Long-term teaching or training assignments (2 to 12 months);

· Short-term joint staff training events (5 days to 2 months).



Transnational training, teaching or learning activities must take place in the Programme countries in which the beneficiary or its Project partner organisations are located. 

Support to participants in Blended mobility and Short-term joint staff training events (Transnational learning, teaching and training activities) taking place in their own country is eligible under this budget category, provided that the activities involve participants from Project beneficiary organisations from at least two different Programme Countries and that the distance between the place of departure and place of arrival as specified above is at least 100 km following the online distance band calculator. 

Eligible participants in Transnational learning, teaching and training activities are persons who have a direct link with the beneficiary in one of the following capacities, as follows:

· Pupils of any age, accompanied by school staff (in short-term exchanges of groups of pupils);

· Pupils aged 14 or older enrolled in full-time education at a school participating in the Strategic Partnership (in long-term study mobility of pupils);

· Teachers, trainers and educational and administrative staff employed at the beneficiary.



In all cases, the beneficiary shall be able to demonstrate the formal link with the persons participating in Transnational training, teaching or learning activities, whether they are involved in the Project as staff (either on a professional or on a voluntary basis) or as pupils. 



7. Special needs support



The beneficiary shall report in Mobility Tool+ whether additional grant support for special needs support was used for any of the participants with special needs. The beneficiary shall report in Mobility Tool the type of additional expenses as well as the real amount of related additional costs incurred. 

The Special needs support  includes costs directly related to participants with special needs and accompanying persons taking part in transnational teaching, training and learning activities.  

The same type of costs cannot be claimed both under grant items based on unit contributions and grant items based on real costs incurred.   



8. Exceptional costs



Exceptional costs can cover only the costs stipulated in Article II.16.4 of the Agreement. 

Grant support for exceptional costs can be claimed only for sub-contracting of goods and services and depreciation costs of equipment or other assets purchase and for a financial guarantee if required by the Agreement. Sub-contracting of services is limited to services that cannot be provided by the beneficiary for duly justified reasons. Equipment cannot include normal office equipment (such as PCs, laptops, printers, beamers, etc.) or equipment used by the beneficiary for its normal activities (such as equipment for computer classes or training purposes that are part of the normal curriculum).

The beneficiary shall report in Mobility Tool+ the type of expenses and actual costs incurred for exceptional costs. 

The same type of costs cannot be claimed both under grant items based on unit contributions and grant items based on real costs incurred.   

In the case of equipment purchase, rental or lease only the amount corresponding to the share of time of the use of the equipment for the project can be claimed. Cost related to the depreciation of equipment or other assets (new or second-hand) shall be calculated by reference to the cost recorded in the accounting statements of the beneficiary, provided that the asset has been purchased in accordance with Article II.9 and that it is written off in accordance with the international accounting standards and the usual accounting practices of the beneficiary. 

For exceptional costs, the beneficiary is required to provide all supporting documents at final report stage.



C. Grant reduction for poor, partial or late implementation

· Poor, partial or late implementation of the Project may be established by the NA on the basis of:



· The final report submitted by the beneficiary;

· The products and outputs produced by the project;

The NA may consider also information received from any other relevant source, proving that the Project is not implemented in accordance with the contractual provisions. Other sources of information may include monitoring visits, desk checks or on the spot checks undertaken by the NA.

The final report will be evaluated on the basis of quality criteria and scored on a total of maximum 100 points. If the final report scores below 50 points in total, the NA may reduce the final grant amount on the basis of poor, partial or late implementation of the Project even if all activities reported were eligible and actually took place.  

The final report, products and outputs will be assessed by the NA using a common set of quality criteria focusing on:

· The extent to which the project was implemented in line with the approved grant application

· The quality of activities undertaken and their consistency with the project objectives

· The quality of the products and outputs produced 

· The learning outcomes and impact on participants

· The extent to which the project proved to be innovative/complementary to other initiatives 

· The extent to which the project proved to add value at EU level 

· The extent to which the project implemented effective quality measures as well as measures for evaluating the project's outcomes

· The impact on the participating organisations

· In case of learning, teaching and training activities: the quality of the practical arrangements provided in support of the mobility, in terms of preparation, monitoring and support to participants during their mobility activity, the quality arrangements for the recognition/validation of the learning outcomes of participants

· The quality and scope of the dissemination activities undertaken

· The potential wider impact of the project on individuals and organisations beyond the beneficiaries

A grant reduction based on poor, partial or late implementation may be applied to the total final amount of eligible expenses and will be of:

· 25% if the final report scores at least 40 points and below 50 points;

· 50% if the final report scores at least 25 points and below 40 points;

· 75% if the final report scores below 25 points.



Key Action 3 – Structured dialogue: meetings between young people and decision-makers in the youth field

A. Eligibility of activities

The beneficiary shall ensure that the activities undertaken with grant support for the project are eligible in accordance with the rules set out in the Erasmus+ Programme Guide. 

Activities undertaken that are not compliant with the rules set out in the Erasmus+ Programme Guide as complemented by the rules set out in this Annex shall be declared ineligible by the NA and the grant amounts corresponding to the activities concerned shall be reimbursed in full. The reimbursement shall cover all budget categories for which a grant was awarded in relation to the activity that is declared ineligible.



B. Eligibility of expenses

1. Travel



The beneficiary shall report in Mobility Tool+ the place of departure and the place of arrival for each participant for which grant support for travel was awarded. In case no travel took place, the beneficiary shall report that situation accordingly in Mobility Tool+ for the participant concerned.

For the establishment of the distance band applicable, the beneficiary shall use the on-line distance calculator available on the Commission's website at http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm. Mobility Tool+ will calculate the grant amounts for travel based on the applicable unit contribution rates. 

By default, the place of origin is understood as the place of residence of the participant and the place of venue as the place where the beneficiary is located. If a different place of origin or venue is reported, the beneficiary shall provide the reason for this difference in Mobility Tool+.



2. Organisational support



The beneficiary shall report in Mobility Tool+ the start and end dates of the meeting for each participant. If necessary due to the time needed for travelling, the beneficiary may add one day for travel directly before the first day of the meeting and one day for travel directly following the last day of the meeting; these extra days for travel will be considered for the calculation of the organisational support.

Mobility Tool+ will calculate the grant amounts for organisational support based on the applicable unit contribution rates. 



3. Special needs support



The beneficiary shall report in Mobility Tool+ whether additional grant support for special needs support was used for any of the participants with special needs. 

In such case, the beneficiary shall report in Mobility Tool+ the type of expenses as well as the real amount of costs incurred.   

 

4. Exceptional costs



Exceptional costs can cover only the costs stipulated in Article II.16.4 of the Agreement. 

The beneficiary shall report in Mobility Tool+ the type of expenses and the real costs incurred for exceptional costs. 

For exceptional costs, the beneficiary is required to provide all supporting documents at final report stage.



B. Grant reduction for poor, partial or late implementation

Poor, partial or late implementation of the Project may be established by the NA on the basis of the final report submitted by the beneficiary.

The NA may consider also information received from any other relevant source, proving that the Project is not implemented in accordance with the contractual provisions. Other sources of information may include monitoring visits, desk checks or on the spot checks undertaken by the NA.

The final report will be assessed on the basis of quality criteria and scored on a total of maximum 100 points. If the final report scores below 50 points in total, the NA may reduce the final grant amount for organisational support on the basis of poor, partial or late implementation of the Project even if all activities reported were eligible and actually took place.

The final report will be assessed, using a common set of quality criteria focusing on:

o	The extent to which the Project was implemented in line with the approved grant application

o	The quality of non-formal learning participative methods used and the involvement of young people during  all the stages of the Project

o	The impact on participants and participating organisations

o	The quality of the practical arrangements, management and support modalities

o	The quality and scope of the dissemination activities undertaken

A grant reduction based on poor, partial or late implementation may be applied to the total final amount of eligible expenses for organisational support and may be of:

· 25% if the final report scores at least 40 points and below 50 points;

· 50% if the final report scores at least 25 points and below 40 points; 

· 75% if the final report scores below 25 points.




IV. Rates applicable for unit contributions

[Key Action 1 – Learning Mobility]

1. Travel

For staff mobility in SE, VET, HE, AE; for learner mobility in VET; for HE students sent by HEIs from outermost Programme Countries and regions and for all students participating in mobility between Programme and Partner Countries 

		Travel distances

		Amount



		Between 100 and 499 KM:

		180 EUR per participant



		Between 500 and 1999 KM:

		275 EUR per participant



		Between 2000 and 2999 KM:

		360 EUR per participant



		Between 3000 and 3999 KM:

		530 EUR per participant



		Between 4000 and 7999 KM:

		820 EUR per participant



		8000 KM or more:

		1100 EUR per participant







Nota bene: 	the "travel distance" represents the distance between the place of origin and the venue, whereas the "amount" covers the contribution to the travel both to and from the venue. 

2. Individual support

For staff mobility from Programme Countries in SE, VET, HE, AE, (including staff accompanying persons for SE, VET and AE)  and for staff mobility from Partner Countries in HE

		

		Staff from Programme Countries

		Staff from Partner Countries



		Receiving country



		Amount per day in EUR [NA to complete exact amount as applied in the eForm or - for HE only - min & max or fixed rate  amounts as communicated by the National Agencies to the EC]

		Amount per day in EUR 



		Denmark, Ireland, Netherlands, Sweden, United Kingdom 

		80-160

		160



		 Belgium, Bulgaria, Czech Republic, Greece, France, Italy, Cyprus, Luxembourg, Hungary, Austria, Poland, Romania, Finland, Iceland, Liechtenstein, Norway, Turkey 

		70-140

		140



		Germany, Spain, Latvia, Malta, Portugal, Slovakia, former Yugoslav Republic of Macedonia  

		60-120

		120



		Estonia, Croatia, Lithuania, Slovenia

		50-100

		100



		Partner Countries

		160

		Not eligible







Nota bene: the amount per day is calculated as follows:

up to the 14th day of activity: the amount per day per participant as specified in the table above

+

between the 15 th and 60 th day of activity: 70% of amount per day per participant as specified in the table above 



For VET learner mobility

		

		Learners mobility



		Receiving country

		Amount per day in EUR [NA to complete exact amount as applied in the eForm]



		Belgium

		23-92



		Bulgaria

		23-92



		Czech Republic

		23-92



		Denmark

		27-108



		Germany

		21-84



		Estonia

		18-72



		Ireland

		25-100



		Greece

		22-88



		Spain

		21-84



		France

		25-100



		Croatia

		18-72



		Italy

		23-92



		Cyprus

		24-96



		Latvia

		21-84



		Lithuania

		18-72



		Luxembourg

		24-96



		Hungary

		22-88



		Malta

		21-84



		Netherlands

		26-104



		Austria

		23-92



		Poland

		22-88



		Portugal

		20-80



		Romania

		22-88



		Slovenia

		18-72



		Slovakia

		21-84



		Finland

		24-96



		Sweden

		26-104



		United Kingdom

		28-112



		former Yugoslav Republic of Macedonia

		21-84



		Iceland

		25-100



		Liechtenstein

		22-88



		Norway

		22-88



		Turkey

		22-88







Nota bene: the amount per day is calculated as follows:

up to the 14th day of activity: the amount per day per participant as specified in the table above

+

between the 15 th and 60 th day of activity: 70% of the amount per day per participant as specified in the table above

+ between the 61th day of activity and up to 12 months: 50% of the amount per day per participant as specified in the table above



For HE student mobility between Programme Countries

Student mobility for studies except for students from outermost Programme Countries and regions

		

		Receiving country

		

Amount per month 
[NA to complete exact amount or min & max amounts as communicated by National Agencies to the EC]



		Group 1

Programme Countries with higher living costs

		Denmark, Ireland,  France, Italy, Austria, Finland, Sweden, United Kingdom, Liechtenstein, Norway

		



		Group 2

Programme Countries with medium living costs

		Belgium,  Czech Republic,  Germany,  Greece, Spain, Croatia, Cyprus, Luxembourg,  Netherlands, Portugal, Slovenia, Iceland , Turkey

		



		Group 3

Programme Countries with lower living costs

		Bulgaria, Estonia, Latvia, Lithuania, Hungary, Malta, Poland, Romania, Slovakia, former Yugoslav Republic of Macedonia

		







Those rates fixed by the National Agency or by the higher education institutions themselves (within the range) are fixed for the entire mobility project.



Student mobility for studies for students from outermost Programme Countries and regions

		Mobility from

		To

		Amount



		Outermost regions, Cyprus, Iceland and Malta, Overseas Countries and Territories

		Group 1 countries

		750 EUR per month



		

		Group 2 countries

		700 EUR per month



		

		Group 3 countries

		650 EUR per month







Student mobility for traineeships:  additional top-up of [NA to complete exact amount or range as communicated by National Authorities to the EC]  [100-200] EUR/month

[NA to select if applicable:] Students from disadvantaged backgrounds (other than those with special needs) for mobility for studies :  additional top-up of [NA to complete exact amount as communicated by National Authorities to the EC, if applicable] [100-200] EUR/month 

Student mobility to and from Partner Countries …

[For HE student mobility between Programme and Partner Countries]



		From

		To

		Amount



		Eligible Partner Countries

		Group 1 Programme Countries

		850 EUR per month



		

		Group 2 Programme Countries

		800 EUR per month



		

		Group 3 Programme Countries

		750 EUR per month



		Programme Countries

		Partner Countries

		650 EUR per month







3. Organisational support

Up to the 100th participant: 350 EUR per participant + beyond the 100th participant: 200 EUR per additional participant.



4. Linguistic support

For VET learner mobility [only for languages not covered by OLS]

150 EUR per participant



5. Course fees

For SE and AE staff mobility only

70 EUR per day per participant with a maximum 700 EUR per participant per course





[Key Action 2 – Strategic Partnerships between schools only]

1. Project management and implementation

		Contribution to the activities of the coordinating organisation:



500 EUR per month



		Contribution to the activities of the other participating organisations:



250 EUR per participating organisation per month







2. Transnational project meetings

		For travel distances between 100 and 1999KM:



575 EUR per participant per meeting



		For travel distances of 2000 KM or more: 



760 EUR per participant per meeting 







Nota bene: 	the "travel distance" represents the distance between the place of origin and the venue  



3. Intellectual outputs

		Programme Countries only

		Manager

		Teacher/Trainer/Researcher/

Youth worker

		Technician

		Administrative staff



		

		Amount per day in EUR



		Denmark, Ireland, Luxembourg, Netherlands, Austria, Sweden, Liechtenstein, Norway 

		294

		241

		190

		157



		

Belgium, Germany, France, Italy, Finland, United Kingdom, Iceland 



		280

		214

		162

		131



		

Czech Republic, Greece, Spain, Cyprus, Malta, Portugal, Slovenia 



		164

		137

		102

		78



		

Bulgaria, Estonia, Croatia, Latvia, Lithuania, Hungary, Poland, Romania, Slovakia former Yugoslav Republic of Macedonia, Turkey



		88

		74

		55

		39









4. Multiplier events



		100 EUR per local participant 

(i.e. participants from the country where the event is taking place)



		200 EUR per international participant (i.e. participants from other countries)







5. Transnational training, teaching and learning activities

a. Travel

		For travel distances between 100 and 1 999KM: 

275 EUR per participant 



		For travel distances of 2 000KM or more: 

360 EUR per participant







Nota bene: 	the "travel distance" represents the distance between the place of origin and the venue, whereas the "amount" covers the contribution to the travel both to and from the venue.



b. Individual support

Short-term activities 

		Short term joint staff training events and accompanying persons

		up to the 14th day of activity: 100 EUR per day per participant

+

between the 15 th and 60 th day of activity: 70 EUR per day per participant



		Short term activities for learners 

(blended mobility, short term pupils' mobility

		up to the 14th day of activity: 55 EUR per day per participant

+

between the 15 th and 60 th day of activity: 40 EUR per day per participant







Long-term activities 

		Long term teaching or training assignments 

		up to the 14th day of activity: B1.5 per day per participant

+

between the 15 th and 60 th day of activity: B1.6 per day per participant

+

between the 61th day of activity and up to 12 months: B1.7 per day per participant



		Long term mobility of pupils 

		B1.8 per month per participant 







		Receiving country

		Long-term teaching or training assignments 

		Long-term activities of pupils





		

		in EUR per day

		in EUR per month



		

		B1.5

		B1.6

		B1.7

		B1.8



		Belgium

		105

		74

		53

		110



		Bulgaria

		105

		74

		53

		70



		Czech Republic

		105

		74

		53

		90



		Denmark

		120

		84

		60

		145



		Germany

		90

		63

		45

		110



		Estonia

		75

		53

		38

		85



		Ireland

		120

		84

		60

		125



		Greece

		105

		74

		53

		100



		Spain

		90

		63

		45

		105



		France

		105

		74

		53

		115



		Croatia

		75

		53

		38

		90



		Italy

		105

		74

		53

		115



		Cyprus

		105

		74

		53

		110



		Latvia

		90

		63

		45

		80



		Lithuania

		75

		53

		38

		80



		Luxembourg

		105

		74

		53

		110



		Hungary

		105

		74

		53

		90



		Malta

		90

		63

		45

		110



		Netherlands

		120

		84

		60

		110



		Austria

		105

		74

		53

		115



		Poland

		105

		74

		53

		85



		Portugal

		90

		63

		45

		100



		Romania

		105

		74

		53

		60



		Slovenia

		75

		53

		38

		85



		Slovakia

		90

		63

		45

		95



		Finland

		105

		74

		53

		125



		Sweden

		120

		84

		60

		115



		United Kingdom

		120

		84

		60

		140



		former Yugoslav Republic of Macedonia

		90

		63

		45

		60



		Iceland

		105

		74

		53

		135



		Liechtenstein

		105

		74

		53

		120



		Norway

		105

		74

		53

		135



		Turkey

		105

		74

		53

		80







c. Linguistic support

150 EUR per participant 

Key Action 3 – Structured dialogue in the youth field

1. Travel

		For travel distances between 10 and 99KM:

20 EUR per participant



		For travel distances between 100 and 499 KM:

80 EUR per participant



		For travel distances between 500 and 1999 KM:

170 EUR per participant



		For travel distances between 2000 and 2999 KM:

270 EUR per participant



		For travel distances between 3000 and 3999 KM:

400 EUR per participant



		For travel distances between 4000 and 7999 KM:

620 EUR per participant



		For travel distances of 8000 KM or more: 

830 EUR per participant







Nota bene: 	the travel distance represents a single way distance from the place of origin to the venue, whereas the amount covers the contribution to the return travel to and from the venue. 



2. Organisational support

		Receiving country

		Amount in EUR per day per participant



		Belgium

		37



		Bulgaria

		32



		Czech Republic

		32



		Denmark

		40



		Germany

		33



		Estonia

		33



		Ireland

		39



		Greece

		38



		Spain

		34



		France

		37



		Croatia

		35



		Italy

		39



		Cyprus

		32



		Latvia

		34



		Lithuania

		34



		Luxembourg

		36



		Hungary

		33



		Malta

		37



		Netherlands

		39



		Austria

		39



		Poland

		34



		Portugal

		37



		Romania

		32



		Slovenia

		34



		Slovakia

		35



		Finland

		39



		Sweden

		39



		United Kingdom

		40



		former Yugoslav Republic of Macedonia

		28



		Iceland

		39



		Liechtenstein

		39



		Norway

		40



		Turkey

		32



		Partner Country neighbouring the EU

		29








V. Provision of supporting documents

In accordance with Article II.20, the beneficiary may be subject to checks and audits in relation to the Agreement [For HE mobility between Programme and Partner Countries only:, including both inbound and outbond mobility]. Checks and audits aim at verifying whether the beneficiary managed the grant in respect of the rules set out in the Agreement, in order to establish the final grant amount to which the beneficiary is entitled. To that effect, the beneficiary may be subject to the following types of checks:

Final report check: NA check at final report stage undertaken at the NA premises in order to establish the final grant amount to which the beneficiary is entitled. This type of check will be undertaken in all cases;

Desk check: in-depth check of supporting documents at the NA premises, usually at or after final report stage, if the Agreement is included in the NA sample for desk checks required by the European Commission or if the NA  included the Agreement for a targeted desk check based on its risk assessment ;

 On the spot check: check at the premises of the beneficiary organisation or at any other relevant premise for the execution of the Project. The beneficiary may be subject  to an on the spot check if the Agreement is included in the NA sample for on the spot checks required by the European Commission or if the NA  included the Agreement for a targeted on the spot check based on its risk assessment. There are three types of possible on the spot checks:

On the spot check during action: check undertaken during the implementation of the Project

On the spot check after action: check undertaken after the end of the Project and usually after the final report check [For HE mobility between Programme and Partner Countries only: to establish compliance with the commitments undertaken as a result of the inter-institutional agreements];

Systems check: check of the beneficiary in order to establish compliance with the commitments undertaken as a result of the [HE: ECHE charter/VET: VET Mobility charter/youth: EVS charter] [For HE mobility between Programme and Partner Countries only: and the inter-institutional agreements].

The table below specifies the subject of the NA verification for each budget category under the different types of checks. The beneficiary shall note that the NA may request for any type of check also supporting documents or evidence that are typically specified for another type of check in the table below. 

In view of checks, the beneficiary shall supply supporting documents in original. In so far as the beneficiary is legally not authorised to send original documents to the NA for final report or desk checks, the beneficiary may send a copy thereof instead. The NA shall return original supporting documents to the beneficiary upon its analysis thereof.


[Key Action 1- school education, adult education]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Individual support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Course fees

		Final report

		Final report

Supporting documents specified in Article II.16.2

		N/A

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity 

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts





 

[Key Action 1- vocational education and training]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		System check

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the VET Mobility charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Individual support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the VET Mobility charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the VET Mobility charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Linguistic support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the VET Mobility charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts









[Key Action 1- higher education]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		System check

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Reality and eligibility of the activity and the participants

Compliance with the ECHE charter

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Individual support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Reality and eligibility of the activity and the participants

Compliance with the ECHE charter

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Reality and eligibility of the activity and the participants

Compliance with the ECHE charter

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity 

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts








[Key Action 2- Strategic Partnerships between schools only]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		On-the spot check after action



		Project management and implementation

		Final report

Project results uploaded in Dissemination Platform

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Transnational project meetings

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Intellectual outputs

		Final report

Project results uploaded in Dissemination Platform

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Multiplier events

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Transnational learning, teaching, training activities

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity 

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts









































[Key Action 3- youth]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		System check

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts
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ANNEX III – FINANCIAL and CONTRACTUAL RULES

[In parts II, III and IV of this Annex, the NA has to include only the parts that are relevant for the Key Action and field concerned. For the preparation and in view of coherence a single model is produced across Key Actions and fields. For multibeneficiary grant agreements this Annex covers:

· Key Actions 1, 2 and 3 - youth

· Key Action 1 – national consortia in vocational education and training, higher education, adult education and school education

· Key Action 2 – Strategic Partnerships in all fields except school-to-school projects]



I. INTRODUCTION

This annex complements the rules applicable to the use of the grant under the different budget categories applicable to the Project as specified in the Agreement. These clarifications are contained in section II.

Section IV specifies the rates applicable to the budget categories for which unit contributions apply as specified in Article II.16.2 of the Agreement. 

Section V provides an overview of the types of checks that the beneficiary may be subject to and the related supporting documents. 

II. REPORTING RULES

In accordance with Articles I.4.2 and I.4.3 of the Agreement, the beneficiary shall use Mobility Tool+ to report on the activities for which grant support was awarded by filling-in all mandatory fields.

III. COMPLEMENTARY FINANCIAL AND CONTRACTUAL RULES

 Key Action 1 – Learning Mobility of individuals

[Key Action 1 – Learning Mobility of individuals –VET, HE, AE, SE, youth]

A. Eligible activities and expenses

1. Eligibility of mobility activities

· The beneficiaries shall ensure that the mobility activities undertaken by individual participants are eligible in accordance with the rules set out in the Erasmus+ Programme Guide.

· Mobility activities undertaken that are not compliant with the rules set out in the Erasmus+ Programme Guide as complemented by the rules set out in this Annex will be considered ineligible. The grant amounts corresponding to the activities concerned shall be reimbursed in full by the beneficiaries. The recovery shall cover all budget categories in relation to the mobility activity that is declared ineligible: these may be travel, individual support, organisational support, and, where applicable, linguistic support, special needs and exceptional costs.

· The eligible minimum duration of mobility activities specified in the Programme Guide is the minimum duration of the activity excluding time for travel. 

2. Travel

[Key Action 1 – Learning Mobility of individuals –VET, AE, SE, HE with the exception of student mobility in Higher Education between Programme Countries (unless it concerns HE students form outermost countries/regions), youth.

· The coordinator shall report in Mobility Tool+ the place of origin and the place of the venue for each mobility activity for which grant support for travel was awarded. 

· In case no travel took place or it was funded from other sources than the Erasmus+ Programme (e.g. a mobility participant is already at the place of the venue in relation to another activity than the one funded from the Agreement), the beneficiary shall report that situation accordingly in Mobility Tool+ for each mobility concerned. In this case, no grant support for travel costs will be awarded.

· For the establishment of the distance band applicable, the beneficiary shall indicate the distance of a one-way travel using the on-line distance calculator available on the Commission's website at http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm. Mobility Tool+ will calculate the grant amounts for travel based on the applicable unit contribution rates. 

· By default, the place of origin is understood as the place where the sending organisation is located and the place of the venue as the place where the receiving organisation is located. If a different place of origin or venue is reported, the beneficiary shall provide the reason for this difference in Mobility Tool+.

3. Individual support

[Key Action 1 – Learning Mobility of individuals –VET, AE, HE, SE 

· The beneficiary shall document in Mobility Tool+ the start and end dates of the mobility activity abroad for each mobility activity for which grant support for individual support was awarded. [For all mobility activities except higher education student mobility: The beneficiary may add one day for travel before the first day of the activity abroad and one day for travel following the last day of the activity abroad if necessary; these extra days for travel will be considered for the calculation of the individual support.]

· [For HE student mobility between Programme Countries – NA to adapt this clause depending on whether or not a provision for top-up is imposed by the NA/authorised to HEIs for participants from a disadvantaged background] In the case of Higher Education student mobility for traineeships, the student shall receive a top-up for individual support. [NA to select if applicable:] Students from a disadvantaged background participating in mobility for studies shall receive a top-up for individual support when they fulfil the eligibility criteria set at national level as specified [NA to complete link to website specifying national criteria]. The two types of top-up are mutually exclusive. 

· [for VET, AE and SE] Mobility Tool+ will calculate the grant amounts for individual support based on the applicable unit cost rates. 

· [For HE] Mobility Tool+ will support the calculation of the grant amounts for individual support. 

· Participants in the mobility activities shall report on this activity via an on-line questionnaire providing their feedback in terms of factual information and their appreciation of the activity period abroad, as well as of its preparation and follow-up. [For HE only] Participants who fail to submit the report may be required to partially or fully reimburse the financial contribution received from Erasmus+ EU funds.

· In case of termination by the participant of the  agreement with the beneficiary due to "force majeure", i.e. an unforeseeable exceptional situation or event beyond the participant's control and not attributable to error or negligence on his/her part, the participant shall be entitled to receive the amount of the grant corresponding to the actual duration of the mobility period as defined in article 2.2 of the agreement between the beneficiary and the participant. Any remaining funds shall have to be refunded, except if agreed differently with the beneficiary.

· In case of suspension by the participant of the grant agreement with the beneficiary due to "force majeure", i.e. an unforeseeable exceptional situation or event beyond the participant's control and not attributable to error or negligence on his/her part, the participant shall be allowed to continue the activities after the interruption, provided that the mobility end date does not exceed the final date of the mobility project. This should be reported in Mobility Tool+ as a single mobility with an interruption period.

· [For HE only] In the case of Higher Education student mobility, the beneficiary shall report the following start and end dates in Mobility Tool+:

· The start date should be the first day that the student needs to be present at the receiving organisation. For example, this could be the start date of the first course/first day at work, a welcoming event organised by the receiving institution, or language and intercultural courses; this may include attending language courses organised or provided by other organisations than the receiving HEI if the sending HEI considers it as a relevant part of the mobility period abroad.

· The end date should be the last day the student needs to be present at the receiving organisation. For example, this could be the last day of the exam period/course/ work/mandatory sitting period. 

· The confirmed start and end dates of student mobility periods shall be provided in the Transcript of Records issued by the receiving institution in the case of mobility for studies and in the Traineeship Certificate in the case of mobility for traineeships. The beneficiary may attach a statement by the receiving institution or enterprise instead of including it in the Transcript of Records or Traineeship Certificate.

· For periods above the minimum duration, if the confirmed period of stay is shorter than the one indicated in the grant agreement, and the difference is more than 5 days, the beneficiary has to indicate in Mobility Tool+ the confirmed start date and confirmed end date as notified in the Transcript of Records or Traineeship certificate. In case of an interruption during the stay, the beneficiary shall report that in Mobility Tool+.  Mobility Tool+ will recalculate the grant amounts for individual support based on the revised dates and the applicable unit contribution rates.  

· If the confirmed period of stay is longer than the one indicated in the grant agreement, the beneficiaries may:

· Either amend the grant agreement during the student's mobility period abroad to take into account the longer duration, provided that the remaining grant amount allows it. In such case, the beneficiaries shall indicate in Mobility Tool+ the confirmed start date and the confirmed end date as notified in the Transcript of Record or Traineeship certificate and in line with the amended grant agreement;



· Or agree with the student during the student's mobility period abroad that the additional number of days will be considered as a period of “zero-grant”. In such case, the beneficiaries shall indicate the confirmed start date and confirmed end date as notified in the Transcript of Records or Traineeship certificate in Mobility Tool+, as well as the number of “zero-grant” days to be deducted from the grant amount.



· [For HE only] In the case of Higher Education staff mobility, the confirmed start and end dates of a mobility period shall be provided in the Certificate of Attendance issued by the receiving institution and reflected in Mobility Tool+. Before the mobility has finished, if the actual duration is longer than what the grant agreement indicates, the beneficiary may either increase the grant amount for individual support and amend the grant agreement or agree with the staff member that the additional number of days are considered "zero-grant". In case of shorter duration than planned, Mobility Tool+ will recalculate and decrease the grant amount. 





[Key Action 1 – Learning Mobility of individuals – youth – EVS only 

· The coordinator shall document in the Mobility Tool the start and end dates of the mobility activity abroad for each mobility activity for which grant support for individual support was awarded. Mobility Tool+ will calculate the grant amounts for individual support based on the applicable unit contribution rates. 

· If the duration of a mobility activity abroad is longer than the one indicated in the  agreement with the participant, the coordinator shall amend that  agreement to take into account the longer duration, provided that the remaining grant amount allows it. In such case, the beneficiaries shall indicate in Mobility Tool+ the start date and the end date in line with the amended agreement.



4. Organisational support

[Key Action 1 – Learning Mobility of individuals –VET, HE, AE, SE

· The grant amount will be calculated automatically by Mobility Tool+ based on the total number of mobility activities (i.e. regardless of whether the same participant will have undertaken one or more mobilities) reported in Mobility Tool+ by the coordinator.  

· [For SE, HE, VET and AE:] The number of participants considered for the calculation of the grant amount for organisational supports excludes accompanying persons .

· [For Higher education between Programme Countries only:]

· The number of outbound participants in higher education with a zero- grant from EU funds for their entire mobility period as well as invited staff from enterprises undertaking inbound mobility will be included in the total number for the calculation of the organisational support grant. 

· There is a margin of tolerance of 10%, meaning that if the total number of student and staff mobilities is less than 10% lower than the number of mobilities specified in Annex I of the Agreement, the organisational support grant will not be reduced.

· At final reporting stage, if the number of mobilities implemented is higher than the number specified in the latest version of Annex I, the grant amount for organisational support will be limited to the maximum amount specified in the latest version of Annex II. If the total number of student and staff mobilities implemented is less than 10% lower than the number of mobilities specified in the latest version of Annex I of the Agreement, the organisational support grant will not be reduced.

· [For Higher education between Programme and Partner Countries only:]

· The total numbers of participations considered for the calculation of organisational support includes the number of students and staff undertaking inbound and outbound mobility registered in Annex II. The beneficiary may request additional organisational support to the NA for participants with a zero-grant from Erasmus+ EU funds.



· There is a margin of tolerance of 10%, meaning that if the total number of student and staff mobilities is less than 10% lower than the number of mobilities specified in Annex I of the Agreement, the organisational support grant will not be reduced.

· At final reporting stage, if the number of mobilities implemented is higher than the number specified in the latest version of Annex I, the grant amount for organisational support will be limited to the maximum amount specified in the latest version of Annex II. If the total number of student and staff mobilities implemented is less than 10% lower than the number of mobilities specified in the latest version of Annex I of the Agreement, the organisational support grant will not be reduced.

· 

[Key Action 1 – Learning Mobility of individuals – youth  

· The coordinator shall report in Mobility Tool+ the start and end dates of the mobility activity abroad for each mobility activity for which grant support for organisational support was awarded. If necessary, the coordinator may add one day for travel directly before the first of the activity abroad and one day for travel directly following the last day of the activity abroad; these extra days for travel will be considered for the calculation of the organisational support.

·  [For youth exchanges and youth workers:] The coordinator shall also report the start and end dates for the participants from the host country. 

· [For youth workers and EVS:] Participants in the activities shall report on the activities via an on-line questionnaire providing their feedback on factual and qualitative elements of the activity period abroad, as well as of its preparation and follow-up. 

· [For Youth Exchanges:] Group leaders in the activities shall report on the activities via an on-line questionnaire providing their feedback on factual and qualitative elements of the activity period abroad, as well as of its preparation and follow-up.

· Mobility Tool+ will calculate the grant amounts for organisational support based on the applicable unit contribution rates.  For Projects for which the coordinator is a public body at regional or national level, an association of regions, a European Grouping of territorial Cooperation or a profit-making body active in Corporate Social Responsibility, the unit contributions specified in Section IV of this Annex are reduced by 50%. 



5. Linguistic support  [only for languages not covered by the Online Linguistic Support (OLS)]

 [Key Action 1 – Learning Mobility of individuals – VET learners, youth EVS]

· [For VET learners:] Grant support for linguistic support can be claimed only for VET learners for a mobility duration abroad of minimum one month and only for those languages not covered by the OLS.

· [For youth EVS:] Grant support for linguistic support can be claimed only for volunteers for a mobility duration abroad of minimum two months and only for those languages not covered by OLS.

· The beneficiary shall report in the Mobility Tool+ for each participant whether or not language preparation was undertaken with the support of the grant awarded for linguistic support.

· Mobility Tool+ will calculate the grant amounts for linguistic support based on the applicable unit contribution rate. 



 [Key Action 1 – Learning Mobility of individuals – HE students mobility between Programme Countries, VET learners and youth EVS]

Online Linguistic Support (OLS) [Only applicable for mobilities for which the main language of instruction, work or volunteering is English, French, German, Italian, Spanish, or Dutch (or additional languages once they become available in the Online Linguistic Support (OLS) tool), with the exception of native speakers]

OLS assessments

· Linguistic assessment licenses are provided for participants undertaking a mobility period abroad for a minimum period of [HE and EVS: two months] [VET: one month].

· The licences shall be distributed to the participants from [HE/VET: the sending institution] [EVS: the coordinating organisation]. The beneficiary shall ensure the uptake of the licences and make every effort to ensure that all the allocated licences are used by the selected participants.

· The co-beneficiaries shall support the uptake of licences and shall provide the coordinator with all necessary information in this regard.

· The beneficiaries shall distribute the linguistic assessment licences to participants after their selection for the mobility activity abroad.

· The beneficiaries shall ensure that the mobility participants take the first OLS assessment before their mobility period and the second OLS assessment at the end of their mobility period. [For HE:  The completion of the online assessment before departure is a pre-requisite for the mobility, except in duly justified cases.]

· The coordinator will be notified of the assessment results by the service provider.

OLS language courses

· Participants must have taken an OLS assessment before they can be awarded a licence for participating in an OLS language course. Licences for OLS language courses shall be awarded to all participants willing to take the course and according to the participant's linguistic needs.

· Licences shall be distributed among the participants from [HE/VET: the sending institution] [EVS: the coordinating organisation] according to their needs. The co-beneficiaries shall support the uptake of licences and shall provide the coordinator with all necessary information in this regard.

· OLS language course licences must be used in the period between the OLS assessments at the start and end of the mobility activity of the participants concerned.

· The beneficiaries shall monitor the use of licences on the basis of information provided by the service provider.

· The beneficiaries shall make every effort to ensure that all the allocated licences are used by the selected participants.

All licences

· Mobility participant commit themselves by signing the individual mobility grant agreement to complete the OLS assessment (before and at the end of the mobility period) and to follow the OLS language course, if awarded.

· The beneficiaries shall act in line with the guidelines for the use of the OLS provided by the service provider.

· The coordinator shall report on the number of used assessment and language course licences in the [HE: interim and] final beneficiary report. 

· In case of unused or non-allocated licences at the time of [HE: interim and] final beneficiary report, the NA may decide to take this into account for the allocation of the number of licences awarded to the beneficiaries in the subsequent [HE/VET: call years] [EVS: selection rounds].



6. Course fees

[Key Action 1 – Learning Mobility of individuals –AE, SE]

· The coordinator shall report in the Mobility Tool+ for each participant whether or not the training abroad took the form of enrolment in a course for which a course fee had to be paid and shall indicate the start and end date of the course concerned. Only the actual days during which the course takes place are considered for the calculation of the grant support for course fees.

· Mobility Tool+ will calculate the grant amounts for course fees based on the applicable unit contribution rate. 



7. Special needs support

[Key Action 1 – Learning Mobility of individuals –VET, HE, AE, SE, youth]

· The coordinator shall report in Mobility Tool+ whether additional grant support for special needs support or accompanying person was used for any of the participants with special needs.

· In such case, the coordinator shall report in Mobility Tool+ the type of additional expenses as well as the real amount of related additional costs incurred. 

· [For HE only:]  The beneficiary may submit a request for special needs support to the NA once the participants have been selected.

 

8. Exceptional costs

[Key Action 1 – Learning Mobility of individuals –VET, HE, AE, SE, youth]

· Exceptional costs can cover only the costs stipulated in Article II.16.4 of the Agreement. 

· The coordinator shall report in Mobility Tool+ the type of expenses and real costs incurred for exceptional costs. 

· For exceptional costs, the coordinator is required to provide all supporting documents at final report stage.



B. Grant reduction for poor, partial or late implementation

[Key Action 1 – Learning Mobility of individuals – VET, HE, AE, SE, youth]

· Poor, partial or late implementation of the Project may be established by the NA on the basis of:

· The final report submitted by the coordinator (including reports from individual participants taking part in the mobility activities).

· The NA may consider also information received from any other relevant source, proving that the Project is not implemented in accordance with the contractual provisions. Other sources of information may include monitoring visits, desk checks or on the spot checks undertaken by the NA.

· The final report will be assessed on the basis of quality criteria and scored on a total of maximum 100 points. If the final report scores below 50 points in total, the NA may reduce the final grant amount for organisational support on the basis of poor, partial or late implementation of the action even if all activities reported were eligible and actually took place.  

· [For HE, VET and EVS accredited organisations only] In the case of accredited organisations, if the NA considers that the implementation of the Project does not respect the quality commitment undertaken by the beneficiary, the NA may in addition or alternatively require the beneficiary to develop and implement an action plan within an agreed timeframe to ensure respect of the applicable requirements. If the beneficiary does not implement the action plan in a satisfactory manner by the due date, the NA may withdraw the accreditation of the beneficiaries concerned.

· The final report will be assessed in conjunction with the reports from the mobility participants, using a common set of quality criteria focusing on:

[For non-accredited organisations and for all youth projects]

· The extent to which the action was implemented in line with the approved grant application

· The quality of the learning outcomes and impact on participants

· The impact on the participating organisations

· The quality of the practical arrangements provided in support of the mobility, in terms of preparation, monitoring and support to participants during their mobility activity 

· The quality arrangements for the recognition/validation of the learning outcomes of participants

· [For youth - only for EVS]The extent to which the grant amounts due to mobility participants were transferred to them in accordance with the contractual provisions set out in the agreement between the respective beneficiary and participant following the templates provided in Annex IV of the Agreement.

· [For youth - only for EVS] The extent to which the action was implemented in respect of the quality and compliance requirements set out in the EVS Charter.

[for HE/VET accredited organisations:]

· The extent to which the action was implemented in line with the [VET] approved grant application /[HE] grant agreement.

· The extent to which the action was implemented in respect of the quality and compliance requirements set out in the [HE consortium accreditation/Erasmus+ VET Mobility Charter] [For mobility between Programme and Partner Countries only: and in their applicable inter-institutional agreement(s)].

· The extent to which the grant amounts due to mobility participants were transferred to them in accordance with the contractual provisions set out in the agreement between the beneficiary and the participant following the templates provided in Annex IV of the Agreement.

· A grant reduction based on poor, partial or late implementation may be applied to the final amount of eligible expenses for organisational support and may be of:

· 25% if the final report scores at least 40 points and below 50 points;

· 50% if the final report scores at least 25 points and below 40 points;

· 75% if the final report scores below 25 points.



[for HE between Programme Countries only] C. Grant modifications 



C.1	Grant modification due to additional funds being available

 

· In the event of additional funds becoming available to the NA for (re)allocation to beneficiary institutions, the total maximum grant amount indicated in Article I.3.1 may be increased provided that the interim report shows a higher number or longer duration of outbound mobility activities (including invited staff from enterprises when applicable) than awarded. The criteria according to which the additional funds may be provided are the following: [NA to specify the criteria that will be used for redistribution].



C.2	Grant increase for special needs

 

· As there is no provision for requesting special needs support at application stage in the field of higher education, the coordinator may apply for additional grant support once the participants have been selected. Such support may be provided by the NA for participants whose individual physical, mental or health-related situation is such that his/her participation in the mobility activity would not be possible without extra financial support. 

C.3	Contractual modifications

· In accordance with Article II.11 of the Agreement, any modification of the grant as set out in points C.1 and C.2 above will take the form of an amendment to the Agreement.

[for SE/VET/AE] C. Grant modifications 



C.1	Grant modification due to additional funds being available

 

· In the event of additional funds becoming available to the NA for (re)allocation to beneficiaries, the total maximum grant amount indicated in Article I.3.1 may be increased in accordance with the following conditions:



· The beneficiary has not been awarded the full grant requested under the main selection round due to the high demand and limited budget rather than for reasons of weak past performance of the beneficiary;



· On the basis of the information in the ad hoc interim report and data registered in Mobility Tool+, the realisation level of mobilities granted initially is in line with the grant agreement. 



· The final grant amount awarded shall not exceed the grant amount requested by the applicant in the initial grant application. 



C.2	Contractual modifications

· In accordance with Article II.11 of the Agreement, any modification of the grant as set out in points C.1 above will take the form of an amendment to the Agreement.



[for HE between Programme  and Partner Countries] C. Grant modifications 



C.1	Grant modification due to additional funds being available

 

· In the event of additional funds becoming available to the NA for (re)allocation to beneficiary institutions, the total maximum grant amount indicated in Article I.3.1 may be increased in accordance with the following conditions:



· The beneficiaries have not been awarded the full grant requested under the main selection round due to the high demand and limited budget rather than for reasons of weak past performance of the beneficiary;



· On the basis of the information in the ad hoc interim report and data registered in Mobility Tool+, the realisation level of mobilities granted initially is in line with the grant agreement. 



· The final grant amount awarded shall not exceed the grant amount requested by the applicant in the initial grant application. 



C.2	Grant increase for special needs

 

· As there is no provision for requesting special needs support at application stage in the field of higher education, the coordinator may apply for additional grant support once the participants have been selected. Such support may be provided by the NA for participants whose individual physical, mental or health-related situation is such that his/her participation in the mobility activity would not be possible without extra financial support. 

C.3	Contractual modifications

· In accordance with Article II.11 of the Agreement, any modification of the grant as set out in points C.1 and C.2 above will take the form of an amendment to the Agreement.


 Key Action 2 – Strategic Partnerships

A. Eligibility of activities

· The beneficiaries shall ensure that the activities undertaken with grant support for the project are eligible in accordance with the rules set out in the Erasmus+ Programme Guide. 

· Activities undertaken that are not compliant with the rules set out in the Erasmus+ Programme Guide as complemented by the rules set out in this Annex shall be declared ineligible by the NA and the grant amounts corresponding to the activities concerned shall be reimbursed in full. The reimbursement shall cover all budget categories for which a grant was awarded in relation to the activity that is declared ineligible.

· The eligible minimum duration of mobility activities specified in the Programme Guide is the minimum duration of the activity excluding time for travel. 



B. Eligibility of expenses

1. General

· Expenses will be considered only for the budget categories for which funding is awarded by the NA as specified in Annex II.

· Budget transfers shall respect the limits set in Article I.3.2 of the Agreement. No budget transfer is allowed to a budget category for which no grant was requested in the grant application or for which no grant was awarded by the NA as specified in Annex II. The only exception refers to the budget category "special needs support" to which a budget transfer may take place also in the case that no grant support was requested in the grant application. 



2. Project management and implementation

· The beneficiaries shall implement the activities and produce the outputs to be covered from this budget category as applied for in the grant application and as approved by the National Agency in the Agreement. 

· The beneficiaries shall agree on the distribution of the amount between them depending on their respective workload and contribution to the project activities and results. 

· The coordinator shall report on the project activities and results on behalf of the Project as a whole.

 

3. Transnational project meetings

· The coordinator shall upload in Mobility Tool+ the list of participants including the name of the participant, the places of origin and venue will be recorded, and determine the distance band on the basis of the on-line distance calculator. Mobility Tool+ will calculate the grant amount automatically on the basis of the applicable unit contribution.

· By default, the place of origin is understood as the place where the sending organisation is located and the place of venue as the place where the receiving organisation is located. If a different place of origin or venue is reported, the beneficiary shall provide the reason for this difference in Mobility Tool+.

· In all cases, the beneficiaries shall be able to demonstrate a formal link with the persons participating in transnational project meetings, whether they are involved in the Project as staff (whether on a professional or voluntary basis) or as learners of the beneficiary organisations.

· Participation in Transnational project meetings taking place in the country of the Beneficiary is eligible under this budget category, provided that the activities involve participants from Project beneficiary organisations from at least two different Programme Countries and that the distance between the place of departure and place of arrival as specified above is at least 100 km following the online distance band calculator. 



4. Intellectual outputs

· The beneficiaries shall develop the intellectual outputs proposed in the grant application and as approved by the NA in the Agreement. 

· The coordinator shall report on the activities undertaken and results produced in Mobility Tool+ on behalf of the Project as a whole.  The coordinator shall provide documentary evidence of the project results of the Project as a whole, which shall be uploaded at the latest at final report stage in VALOR. 

· The coordinator shall report in Mobility Tool+ the number of days of work per category of staff for each of the beneficiaries on the basis of time sheets kept to that effect per person cooperating directly on the development of intellectual outputs. Mobility Tool+ will calculate the grant amount automatically on the basis of the applicable unit contributions for the category of staff and country concerned.

· To be considered as "staff" for the development of intellectual outputs, the persons have to be, either on a professional or voluntary basis, involved in education, training or youth non-formal learning, and may include professors, teachers, trainers, school leaders, youth workers and non-educational staff. In all cases, the beneficiaries have to be able to demonstrate the formal link with the staff member concerned, whether the person is involved in the Project on a professional or voluntary basis.

Nota bene: staff working for a beneficiary on the basis of service contract (e.g. translators, web designer etc.) are not considered as staff of the organisation concerned. Their working time can therefore not be claimed under "intellectual outputs" but may be eligible under "exceptional costs" under the conditions specified in the related section below. 

· The staff category applicable to each person has to be one of the four categories listed in section III of this Annex. In the case of staff working on a voluntary basis, the category applicable does not relate to the professional profile of the person, but to the function performed by the person in relation to the development of the intellectual output.

· Staff costs for managers and administrative staff are expected to be covered already under the "Project management and implementation" budget item. These costs can be used under the "Intellectual Outputs" budget item only if applied for and approved by the NA, as specified in Annex II.

 

5. Multiplier events

· The organisation of multiplier events is eligible only if applied for and approved by the National Agency in Annex II of the Agreement. 

· In the case that the beneficiaries do not develop the Intellectual outputs applied for and approved by the NA, the related Multiplier events will not be considered eligible for grant support either. If the NA awarded support for the development of several Intellectual outputs but only some of them are ultimately realised, the NA will determine to which extent each of the related Multiplier events is eligible for grant support.

· Only participants from organisations other than the beneficiaries can be counted in for the number of persons on the basis of which the grant amount is established.

· Multiplier events can take place only in the Programme or Partner Countries in which the beneficiaries are located.

· The coordinator shall report in Mobility Tool+ on the description of the events, the Intellectual outputs related to the multiplier events, the leading and participating organisations, the receiving country, and the numbers of local and international participants.



6. Transnational learning, teaching and training activities

· The coordinator shall record all Transnational learning, teaching and training activities in the Mobility Tool+.  If necessary, the beneficiary may add one day for travel directly before the first day of the activity abroad and one day for travel directly following the last day of the activity abroad; these extra days for travel will be considered for the calculation of the individual support. 

· In case no travel took place, the coordinator shall report that situation accordingly in Mobility Tool+ for each participant concerned. For the establishment of the distance band applicable, the coordinator shall use the on-line distance calculator available on the Commission's website at http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm. By default, the place of departure is understood as the place where the sending organisation is located and the place of arrival as the place where the hosting organisation is located. If a different place of departure or arrival is reported, the coordinator shall provide the reason for this difference in Mobility Tool+.

· The coordinator shall report for each participant undertaking a learning, teaching or training activity abroad of more than 2 months whether linguistic preparation was undertaken with the support of the grant awarded for linguistic support.

· Mobility Tool+ will calculate the grant amounts for travel, individual support and linguistic support based on the applicable unit contribution rates. 

· Eligible Transnational learning, teaching and training activities are:

· [for SE, HE, VET, AE, youth] Blended mobility combining short-term physical mobility (5 days to 2 months) with virtual mobility;

·  [for SE] Short-term exchanges of groups of pupils (5 days to 2 months);

· [for HE]  Intensive Study Programmes (5 days to 2 months);

· [for SE]  Long-term study mobility of pupils (2 to 12 months);

· [for SE, HE, VET, AE]  Long-term teaching or training assignments (2 to 12 months);

· [for youth]  Long-term mobility of youth workers (2 to 12 months);

· [for SE, HE, VET, AE, youth]  Short-term joint staff training events (5 days to 2 months).

· Transnational training, teaching or learning activities must take place in the countries in which the beneficiaries are located. However, activities of learners as well as long-term activities of staff or youth workers from or to Partner Countries are not eligible, with the exception of staff from Partners Countries teaching in Intensive Study Programmes.

· Support to participants in Blended mobility and Short-term joint staff training events (Transnational learning, teaching and training activities) taking place in their own country is eligible under this budget category, provided that the activities involve participants from beneficiary organisations from at least two different Programme Countries and that the distance between the place of departure and place of arrival as specified above is at least 100 km following the online distance band calculator. 

· Eligible participants in Transnational learning, teaching and training activities are persons who have a direct link with a beneficiary organisation in one of the following capacities, as follows:

· Students registered in a participating HEI and enrolled in studies leading to a recognised degree or other recognised tertiary level qualification, up to and including the level of doctorate (in Intensive Study Programmes and blended mobility activities);

· Apprentices, VET students, adult learners, and young people in blended mobility;

· Pupils of any age, accompanied by school staff (in short-term exchanges of groups of pupils);

· Pupils aged 14 or older enrolled in full-time education at a school participating in the Strategic Partnership (in long-term study mobility of pupils);

· Professors, teachers, trainers and educational and administrative staff employed at a participating organisation, youth workers.

· In all cases, the beneficiaries shall be able to demonstrate the formal link with the persons participating in Transnational training, teaching or learning activities, whether they are involved in the Project as staff (either on a professional or a voluntary basis) or as learners. 
[for  HE only: External experts – invited staff from HEIs not participating in the consortium, from companies or other associations – can also participate in Intensive Study Programmes.]
[for  youth only: However, such formal link is not required for young people participating in blended mobility and youth workers participating in short-term staff training events.]

7. Special needs support

· The coordinator shall report in Mobility Tool+ whether additional grant support for special needs support was used for any of the participants with special needs. The coordinator shall report in Mobility Tool+ the type of additional expenses as well as the real amount of related additional costs incurred. 

· The Special needs support  includes costs directly related to participants with special needs and accompanying persons taking part in transnational teaching, training and learning activities.  



8. Exceptional costs

· Exceptional costs can cover only the costs stipulated in Article II.16.4 of the Agreement. 

· Grant support for exceptional costs can be claimed only for sub-contracting of goods and services and depreciation costs of equipment or other assets purchase and for a financial guarantee if required by the Agreement. Sub-contracting of services is limited to services that cannot be provided by the beneficiaries for duly justified reasons. Equipment cannot include normal office equipment (such as PCs, laptops, printers, beamers, etc.) or equipment used by the beneficiaries for their normal activities (such as equipment for computer classes or training purposes that are part of the normal curriculum).

· The coordinator shall report in Mobility Tool+ the type of expenses and actual costs incurred for exceptional costs. 

· The same type of costs cannot be claimed both under grant items based on unit contributions and grant items based on real costs incurred.   

· In the case of equipment purchase, rental or lease only the amount corresponding to the share of time of the use of the equipment for the project can be claimed. Cost related to the depreciation of equipment or other assets (new or second-hand) shall be calculated by reference to the cost recorded in the accounting statements of the beneficiary, provided that the asset has been purchased in accordance with Article II.9 and that it is written off in accordance with the international accounting standards and the usual accounting practices of the beneficiary. 

· For exceptional costs, the coordinator is required to provide all supporting documents at final report stage.



C. Grant reduction for poor, partial or late implementation

· Poor, partial or late implementation of the Project may be established by the NA on the basis of:

· The final report submitted by the coordinator;

· The products and outputs produced by the project;

· The NA may consider also information received from any other relevant source, proving that the Project is not implemented in accordance with the contractual provisions. Other sources of information may include monitoring visits, desk checks or on the spot checks undertaken by the NA.

· The final report will be evaluated on the basis of quality criteria and scored on a total of maximum 100 points. If the final report scores below 50 points in total, the NA may reduce the final grant amount on the basis of poor, partial or late implementation of the Project even if all activities reported were eligible and actually took place.  

· [For HE accredited organisations only: In the case of accredited organisations, if the NA considers that the implementation of the Project does not respect the quality commitment undertaken by the beneficiaries, the NA may in addition or alternatively impose the implementation of an action plan to ensure respect of the applicable quality and compliance requirements by the beneficiaries concerned within a given timeframe. If the beneficiaries do not implement the action plan satisfactorily by the due date, the NA may withdraw the accreditation of the beneficiaries concerned.

· The final report, products and outputs will be assessed by the NA, using a common set of quality criteria focusing on:

· The extent to which the project was implemented in line with the approved grant application

· The quality of activities undertaken and their consistency with the project objectives

· The quality of the products and outputs produced 

· The learning outcomes and impact on participants

· The extent to which the project proved to be innovative/complementary to other initiatives 

· The extent to which the project proved to add value at EU level 

· The extent to which the project implemented effective quality measures as well as measures for evaluating the project's outcomes

· The impact on the participating organisations

· In case of learning, teaching and training activities: the quality of the practical arrangements provided in support of the mobility, in terms of preparation, monitoring and support to participants during their mobility activity, the quality arrangements for the recognition/validation of the learning outcomes of participants

· The quality and scope of the dissemination activities undertaken

· The potential wider impact of the project on individuals and organisations beyond the beneficiaries

· A grant reduction based on poor, partial or late implementation may be applied to the total final amount of eligible expenses and may be of:

· 25% if the final report scores at least 40 points and below 50 points;

· 50% if the final report scores at least 25 points and below 40 points;

· 75% if the final report scores below 25 points.


Key Action 3 – Structured dialogue: meetings between young people and decision-makers in the youth field

A. Eligibility of activities

· The beneficiaries shall ensure that the activities undertaken with grant support for the project are eligible in accordance with the rules set out in the Erasmus+ Programme Guide. 

· Activities undertaken that are not compliant with the rules set out in the Erasmus+ Programme Guide as complemented by the rules set out in this Annex shall be declared ineligible by the NA and the grant amounts corresponding to the activities concerned shall be reimbursed in full. The reimbursement shall cover all budget categories for which a grant was awarded in relation to the activity that is declared ineligible.



B. Eligibility of expenses

1. Travel

· The coordinator shall report in Mobility Tool the place of departure and the place of arrival for each participant for which grant support for travel was awarded. In case no travel took place, the coordinator shall report that situation accordingly in Mobility Tool+ for the participant concerned.

· For the establishment of the distance band applicable, the coordinator shall use the on-line distance calculator available on the Commission's website at http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm. Mobility Tool+ will calculate the grant amounts for travel based on the applicable unit contribution rates. 

· By default, the place of origin is understood as the place of residence of the participant and the place of venue as the place where the organisation hosting the meeting (that is the "receiving organisation") is located. If a different place of origin or venue is reported, the coordinator shall provide the reason for this difference in Mobility Tool+.



2. Organisational support

· The coordinator shall report in Mobility Tool the start and end dates of the meeting for each participant. If necessary due to the time needed for travelling, the beneficiary may add one day for travel before the first day of the meeting and one day for travel following the last day of the meeting; these extra days for travel will be considered for the calculation of the organisational support.

· Mobility Tool+ will calculate the grant amounts for organisational support based on the applicable unit contribution rates. 

 

3. Special needs support

· The coordinator shall report in the Mobility Tool+ whether additional grant support for special needs support was used for any of the participants with special needs. 

· In such case, the coordinator shall report in Mobility Tool+ the type of expenses as well as the real amount of costs incurred.   

 

4. Exceptional costs

· Exceptional costs can cover only the costs stipulated in Article II.16.4 of the Agreement. 

· The coordinator shall report in the Mobility Tool+ the type of expenses and real costs incurred for exceptional costs. 

· For exceptional costs, the coordinator is required to provide all supporting documents at final report stage.



B. Grant reduction for poor, partial or late implementation

· Poor, partial or late implementation of the Project may be established by the NA on the basis of the final report submitted by the coordinator.

· The NA may consider also information received from any other relevant source, proving that the Project is not implemented in accordance with the contractual provisions. Other sources of information may include monitoring visits, desk checks or on the spot checks undertaken by the NA.

· The final report will be assessed on the basis of quality criteria and scored on a total of maximum 100 points. If the final report scores below 50 points in total, the NA may reduce the final grant amount for organisational support on the basis of poor, partial or late implementation of the Project even if all activities reported were eligible and actually took place.

· The final report will be assessed, using a common set of quality criteria focusing on:

o	The extent to which the Project was implemented in line with the approved grant application

o	The quality of non-formal learning participative methods used and the involvement of young people during  all the stages of the Project

o	The impact on participants and participating organisations

o	The quality of the practical arrangements, management and support modalities

o	The quality and scope of the dissemination activities undertaken

· A grant reduction based on poor, partial or late implementation may be applied to the total final amount of eligible expenses for organisational support and may be of:

· 25% if the final report scores at least 40 points and below 50 points;

· 50% if the final report scores at least 25 points and below 40 points;

· 75% if the final report scores below 25 points.


IV. Rates applicable for unit contributions

 Key Action 1 – Learning Mobility

1. Travel

For staff mobility in VET, HE, AE, youth; for learner mobility in VET; for HE students sent by HEIs from outermost Programme Countries and regions; for mobility of youth workers and EVS in the youth field



		Travel distances

		Amount



		Between 100 and 499 KM:

		180 EUR per participant



		Between 500 and 1999 KM:

		275 EUR per participant



		Between 2000 and 2999 KM:

		360 EUR per participant



		Between 3000 and 3999 KM:

		530 EUR per participant



		Between 4000 and 7999 KM:

		820 EUR per participant



		8000 KM or more:

		1100 EUR per participant







Nota bene: 	the "travel distance" represents the distance between the place of origin and the venue, whereas the "amount" covers the contribution to the travel both to and from the venue.. 



For youth exchanges

		For travel distances between 10 and 99KM:

20 EUR per participant



		For travel distances between 100 and 499 KM:

80 EUR per participant



		For travel distances between 500 and 1999 KM:

170 EUR per participant



		For travel distances between 2000 and 2999 KM:

270 EUR per participant



		For travel distances between 3000 and 3999 KM:

400 EUR per participant



		For travel distances between 4000 and 7999 KM:

620 EUR per participant



		For travel distances of 8000 KM or more: 

830 EUR per participant







Nota bene: 	the travel distance represents a single way distance from the place of origin to the venue, whereas the amount covers the contribution to the return travel to and from the venue. 


2. Individual support

For staff mobility from Programme Countries in SE, VET, HE, AE (including accompanying persons for SE, VET, AE) and for staff mobility from Partner Countries in HE

		

		Staff from Programme Countries

		Staff from Partner Countries



		Receiving country



		Amount per day in EUR [NA to complete exact amount as applied in the eForm or - for HE only - min & max or fixed rate amounts as communicated by the National Agencies to the EC]

		Amount per day in EUR 



		Denmark, Ireland, Netherlands, Sweden, United Kingdom 

		80-160

		160



		 Belgium, Bulgaria, Czech Republic, Greece, France, Italy, Cyprus, Luxembourg, Hungary, Austria, Poland, Romania, Finland, Iceland, Liechtenstein, Norway, Turkey 

		70-140

		140



		Germany, Spain, Latvia, Malta, Portugal, Slovakia, former Yugoslav Republic of Macedonia  

		60-120

		120



		Estonia, Croatia, Lithuania, Slovenia

		50-100

		100



		Partner Countries

		160

		Not eligible







Nota bene: the amount per day is calculated as follows:

up to the 14th day of activity: the amount per day per participant as specified in the table above

+

between the 15 th and 60 th day of activity: 70% of amount per day per participant as specified in the table above 



For VET learner mobility

		

		Learners mobility



		Receiving country

		Amount per day in EUR [NA to complete exact amount as applied in the eForm]



		Belgium

		23-92



		Bulgaria

		23-92



		Czech Republic

		23-92



		Denmark

		27-108



		Germany

		21-84



		Estonia

		18-72



		Ireland

		25-100



		Greece

		22-88



		Spain

		21-84



		France

		25-100



		Croatia

		18-72



		Italy

		23-92



		Cyprus

		24-96



		Latvia

		21-84



		Lithuania

		18-72



		Luxembourg

		24-96



		Hungary

		22-88



		Malta

		21-84



		Netherlands

		26-104



		Austria

		23-92



		Poland

		22-88



		Portugal

		20-80



		Romania

		22-88



		Slovenia

		18-72



		Slovakia

		21-84



		Finland

		24-96



		Sweden

		26-104



		United Kingdom

		28-112



		former Yugoslav Republic of Macedonia

		21-84



		Iceland

		25-100



		Liechtenstein

		22-88



		Norway

		22-88



		Turkey

		22-88







Nota bene: the amount per day is calculated as follows:

up to the 14th day of activity: the amount per day per participant as specified in the table above

+

between the 15 th and 60 th day of activity: 70% of the amount per day per participant as specified in the table above

+ between the 61th day of activity and up to 12 months: 50% of the amount per day per participant as specified in the table above



For HE student mobility

· Student mobility for studies except for students from outermost Programme Countries and regions

		

		Receiving country

		

Amount per month 
[NA to complete exact amount or min & max amounts as communicated by National Agencies to the EC]



		Group 1

Programme Countries with higher living costs

		Denmark, Ireland,  France, Italy, Austria, Finland, Sweden, United Kingdom, Liechtenstein, Norway

		



		Group 2

Programme Countries with medium living costs

		Belgium,  Czech Republic,  Germany,  Greece, Spain, Croatia, Cyprus, Luxembourg,  Netherlands, Portugal, Slovenia, Iceland , Turkey

		



		Group 3

Programme Countries with lower living costs

		Bulgaria, Estonia, Latvia, Lithuania, Hungary, Malta, Poland, Romania, Slovakia, former Yugoslav Republic of Macedonia

		







Those rates fixed by the National Agency or by the higher education institutions themselves (within the range) are fixed for the entire mobility project.

· Student mobility for studies for students from outermost Programme Countries and regions

		Mobility from

		To

		Amount



		Outermost regions, Cyprus, Iceland and Malta, Overseas Countries and Territories

		Group 1 countries

		750 EUR per month



		

		Group 2 countries

		700 EUR per month



		

		Group 3 countries

		650 EUR per month







· Student mobility for traineeships:  additional top-up of [NA to complete exact amount or range as communicated by National Authorities to the EC]  [100-200] EUR/month

· [NA to select if applicable] Students from disadvantaged backgrounds (other than those with special needs) for mobility for studies :  additional top-up of [NA to complete exact amount as communicated by National Authorities to the EC, if applicable] [100-200] EUR/month

For HE student mobility between Programme and Partner Countries

		From

		To

		Amount



		Eligible Partner Countries

		Group 1 Programme Countries

		850 EUR per month



		

		Group 2 Programme Countries

		800 EUR per month



		

		Group 3 Programme Countries

		750 EUR per month



		Programme Countries

		Partner Countries

		650 EUR per month







For youth – EVS pocket money



		

		

European Voluntary Service





		

		EVS lasting less than 2 months

		EVS lasting 2 to 12 months



		Destination country

		Amount per day in Euro

		Amount per month in Euro



		

		A5.4

		A5.5



		Belgium

		4

		110



		Bulgaria

		3

		70



		Czech Republic

		4

		90



		Denmark

		5

		145



		Germany

		4

		110



		Estonia

		3

		85



		Ireland

		5

		125



		Greece

		4

		100



		Spain

		4

		105



		France

		5

		115



		Croatia

		4

		90



		Italy

		4

		115



		Cyprus

		4

		110



		Latvia

		3

		80



		Lithuania

		3

		80



		Luxembourg

		4

		110



		Hungary

		4

		90



		Malta

		4

		110



		Netherlands

		4

		110



		Austria

		4

		115



		Poland

		3

		85



		Portugal

		4

		100



		Romania

		2

		60



		Slovenia

		3

		85



		Slovakia

		4

		95



		Finland

		4

		125



		Sweden

		4

		115



		United Kingdom

		5

		140



		former Yugoslav Republic of Macedonia

		2

		60



		Iceland

		5

		135



		Liechtenstein

		5

		120



		Norway

		5

		135



		Switzerland

		5

		130



		Turkey

		3

		80



		Partner Country

		2

		55









3. Organisational support

For School education, VET, Higher education and Adult education

Up to the 100th participant: 350 EUR per participant + beyond the 100th participant: 200 EUR per additional participant.

For youth worker mobility

Nota bene:	The grant for organisational support will be calculated as an amount per day per participant up to maximum 1100 euro per participant regardless of the actual mobility duration.







		



		

Youth worker mobility





		Destination country

		Amount per day in Euro



		

		A5.6



		Belgium

		65



		Bulgaria

		53



		Czech Republic

		54



		Denmark

		72



		Germany

		58



		Estonia

		56



		Ireland

		74



		Greece

		71



		Spain

		61



		France

		66



		Croatia

		62



		Italy

		66



		Cyprus

		58



		Latvia

		59



		Lithuania

		58



		Luxembourg

		66



		Hungary

		55



		Malta

		65



		Netherlands

		69



		Austria

		61



		Poland

		59



		Portugal

		65



		Romania

		54



		Slovenia

		60



		Slovakia

		60



		Finland

		71



		Sweden

		70



		United Kingdom

		76



		former Yugoslav Republic of Macedonia

		45



		Iceland

		71



		Liechtenstein

		74



		Norway

		74



		Switzerland

		71



		Turkey

		54



		Partner Country

		48









For youth EVS

		



		European Voluntary Service



		

		EVS lasting less than 2 months

		EVS lasting 2 to 12 months



		Destination country

		Amount per day in Euro

		Amount per month in Euro



		

		A5.2

		A5.3



		Belgium

		20

		590



		Bulgaria

		17

		500



		Czech Republic

		17

		490



		Denmark

		21

		630



		Germany

		18

		520



		Estonia

		18

		520



		Ireland

		21

		610



		Greece

		21

		610



		Spain

		18

		530



		France

		19

		570



		Croatia

		19

		570



		Italy

		21

		610



		Cyprus

		21

		610



		Latvia

		19

		550



		Lithuania

		18

		540



		Luxembourg

		21

		610



		Hungary

		17

		510



		Malta

		20

		600



		Netherlands

		21

		620



		Austria

		18

		540



		Poland

		18

		540



		Portugal

		20

		600



		Romania

		17

		500



		Slovenia

		20

		580



		Slovakia

		19

		550



		Finland

		21

		630



		Sweden

		21

		630



		United Kingdom

		21

		630



		former Yugoslav Republic of Macedonia

		15

		440



		Iceland

		21

		610



		Liechtenstein

		21

		610



		Norway

		21

		630



		Switzerland

		21

		620



		Turkey

		17

		500



		Partner Country

		15

		440







For youth exchanges

		



		

Youth exchanges





		Destination country

		Amount per day in Euro



		

		A5.1



		Belgium

		37



		Bulgaria

		32



		Czech Republic

		32



		Denmark

		40



		Germany

		33



		Estonia

		33



		Ireland

		39



		Greece

		38



		Spain

		34



		France

		37



		Croatia

		35



		Italy

		39



		Cyprus

		32



		Latvia

		34



		Lithuania

		34



		Luxembourg

		36



		Hungary

		33



		Malta

		37



		Netherlands

		39



		Austria

		39



		Poland

		34



		Portugal

		37



		Romania

		32



		Slovenia

		34



		Slovakia

		35



		Finland

		39



		Sweden

		39



		United Kingdom

		40



		former Yugoslav Republic of Macedonia

		28



		Iceland

		39



		Liechtenstein

		39



		Norway

		40



		Switzerland

		39



		Turkey

		32



		Partner Country

		29









4. Linguistic support

For VET learner mobility and for EVS mobility [only for languages not covered by OLS] 

150 EUR per participant



5. Course fees

For AE and SE staff mobility only

70 EUR per day per participant with a maximum 700 EUR per participant per course






[Key Action 2 – Strategic Partnerships 

1. Project management and implementation

		Contribution to the activities of the coordinating organisation:



500 EUR per month



		Contribution to the activities of the other participating organisations:



250 EUR per participating organisation per month



		Maximum amount in the case of 10 Beneficiaries or more: 



2750 EUR per month for the Project as a whole







2. Transnational project meetings

		For travel distances between 100 and 1999KM:



575 EUR per participant per meeting



		For travel distances of 2000 KM or more: 



760 EUR per participant per meeting 



		Maximum amount:



23 000 EUR per year for the project as a whole







Nota bene: 	the "travel distance" represents the distance between the place of origin and the venue


3. Intellectual outputs

		Programme Countries

		Manager

		Teacher/Trainer/Researcher/

Youth worker

		Technician

		Administrative staff



		

		Amount per day in EUR



		Denmark, Ireland, Luxembourg, Netherlands, Austria, Sweden, Liechtenstein, Norway 

		294

		241

		190

		157



		

Belgium, Germany, France, Italy, Finland, United Kingdom, Iceland 



		280

		214

		162

		131



		

Czech Republic, Greece, Spain, Cyprus, Malta, Portugal, Slovenia 



		164

		137

		102

		78



		

Bulgaria, Estonia, Croatia, Latvia, Lithuania, Hungary, Poland, Romania, Slovakia former Yugoslav Republic of Macedonia, Turkey



		88

		74

		55

		39







		Partner Countries

		Manager

		Teacher/Trainer/Researcher/

Youth worker

		Technician

		Administrative staff



		

		Amount per day in EUR



		Australia, Canada, Kuwait, Macao, Monaco, Qatar, San Marino, Switzerland, United States of America

		294

		241

		190

		157



		Andorra, Brunei, Japan, New Zealand, Singapore, United Arab Emirates, Vatican City State

		280

		214

		162

		131



		Bahamas, Bahrain, Equatorial Guinea, Hong Kong, Israel, Korea (Republic of), Oman, Saudi Arabia, Taiwan 

		164

		137

		102

		78



		Afghanistan, Albania, Algeria, Angola, Antigua and Barbuda, Argentina, Armenia, Azerbaijan, Bangladesh, Barbados, Chile, Belarus, Belize, Benin, Bhutan, Bolivia, Bosnia and Herzegovina, Botswana, Brazil, Burkina Faso, Burundi, Cambodia, Cameroon, Cape Verde, Central African Republic, Chad, China, Colombia, Comoros, Congo (Brazzaville), Congo (Kinshasa), Cook Islands, Costa Rica, Cuba, Djibouti, Dominica, Dominican Republic, East Timor, Ecuador, Egypt, El Salvador, Eritrea, Ethiopia, Fiji, Gabon, Gambia, Georgia, Ghana, Grenada, Guatemala, Guinea (Republic of), Guinea-Bissau, Guyana, Haiti, Honduras, India, Indonesia, Iran, Iraq, Ivory Coast, Jamaica, Jordan, Kazakhstan, Kenya, Kiribati, Korea (DPR), Kosovo, Kyrgyzstan, Laos, Lebanon, Lesotho, Liberia, Libya, Madagascar, Malawi, Malaysia, Maldives, Mali, Marshall Islands, Mauritania, Mauritius, Mexico, Micronesia, Moldova, Mongolia, Montenegro, Morocco, Mozambique, Myanmar, Namibia, Nauru, Nepal, Nicaragua, Niger, Nigeria, Niue, Pakistan, Palau, Palestine, Panama, Papua New Guinea, Paraguay, Peru, Philippines, Russian Federation, Rwanda, Samoa, Sao Tome and Principe, Senegal, Serbia, Seychelles, Sierra Leone, Solomon Islands, Somalia, South Africa, Sri Lanka, St. Lucia, St. Vincent and the Grenadines, St. Kitts and Nevis, Sudan, Suriname, Swaziland, Syria, Tajikistan, Tanzania, Thailand, Togo, Tonga, Trinidad and Tobago, Tunisia, Turkmenistan, Tuvalu, Uganda, Ukraine, Uruguay, Uzbekistan, Vanuatu, Venezuela, Vietnam, Yemen, Zambia, Zimbabwe



		88

		74

		55

		39







4. Multiplier events



		100 EUR per local participant 

(i.e. participants from the country where the event is taking place)



		200 EUR per international participant (i.e. participants from other countries)



		Maximum 30 000 EUR for the project as a whole







5. Transnational training, teaching and learning activities

5.a. Travel

		For travel distances between 100 and 1 999KM: 

275 EUR per participant 



		For travel distances of 2 000KM or more: 

360 EUR per participant







Nota bene: 	the "travel distance" represents the distance between the place of origin and the venue, whereas the "amount" covers the contribution to the travel both to and from the venue.


5.b. Individual support

Short-term activities 

		Short term joint staff training events, teaching in Intensive Study Programmes and accompanying persons

		up to the 14th day of activity: 100 EUR per day per participant

+

between the 15 th and 60 th day of activity: 70 EUR per day per participant



		Short term activities for learners 

(blended mobility, short term pupils' mobility, intensive programmes)

		up to the 14th day of activity: 55 EUR per day per participant

+

between the 15 th and 60 th day of activity: 40 EUR per day per participant







Long-term activities 

		Long term teaching or training assignments 



Long term mobility of youth workers

		up to the 14th day of activity: B1.5 per day per participant

+

between the 15 th and 60 th day of activity: B1.6 per day per participant

+

between the 61th day of activity and up to 12 months: B1.7 per day per participant



		Long term mobility of pupils 

		B1.8 per month per participant 







		Receiving country

		Long-term teaching or training assignments - mobility of youth workers 



		Long-term activities of pupils





		

		in EUR per day

		in EUR per month



		

		B1.5

		B1.6

		B1.7

		B1.8



		Belgium

		105

		74

		53

		110



		Bulgaria

		105

		74

		53

		70



		Czech Republic

		105

		74

		53

		90



		Denmark

		120

		84

		60

		145



		Germany

		90

		63

		45

		110



		Estonia

		75

		53

		38

		85



		Ireland

		120

		84

		60

		125



		Greece

		105

		74

		53

		100



		Spain

		90

		63

		45

		105



		France

		105

		74

		53

		115



		Croatia

		75

		53

		38

		90



		Italy

		105

		74

		53

		115



		Cyprus

		105

		74

		53

		110



		Latvia

		90

		63

		45

		80



		Lithuania

		75

		53

		38

		80



		Luxembourg

		105

		74

		53

		110



		Hungary

		105

		74

		53

		90



		Malta

		90

		63

		45

		110



		Netherlands

		120

		84

		60

		110



		Austria

		105

		74

		53

		115



		Poland

		105

		74

		53

		85



		Portugal

		90

		63

		45

		100



		Romania

		105

		74

		53

		60



		Slovenia

		75

		53

		38

		85



		Slovakia

		90

		63

		45

		95



		Finland

		105

		74

		53

		125



		Sweden

		120

		84

		60

		115



		United Kingdom

		120

		84

		60

		140



		former Yugoslav Republic of Macedonia

		90

		63

		45

		60



		Iceland

		105

		74

		53

		135



		Liechtenstein

		105

		74

		53

		120



		Norway

		105

		74

		53

		135



		Turkey

		105

		74

		53

		80







5.c. Linguistic support

Only for long-term activities as specified in 5.b. above: 150 EUR per participant 




Key Action 3 – Structured dialogue in the youth field

1. Travel

		For travel distances between 10 and 99KM:

20 EUR per participant



		For travel distances between 100 and 499 KM:

80 EUR per participant



		For travel distances between 500 and 1999 KM:

170 EUR per participant



		For travel distances between 2000 and 2999 KM:

270 EUR per participant



		For travel distances between 3000 and 3999 KM:

400 EUR per participant



		For travel distances between 4000 and 7999 KM:

620 EUR per participant



		For travel distances of 8000 KM or more: 

830 EUR per participant







Nota bene: 	the travel distance represents a single way distance from the place of origin to the venue, whereas the amount covers the contribution to the return travel to and from the venue. 



2. Organisational support

		Receiving country

		Amount in EUR per day per participant



		Belgium

		37



		Bulgaria

		32



		Czech Republic

		32



		Denmark

		40



		Germany

		33



		Estonia

		33



		Ireland

		39



		Greece

		38



		Spain

		34



		France

		37



		Croatia

		35



		Italy

		39



		Cyprus

		32



		Latvia

		34



		Lithuania

		34



		Luxembourg

		36



		Hungary

		33



		Malta

		37



		Netherlands

		39



		Austria

		39



		Poland

		34



		Portugal

		37



		Romania

		32



		Slovenia

		34



		Slovakia

		35



		Finland

		39



		Sweden

		39



		United Kingdom

		40



		former Yugoslav Republic of Macedonia

		28



		Iceland

		39



		Liechtenstein

		39



		Norway

		40



		Turkey

		32



		Partner Country neighbouring the EU

		29








V. Provision of supporting documents

In accordance with Article II.20, the beneficiaries may be subject to checks and audits in relation to the Agreement [For HE mobility between Programme and Partner Countries only:, including both inbound and outbound mobility]. Checks and audits aim at verifying whether the beneficiaries managed the grant in respect of the rules set out in the Agreement, in order to establish the final grant amount to which the beneficiaries are entitled. To that effect, the beneficiaries may be subject to the following types of checks:

· Final report check: NA check at final report stage undertaken at the NA premises in order to establish the final grant amount to which the beneficiaries are entitled. This type of check will be undertaken in all cases;

· Desk check: in-depth check of supporting documents at the NA premises, usually at or after final report stage, if the Agreement is included in the NA sample for desk checks required by the European Commission or if the NA  included the Agreement for a targeted desk check based on its risk assessment;

· On the spot check: check at the premises of the beneficiaries or at any other relevant premise for the execution of the Project. The beneficiaries may be subject  to an on the spot check if the Agreement is included in the NA sample for on the spot checks required by the European Commission or if the NA  included the Agreement for a targeted on the spot check based on its risk assessment. There are three types of possible on the spot checks:

· On the spot check during action: check undertaken during the implementation of the Project

· On the spot check after action: check undertaken after the end of the Project and usually after the final report check [For HE mobility between Programme and Partner Countries only:  to establish compliance with the commitments undertaken as a result of the inter-institutional agreement (s)];

· Systems check: check of the beneficiary in order to establish compliance with the commitments undertaken as a result of the [HE: consortium charter]/VET: VET mobility charter/youth: EVS charter] [For HE mobility between Programme and Partner Countries only: to establish compliance with the commitments undertaken as a result of the inter-institutional agreement];

The table below specifies the subject of the NA verification for each budget category under the different types of checks. The beneficiaries shall note that the NA may request for any type of check also supporting documents or evidence that are typically specified for another type of check in the table below. 

In view of checks, the coordinator shall supply supporting documents in original, including for supporting documents from the other beneficiaries. In so far as any of the beneficiaries is legally not authorised to send original documents for final report or desk checks, the beneficiary concerned may send a copy thereof instead. The NA shall return original supporting documents to the coordinator upon its analysis thereof.




[Key Action 1 – adult education]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Individual support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Course fees

		Final report

		Final report

Supporting documents specified in Article II.16.2

		N/A

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity 

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts





 

[Key Action 1 – school education]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Individual support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Course fees

		Final report

		Final report

Supporting documents specified in Article II.16.2

		N/A

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity 

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts







[Key Action 1 – vocational education and training]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		System check

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the VET Mobility charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Individual support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the VET Mobility charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the VET Mobility charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Linguistic support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the VET Mobility charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts









[Key Action 1 – higher education]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		System check

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

For mobility between Programme and Partner Countries only: and the inter-institutional agreement (s)

		Reality and eligibility of the activity and the participants

Compliance with the ECHE charter

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Individual support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

For mobility between Programme and Partner Countries only: and the inter-institutional agreement (s)

		Reality and eligibility of the activity and the participants

Compliance with the ECHE charter

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

For mobility between Programme and Partner Countries only: and the inter-institutional agreement (s)

		Reality and eligibility of the activity and the participants

Compliance with the ECHE charter

For mobility between Programme and Partner Countries only: and the inter-institutional agreements

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants





		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity 

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts







[Key Action 1 – youth]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		System check

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

[EVS only:] Compliance with the EVS charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		[EVS only:]

Individual support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the EVS charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

[EVS only:] Compliance with the EVS charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		[EVS only:]

Linguistic support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

Compliance with the EVS charter

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts





 




[Key Action 2 – Strategic Partnerships]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		On-the spot check after action



		Project management and implementation

		Final report

Project results uploaded in Dissemination Platform

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Transnational project meetings

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Intellectual outputs

		Final report

Project results uploaded in Dissemination Platform

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Multiplier events

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Transnational learning, teaching, training activities

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity 

		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts







[Key Action 3 – youth]

 

		Budget category

		Final report check

		Desk check

		On-the-spot check during action

		System check

		On-the spot check after action



		Travel

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Organisational support

		Final report

		Final report

Supporting documents specified in Article II.16.2

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants

		Final report

Supporting documents specified in Article II.16.2

Recording of Project expense in beneficiary accounts



		Special needs support

		Final report

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts



		Exceptional costs

		Final report

Supporting documents specified in Article II.16.4

		Final report

Supporting documents specified in Article II.16.4

		Reality and eligibility of the activity and the participants

		Reality and eligibility of the activity and the participants



		Final report

Supporting documents specified in Article II.16.4

Recording of Project expense in beneficiary accounts







60




image15.emf
NEO guidelines


NEO guidelines
[image: image1.png]adoin3 |p1o0g







[image: image2.png]___
é § European

— Commission | Erasmus+







[image: image3.png]\k\x\\\\\

SE
oS







[image: image1.png]



DRAFT

Awareness raising and monitoring of Erasmus+


International Credit Mobility projects in Partner Countries

Guidelines


for National Erasmus+ Offices

Context

The mandate of the National Erasmus+ Offices (NEOs) under the Erasmus+ programme covers the recently introduced Erasmus+ International Credit Mobility Action (ICM) .

The awareness raising, monitoring and reporting activities relating to ICM is part of the agreement signed between NEOs and the Education, Audiovisual and Culture Executive Agency (EACEA).


The present document provides a more detailed overview of the activities expected by NEOs regarding the implementation of the ICM action. The NEO will assist the European Commission (DG Education and Culture, DG EAC), the EACEA and the Partner Country institutions during all phases of the ICM projects as described below.

The European Commission strongly recommends that each NEO designates one member of its staff who will particularly follow up the implementation and developments of the ICM action both in the Partner Country and at European level.

Phases of the project and expected NEO role

1. Information and promotion activities

In order to effectively disseminate information on the Erasmus+ International Credit Mobility (ICM) action, the NEO is advised to:

· have a dedicated section on the NEO's website presenting the ICM action and indicating deadlines of the upcoming ICM call;

· make the link to DG EAC webpages with the most relevant documents for application and management of ICM projects such as: Erasmus+ Programme Guide, Frequently Asked Questions, Quick reference guide for Partner Country HEIs, Do's and don'ts for applicant higher education institutions etc. Documents not available on the website could also be uploaded and kept up-to-date;

· communicate to DG EAC new frequently asked questions not being answered in European Commission documents;

· organise seminars, information days and other events to promote the participation in the Erasmus+ ICM action;

· regularly contact the international unit in DG EAC for relevant and up-to-date statistics and information relating to ICM in the Partner Country.


2. Assistance to potential beneficiaries 

In order to effectively assist potential beneficiaries (institutions and individuals) of the Erasmus+ ICM action, the NEO shall: 

· give advice to potential partner institutions on the way to access ICM;

· use various means and tools, including social media, to provide support to beneficiaries;

· assist higher education institutions in finding partners in Programme Countries. In order to do so, the NEO can:


· contact the International Contact Points (ICP) of the Programme Country National Agencies who can assist with providing contact details; 

· run a survey about the Partner Country institutions' needs (see example in Annex I);

· share with the ICPs a list of Partner Country institutions, including their Participant Identification Code (PIC) and contact details;

· assist Partner Country institutions in relation to visa, tax, insurance, contact with local authorities and the EU delegation etc.;

· assist institutions during the project implementation phase and refer them to the right guiding documents (e.g Quick reference guide for selected higher education institutions in Partner Countries).

The NEO could also:


· promote cooperation and support the exchange of good practices between selected ICM projects in the Partner Country;

· highlight examples of good practice from the Partner country to the European Commission and also to National Agencies in Programme countries which could be referred to or asked to participate in for information days and other dissemination events;

· attend information days in Programme Countries to identify potential partners (after preliminary agreement of EACEA). Should participation not be possible, the NEO could contact other NEOs from the region to represent their country and optimise travel costs;

· stay in contact with other NEOs in the region to share good practices and information.

3. Monitoring of ICM projects


a) Organisation of monitoring visits


NEOs are asked to include ICM monitoring visits in their annual monitoring plan. They can combine such visits with monitoring visits of Capacity Building project, the idea being to avoid multiple visits to a same institution..

The European Commission expects NEOs to sample at least 10% of their country’s higher education institutions involved in ICM on an annual basis, with a minimum of 5 institutions per year.

For each HEI sampled, NEOs are expected to monitor all ICM bilateral agreements (with different Programme Country institutions).


NEOs are requested to use the questionnaire presented in Annex II. The NEO is free to complement the template provided.

The NEO should meet the person responsible for organising the project with the Programme Country institution and some mobile students or staff members having benefited from the mobility project. A meeting with university hierarchy should also be held to evaluate what effects the project is having on the institution as a whole.


b) Aims of monitoring visits


The objectives of monitoring visits are to:

· monitor the compliance with the principles laid down in the Erasmus Charter for Higher Education (ECHE) as embedded in inter-institutional agreement(s);

· ensure, that binding documents have been properly signed (i.e. inter-institutional agreement), and on a sample basis, learning/mobility agreements for students/staff and grant agreements;

· ensure that Partner Country institutions use fair criteria for the selection of their participants and organise a transparent selection process;

· enquire about the recognition by the sending institution of the credits earned by the participant during his/her time abroad;

· formulate recommendations to the Partner Country institution and contact the ICP in the corresponding Programme Country National Agency (if necessary);

· keep the European Commission and the ICPs in the relevant National Agencies informed of the monitoring visit results and follow-up;

· alert the European Commission and the ICPs if the NEO notices serious implementation problems.

c) Reporting format


While the NEO is expected to keep his/her working documents (answers to the questionnaires, internal full report), the European Commission expects to receive a very short “Flash report” presenting good practices and/or possible problems. See Template in Annex III. Flash reports are to be sent to EAC-NA-ICM@ec.europa.eu.

A more elaborated synthesis of ICM monitoring visits carried out during the year should be included in the NEO annual report sent to the Education, Audiovisual and Culture Executive Agency (EACEA).

4. Useful resources

Erasmus+ Homepage http://ec.europa.eu/programmes/erasmus-plus/index_en.htm

Erasmus+ Programme Guide

http://ec.europa.eu/programmes/erasmus-plus/discover/guide/index_en.htm


Quick reference guide for selected higher education institutions in Partner Countries 


http://ec.europa.eu/education/opportunities/international-cooperation/international-mobility_en.htm

FAQs for Higher Education Institutions 


http://ec.europa.eu/education/opportunities/international-cooperation/international-mobility_en.htm


FAQs for Students & Staff 

http://ec.europa.eu/education/opportunities/higher-education/study-mobility_en.htm


Annex I

Survey for Partner Country higher education institutions


		Information on Higher Education Institution

		Name of HEI

		



		

		PIC Number

		



		

		Number of Students 

		



		

		Already involved in Erasmus+ International Credit Mobility Action? 

		YES/ NO 


If yes, how many projects?

With which European countries?






		

		Address of HEI

		



		

		Website

		



		

		Interested in (more) ICM projects? 

		YES/ NO 


(If yes please fill in the fields below) 



		Contact person for ICM 

		Name

		



		

		Job Title

		



		

		Department/ faculty

		



		

		Phone number

		



		

		Email address 

		



		Requested partners for ICM

		European countries of interest

		Type of mobility expected: staff/students (at which levels?)

		Field(s) of study



		

		Country X

		

		



		

		Country Y…

		

		





Annex II

a. Indicative list of questions for ICM visits to higher education institutions (HEI) in Partner Countries

		Author: 

		HEI:

		Date & place: 



		How many International Credit Mobility (ICM) projects does your institution have? What are the names of your partner institutions? In which Programme Countries?

		



		Have all your inter-institutional agreements been signed? If no, why? How many have been signed? 

		



		Did you use the template for inter-institutional agreements provided by the European Commission?  

		



		On what basis were the objectives of the mobility programme defined? Were they part of an overall institutional strategy? Who was involved in the definition? Was this exercise carried out with your European partners? What problems, if any, did you encounter and how were they resolved?

		



		How many mobilities have you planned for each of your projects? Students or staff? Which levels of studies?

		



		How many mobilities have already taken place? 

		



		How did you select your outgoing participants (e.g. selection committee)? Did you involve the European partners?

		



		Do you have special measures to involve participants from social disadvantaged backgrounds or participants with special needs?

		



		Did you publish an open call for participants? If yes, when and where?


How did you make sure that EU support was given the adequate publicity? Did you use the Erasmus+ logo?

		



		Has your institution already signed learning/ mobility agreements with your students and staff? If yes, how many? If no, why?

		



		Which preparatory measures have you taken for your in-coming and outgoing participants? (e.g. language courses, visa support, housing, insurance etc.)

		



		Have any of your participants already returned? 

		



		If you welcome European mobile students, have you put in place a Course Catalogue?


Is it published on your website?

		



		Have you agreed grade distribution tables with your partner institution(s) (information about the country’s and the institution’s grading practices)?

		



		Has your institution recognised the credits earned by the participant abroad? If yes, fully? If no or partially, why?

		



		Which difficulties do you encounter/ did you encounter during the project?

		



		Do you plan to organise new mobility projects? 


With the same partners or with new partners?

		



		Which advice/message would you like me to pass to the European Commission and or European National Agencies?

		





b. Indicative list of questions for meeting with a mobile student/staff member in a Partner Country Higher Education Institution

		Author: 

		HEI:

		Date & place: 



		When and where have you heard about Erasmus+ scholarships for the first time? (University, on the internet, friends, etc.)

		



		How were you selected to take part in this Erasmus+ mobility (e.g. selection panel)?

Was it a difficult and selective process? 


Have the number of available mobilities been openly advertised? 


Have the selection results been published? 

		



		Were you considering undertaking a mobility period abroad when you began your studies? Would you have the means to do so?

		



		Are training periods abroad part of the general institutional strategy for staff development? If yes what means are made available? 

		



		What kind of support have you received from your home institution? 

Did you receive a language course before the start of your mobility?

		



		How was the contact with your receiving institution before departure? After departure? 


Was the course catalogue at the receiving institution published online and up-to-date?

		



		When have you signed your learning agreement? Did you encounter any problems?

		



		When have you signed your grant agreement? Did you encounter any problems?

		



		Do you believe that you received sufficient information to prepare for your mobility? 

		



		Did you receive a welcoming session/introductory session at your receiving institution? 

		



		What do you think of the quality of your studies? 


If you are a staff member getting trained, how do you assess the quality of your training abroad?


If you are a staff member having taught, how do you assess the quality of your cooperation with your colleagues in the partner institution?

		



		Did you receive support for your travel? If yes, before or after the start of the mobility? 

		



		At what stage was or will your grant be paid? 

		



		Did you receive any additional funds besides the Erasmus+ grant?

		



		Did you encounter problems in order to obtain a visa? If yes, please describe. 

		



		Have you filled in the Erasmus+ participant survey? If yes, when?

		



		How have your credits earned abroad been recognised by your home university? Fully, partially or not at all? (please develop)

If you are a staff member, to what extend has your working experience abroad been valorised when back in your home institution?

		



		Would you recommend this Erasmus+ International mobility scheme to your fellows?

		





Annex III


FLASH REPORT FORMAT


Maximum 2 pages

(to be filled in per Partner Country higher education institution (HEI))


Partner Country HEI: ………………………….


Programme Country HEI(s): …………………….


NEO representative: ………………………………………..


Main Observations / Conclusions: 


……………………………………………………………………..

……………………………………………………………………..


……………………………………………………………………..


Best practice seen:


……………………………………………………………………..


……………………………………………………………………..


……………………………………………………………………..

Problem(s) observed and suggested remedial action(s):


……………………………………………………………………..


……………………………………………………………………..


……………………………………………………………………..

Message to the European Commission and National Agency concerned: 

……………………………………………………………………..


……………………………………………………………………..


……………………………………………………………………..

To be sent to: EAC-NA-ICM@ec.europa.eu

+ copy the International Contact Point of the corresponding Programme Country National Agency.

January 2016  2
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Introduction
The European Credit Transfer and Accumulation System (ECTS) is a tool of the 
European Higher Education Area (EHEA) for making studies and courses more 
transparent and thus helping to enhance the quality of higher education. 


ECTS was instituted in 1989, within the 
Erasmus programme, as a way of transfer-
ring credits that students earned during 
their studies abroad into credits that 
counted towards their degree, on their 
return to studying in their home institu-
tion. In the following years, it came to be 
used not only for transferring credits, on 
the basis of workload and achieved learn-
ing outcomes, but also for accumulating 
them in institutions’ degree programmes. 
ECTS helps in the design, description and 


delivery of programmes, makes it possible 
to integrate different types of learning in 
a lifelong learning perspective, and facil-
itates the mobility of students by easing 
the process of recognising qualifications 
and periods of study. ECTS can be applied 
to all programmes, whatever the mode of 
delivery (classroom-based, work-based, 
distance learning) or the status of students 
(full-time, part-time), and to all kinds of 
learning contexts (formal, non-formal and 
informal).
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The ECTS Users’ Guide offers guidelines 
for implementing ECTS and links to useful 
supporting documents. Following the re-
quest from Bologna Ministers in Bucharest 
(Bucharest Communiqué, 2012), the ECTS 
Users’ Guide of 2009 has been revised, in 
order to strengthen the ‘meaningful im-
plementation of learning outcomes’ in the 
EHEA. The Guide takes forward the objec-
tive of Ministers to ‘call on institutions to 
further link study credits with both learning 
outcomes and student workload and to in-
clude the attainment of learning outcomes 
in assessment procedures’. This revised 
version is based on a solid foundation of 
work done in recent years, both within the 
Bologna Process and in individual coun-
tries, to help the academic community and 
other stakeholders in higher education to 
move in the direction of the changes advo-
cated by the Bologna Process. 


The revised Guide takes into account re-
cent developments in the Bologna Process 
such as the establishment of the EHEA, 
the consolidation of lifelong learning, the 
paradigm shift from teacher-centred to 
student-centred higher education, the in-
creasing use of learning outcomes, and the 
development of new modes of learning 
and teaching. It includes a specific focus on 
programme design and delivery, and builds 


on the experience of higher education 
institutions in using qualifications frame-
works and in applying ECTS principles in 
academic practice. 


The Guide is offered to students and other 
learners, academic and administrative staff 
in higher education institutions as well as 
to employers, education providers and all 
other interested stakeholders. For ease of 
reading, the term ‘student’ is used to re-
fer to all learners in higher education in-
stitutions (whether full-time or part-time, 
engaged in distance, on-campus or work-
based learning, pursuing a qualification or 
following stand-alone educational units or 
courses).


The revised Guide has been written by a 
working group of practitioners appointed 
by Bologna countries and stakeholders’ as-
sociations. It has been submitted for con-
sultation to stakeholders’ associations, ex-
perts from countries in the EHEA, and the 
Bologna Follow-up Group. The European 
Commission has coordinated the drafting 
and consultation process. Finally, the Guide 
has been adopted by Ministers for Higher 
Education of the European Higher Educa-
tion Area in 2015 at the Yerevan ministerial 
conference. It is therefore the official Guide 
for the use of ECTS.
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ECTS key features 
ECTS is a learner-centred system for credit accumulation and transfer, based 
on the principle of transparency of the learning, teaching and assessment pro-
cesses. Its objective is to facilitate the planning, delivery and evaluation of study 
programmes and student mobility by recognising learning achievements and 
qualifications and periods of learning.


ECTS credits express the volume of learn-
ing based on the defined learning out-
comes and their associated workload. 
60 ECTS credits are allocated to the learn-
ing outcomes and associated workload of 
a full-time academic year or its equivalent, 
which normally comprises a number of 
educational components to which credits 
(on the basis of the learning outcomes and 
workload) are allocated. ECTS credits are 
generally expressed in whole numbers.


Learning outcomes are statements of what 
the individual knows, understands and 
is able to do on completion of a learning 
process. The achievement of learning out-
comes has to be assessed through proce-
dures based on clear and transparent cri-
teria. Learning outcomes are attributed to 
individual educational components and to 
programmes at a whole. They are also used 
in European and national qualifications 
frameworks to describe the level of the in-
dividual qualification. 


Workload is an estimation of the time the 
individual typically needs to complete all 
learning activities such as lectures, semi-
nars, projects, practical work, work place-
ments1 and individual study required to 
achieve the defined learning outcomes in 
formal learning environments. The corre-
spondence of the full-time workload of an 
academic year to 60 credits is often for-
malised by national legal provisions. In most 
cases, workload ranges from 1,500 to 1,800 
hours for an academic year, which means 
that one credit corresponds to 25 to 30 
hours of work. It should be recognised that 
this represents the typical workload and 
that for individual students the actual time 
to achieve the learning outcomes will vary. 


1 	 This Guide uses « work placement » or « placement », « training period », « internship » and « traineeship »  
as synonyms. 


10







Allocation of credits in ECTS is the process 
of assigning a number of credits to qualifi-
cations, degree programmes or single edu-
cational components. Credits are allocated 
to entire qualifications or programmes ac-
cording to national legislation or practice, 
where appropriate, and with reference to 
national and/or European qualifications 
frameworks. They are allocated to educa-
tional components, such as course units, 
dissertations, work-based learning and 
work placements, taking as a basis the allo-
cation of 60 credits per full-time academic 
year, according to the estimated workload 
required to achieve the defined learning 
outcomes for each component.


Awarding credits in ECTS is the act of for-
mally granting students and other learners 
the credits that are assigned to the qual-
ification and/or its components if they 
achieve the defined learning outcomes. 
National authorities should indicate which 
institutions have the right to award ECTS 


credits. Credits are awarded to individual 
students after they have completed the re-
quired learning activities and achieved the 
defined learning outcomes, as evidenced 
by appropriate assessment. If students 
and other learners have achieved learning 
outcomes in other formal, non-formal, or 
informal learning contexts or timeframes, 
credits may be awarded through assess-
ment and recognition of these learning 
outcomes. 


Accumulation of credits in ECTS is the 
process of collecting credits awarded for 
achieving the learning outcomes of educa-
tional components in formal contexts and 
for other learning activities carried out in 
informal and non-formal contexts. A stu-
dent2 can accumulate credits in order to:


-	 obtain qualifications, as required by 
the degree-awarding institution;


-	 document personal achievements for 
lifelong learning purposes.


2 	The question of whether to refer to ‘students’ or ‘learners’ was discussed in depth in the working group and 
with stakeholders. The position reached recognises and welcomes the fact that higher education is moving 
towards more flexible provision; it also recognises the fact that most higher education systems are organised 
around provision of formal programmes to a clearly defined student body. While it was deemed premature 
to use only the term ‘learner’ in the Guide, the term ‘student’ is used to encompass all learners in higher 
education institutions (whether full-time or part-time, engaged in distance, on-campus or work-based 
learning, pursuing a qualification or following stand-alone educational units or courses).
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Transfer of credits is the process of hav-
ing credits awarded in one context (pro-
gramme, institution) recognised in another 
formal context for the purpose of obtaining 
a qualification. Credits awarded to students 
in one programme may be transferred from 
an institution to be accumulated in another 
programme offered by the same or anoth-
er institution. Credit transfer is the key to 
successful study mobility. Institutions, fac-
ulties, departments may make agreements 
which guarantee automatic recognition 
and transfer of credits.


ECTS documentation: The use of ECTS 
credits is facilitated and quality enhanced 
by the supporting documents (Course Cat-
alogue, Learning Agreement, Transcript of 
Records, and Work Placement Certificate). 
ECTS also contributes to transparency in 
other documents such as the Diploma 
Supplement.
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ECTS and the European Higher Education 
Area (EHEA) 
In 1999 the Bologna Declaration included ECTS among the main objectives to be 
achieved by countries participating in the Bologna Process. Through the reforms 
implemented in the course of the Process, ECTS has become a key tool of the  
European Higher Education Area (EHEA).


ECTS is adopted as the national credit sys-
tem in most countries of the EHEA. In other 
regions of the world, it is increasingly used 
by institutions or interacts successfully with 
local credit systems3 based on comparable 
criteria, thus playing a role in the growing 
global dimension of education.


Within the EHEA, ECTS increases the trans-
parency and readability of the educational 
process and thus plays an effective role in 
stimulating change and modernisation, be-
cause its implementation encourages the 
paradigm shift from a teacher-centred to 
a learner-centred approach, which is, un-
der the term of Student-Centred Learning 
(SCL), recognised as an underlying princi-
ple of the EHEA.


By using learning outcomes and work-
load in curriculum design and delivery, 
ECTS places the student at the centre of 
the educational process. Moreover, using 
credits makes it easier to create and doc-
ument flexible learning pathways, thus 
allowing students greater autonomy and 
responsibility.


Due to its outcome-based approach, the 
use of ECTS serves other purposes of the 
EHEA:


yy It facilitates the recognition of 
prior learning and experience 
and encourages a higher level of 
completion and wider participation in 
lifelong learning;


yy It establishes a closer link between 
educational programmes and 
societal requirements and enhances 
interaction with all stakeholders, 
including the world of work and wider 
society;


yy It facilitates mobility within an 
institution or country, from institution 
to institution, from country to 
country, and between different 
educational sectors and contexts 
of learning (i.e. formal, non-formal, 
informal and work-based learning), 
through recognition and credit 
transfer.


In national legislation the use of ECTS can 
be a requirement for accreditation of high-
er education programmes or qualifications.


3 	 ECTS has inspired the development of credit systems in other regions, for example in Southeast-Asia,  
Latin America and most recently in Africa.
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Student-Centred Learning (SCL) is a process of qualitative transformation for 
students and other learners in a learning environment, aimed at enhancing 
their autonomy and critical ability through an outcome-based approach.


The SCL concept can be summarised into the following elements:


yy Reliance on active rather than passive learning;


yy Emphasis on critical and analytical learning and understanding;


yy Increased responsibility and accountability on the part of the student;


yy Increased autonomy of the student;


yy A reflective approach to the learning and teaching process on the part of 
both the student and the teacher.
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ECTS for programme design, delivery and 
monitoring 
This section deals with the design of educational programmes by higher 
education institutions (HEIs) or by other providers. The use of ECTS credits aids 
programme design by providing a tool which improves transparency and helps 
to engender a more flexible approach to curriculum design and development. 


From an institutional perspective, design-
ing a programme means planning a cur-
riculum and its components in credits, in-
dicating learning outcomes and associated 
workload, learning activities and teaching 
methods and assessment procedures/cri-
teria. The institutional credit framework 
should cater for the needs of different pro-
grammes and support inter- and multi-dis-
ciplinary approaches.


The use of ECTS in HEIs requires both an in-
stitutional credit framework based on insti-
tutional regulations and a profound under-
standing of the system by each member of 
the academic staff. Some institutions foster 
this understanding by regular training for 
staff members. Team-based decisions on 
programme design enhance the coher-
ence of the programme.


The following steps have been identified as helpful in designing programmes.


An independent learner may accumulate the credits required for the 
achievement of a qualification through a variety of learning modes. She/he 
may acquire the required knowledge, skills and competence in formal, non-
formal and informal contexts: this can be the result of an intentional decision 
or the outcome of different learning activities over time. The learner may 
select educational components without immediate orientation towards a 
formal qualification. ECTS supports this process, as described in Section 5 on 
Lifelong Learning.
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3.1 The programme context


When a new programme is developed, the first decision typically concerns the level of the 
qualification to be awarded, which is defined on the basis of the relevant national legis-
lation and existing qualifications frameworks (European, national, sectoral, institutional). 


It will be evident that not all learning outcomes are at the same level – hence the full imple-
mentation of a credit system requires level descriptors.


There are two European Qualifications Frameworks: the Framework for 
Qualifications of the European Higher Education Area (QF-EHEA) and the 
European Qualifications Framework for Lifelong Learning of the EU (EQF-
LLL). Both frameworks use learning outcomes to describe qualifications (e.g. 
Bachelor, Master, Doctor) and are compatible with each other as far as Higher 
Education is concerned (QF-EHEA cycles 1, 2 and 3 correspond to EQF-LLL 
levels 6, 7 and 8) and cover qualifications at ISCED levels 6, 7, 8.


In the QF-EHEA, three main cycles, as well as a short cycle, are identified and 
described by the so-called Dublin Descriptors, in terms of: applying knowledge 
and understanding, making judgments, communication skills, and learning to 
learn. The short, first and second cycles are also characterised by credit ranges:


yy Short cycle qualifications typically include approximately 120 ECTS 
credits.


yy First cycle qualifications typically include 180 or 240 ECTS credits. 


yy Second cycle qualifications typically include 90 or 120 ECTS credits, with 
a minimum of 60 ECTS credits at the level of the second cycle.


yy The use of ECTS in the third cycle varies.
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The EQF-LLL describes ‘levels of qualification’ (without indicating any 
credit ranges) – to provide a common reference framework which assists in 
comparing the national qualifications systems, frameworks and their levels. It 
is based on eight levels.


yy As an instrument for the promotion of lifelong learning, the EQF 
encompasses general and adult education, vocational education and 
training as well as higher education. 


yy The eight levels cover the entire span of qualifications from those 
achieved at the end of compulsory education to those awarded at the 
highest level of academic and professional or vocational education and 
training.


yy Each level should in principle be attainable by way of a variety of 
education and career paths.


yy Learning outcomes are specified in three categories – as knowledge, 
skills and competence. This signals that qualifications – in different 
combinations – capture a broad scope of learning outcomes, including 
theoretical knowledge, practical and technical skills, and social 
competences where the ability to work with others will be crucial.


The different cycles of QF-EHEA are referenced to the levels of EQF-LLL as 
follows:


yy Short-cycle qualifications at level 5


yy First-cycle qualifications at level 6


yy Second-cycle qualifications at level 7


yy Third-cycle qualifications at level 8 


National education systems may include levels other than those included in 
the overarching frameworks as long as national frameworks are self-certified 
and referenced against the QF-EHEA and the EQF. For example, while the 
EQF comprises 8 levels, the number of levels in national frameworks currently  
ranges from 7 to 12. Therefore, the fact that short cycle qualifications are in-
cluded in the QF-EHEA does not oblige countries to include such qualifica-
tions in their national frameworks but it gives explicit recognition to the fact 
that many national frameworks do include short cycle qualifications.
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The QF-EHEA and the EQF provide overar-
ching frameworks against which national 
and institutional frameworks and descrip-
tors should be calibrated. 


National frameworks are normally more 
detailed than these overarching frame-
works, reflecting the range of tertiary qual-
ifications offered in the country. 


Higher Education Institutions which imple-
ment ECTS as a credit system will need an 
institutional framework which correlates 
with the national and international frame-
works. The institutional framework will in-
dicate how ECTS credits are to be used, nor-
mally specifying a minimum credit value for 
an educational component to facilitate in-
ter/multi-disciplinary programmes (which 
will be created by combining educational 
components from across a range of disci-
plines). European and national frameworks 
indicate the level of the final qualification. 


Thus, institutions, recognising that not all 
credits acquired in progressing towards a 
qualification are at the same level (learning 
outcomes achieved in the third year of a 
Bachelor degree, for example, will tend to 
be more complex than those achieved in 
the first year) – may specify intermediate 
credit levels with appropriate descriptors 
which (together with progression rules) 
will help students in progressing along 
their learning pathways.


Before designing the programme in detail, 
it should be set in the context of institu-
tional and departmental mission state-
ments, professional specifications (regula-
tions, requirements), and the institutional 
academic framework for credit allocation. 


It is also recommended to carry out a needs 
analysis and to consult with stakeholders 
(employers, graduates, society at large) to 
ascertain the demand for the programme. 


3.2 The programme profile


The profile presents the distinctive features of the programme (Lockhoff et al., 2010). It 
indicates the field(s) of study (which may be expressed in ISCED-F codes), the level of the 
programme, the main focus, the key learning outcomes expected on completion, the 
learning environment and the main learning, teaching and assessment activities. An ef-
fective programme profile will make it clear to students and stakeholders what generic 
and subject specific competences will be developed and the employability potential of the 
programme. For this purpose, it is recommended that the profile is defined in consultation 
with relevant stakeholders (such as academic peers, social partners, employers, graduates, 
and student representatives) and is presented in a clear and transparent way.  


The profile should be part of the programme description included in the Course Catalogue.
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Across the EHEA, the terms ‘learning outcomes’ and ‘competence’ are used 
with different shades of meaning and in somewhat different frames of reference. 


For the purpose of this Guide:


Competence means ‘the proven ability to use knowledge, skills and personal, 
social and/or methodological abilities, in work or study situations and in 
professional and personal development. In the context of the European 
Qualifications Framework, competence is described in terms of responsibility 
and autonomy’ (Recommendation 2008/C 111/01). Competences can be 
generic or subject–specific. Fostering competences is the object of a process 
of learning and of an educational programme.


Learning outcomes express the level of competence attained by the student 
and verified by assessment. They are ‘statements of what a learner knows, 
understands and is able to do on completion of a learning process’ (Ibid.). They 
are formulated by academic staff, involving students and other stakeholders. 
In order to facilitate assessment, these statements need to be verifiable. 
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3.3 The programme learning outcomes


The programme learning outcomes are based on the programme profile and describe what 
a student knows, understands and is able to do on completion of the programme.


Formulating programme learning outcomes


Considerable care needs to be taken in formulating learning outcomes. The follow-
ing non-exhaustive list provides a set of guidelines which has proved to be helpful.


yy The learning outcomes should adequately reflect the context, level, scope 
and content of the programme. 


yy The statements of learning outcomes have to be succinct and not too detailed.


yy The learning outcomes have to be mutually consistent.


yy The learning outcomes should be easily understandable and verifiable 
in terms of what the student has actually achieved at the end of the 
programme.


yy The learning outcomes have to be achievable within the specified workload.


yy The learning outcomes have to be linked with appropriate learning activities, 
assessment methods and assessment criteria.


yy There are no rules on the ideal number of learning outcomes at programme 
level. Experience suggests that between 10 and 12 is appropriate.


yy A widely accepted way of formulating learning outcomes is based on three 
essential elements. 


1. 	 Use an active verb to express what students are expected 
to know and be able to do (e.g. graduates can ‘describe’, 
‘implement’, ‘draw conclusions’, ‘assess’, ‘plan’).


2.	 Specify what this outcome refers to (object or skill e.g. can 
explain the ‘function of hardware-components’, or can present 
the ‘design of a living-room by hand’).


3.	 Specify the way of demonstrating the achievement of learning 
outcomes (e.g. ‘to give an overview of the materials most often 
used in electro-engineering’; ‘to develop a research design by 
applying up-to-date scientific methods’, etc.).
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Diploma Supplement.
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3.4 The programme structure and allocation of credits


The programme profile is broken down into educational components which may consist of 
single or several modules, other types of course unit, work and clinical placements, research 
projects, laboratory work and other relevant learning activities. They may also include social 
and community activities (for example, tutoring and mentoring) provided they fit the pro-
gramme learning outcomes and carry credits. 


Learning outcomes, with related assessment strategies and assessment criteria, should be 
defined for each educational component. 


The learning outcomes of the programme and of its educational components are often 
mapped to demonstrate their mutual reinforcement. Many institutions use a matrix to 
correlate the learning outcomes of the degree programme with those of its educational 
components.


Learning outcomes in educational components


The principles for formulating learning outcomes for educational components 
are the same as for programme learning outcomes. 


There are no absolute rules on the ideal number of learning outcomes for an 
educational component. It will depend on the level and the nature of the unit, 
as well as the estimated workload. However, good practice suggests that the 
number should be limited and general experience indicates that 6 to 8 is an 
appropriate number. 


The annex contains a recommended literature list with guidelines on learning 
outcomes.


N
o


ta
 B


en
e


24







After the constituent parts of the pro-
gramme have been identified, the overall 
structure should be outlined and credits 
allocated to each component, on the ba-
sis of its learning outcomes and associat-
ed workload, taking into account that 60 
credits correspond to a full-time-equiva-
lent academic year. 


When educational components are of reg-
ular size (e.g. 5, 10, 15) they are often called 
‘modules’. In a programme made up of 
modules (a modularised structure), half 
credits may be used when justified (for ex-
ample, in the case of 4 modules per semes-
ter), but other decimals should be avoided. 
It is helpful if the institution determines the 
basic credit currency in terms of the mini-
mum number of credits for a component as 
this will facilitate collaboration on curricula 
across subjects and faculties.


Establishing ‘mobility windows’ in the cur-
riculum will facilitate learning mobility. Mo-
bility windows may be prescribed both in 
content and timing in the programme de-
sign or may allow flexibility in timing and in 
content for the individual student. Mobility 
windows are preferably not used to repli-
cate what would be studied at home, but 
to allow students to benefit from diverse 
educational experiences in other settings.


Progression requirements must be explicit 
if students are to navigate the programme 
successfully and obtain the intended quali-
fication. Progression requirements may in-
clude inter alia prerequisites, co-requisites 
and recommendations. Progression rules 
may be expressed in terms of the num-
bers of credits or credit ranges required 
at different stages within a programme of 
study (e.g. a minimum number of cred-
its required to pass from one academic 
year/semester to another). They may also 
be formulated in terms of detailed rules 
on what components must and/or can be 
taken at what stage and of what level (e.g. 
compulsory courses, optional courses and 
prerequisites). 


Independent learners joining a formal pro-
gramme should receive appropriate coun-
selling/advice to support them in comply-
ing with progression requirements. Where 
relevant, this counselling should include 
recognition of prior learning and experi-
ence. Flexible programme structures allow 
students’ choice, including by incorporat-
ing possibilities to access new modes of 
learning and teaching.
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3.5 Learning, teaching and assessment


Higher education institutions need to de-
fine their learning and teaching objectives 
in relation to their study programmes and 
how they should be delivered and assessed. 


General principles for learning, teaching 
and assessment


Some general principles concerning learn-
ing, teaching and assessment should be 
taken into account when delivering a pro-
gramme of study, regardless of the mode 
of learning and teaching.


Open dialogue and participation 


The student-centred approach requires an 
open dialogue and reflective feedback be-
tween students, teachers and the relevant 
administrators, through which their needs 
and aspirations can be expressed and dis-
cussed. All stakeholders should be involved 
in constructive discussion of programme 
design and delivery. Student representa-
tives should participate in such discussions 
with full voting powers. 


Transparency and reliability


The Course Catalogue should provide re-
liable, up-to-date and quality assured in-
formation on degree programmes, as well 
as on single educational components. It 
should provide an accurate description 
of the degree programme, including all 
details: structure, components, learning 
outcomes, workload, learning/teaching 
approaches, assessment methods, assess-
ment criteria, and progression rules.


Consistency


The academic staff responsible for de-
livering the programme and its compo-
nents should ensure consistency between 
the learning outcomes stated in the pro-
gramme, the learning and teaching activ-
ities and the assessment procedures. This 
constructive alignment (Biggs, 2003) be-
tween learning outcomes, learning activi-
ties and assessment is an essential require-
ment for educational programmes.


Flexibility


A flexible programme structure is essen-
tial to allow for students’ choices and meet 
different needs, e.g. opportunity should 
be given for developing personal learning 
pathways and optional activities should be 
offered. A flexible organisation of learning, 
teaching and assessment activities, includ-
ing flexibility in the timetable and more 
opportunities for independent learning 
is essential for accommodating different 
learning styles. This widens the choices of 
learning and teaching materials and ac-
tivities, and opens up opportunities for 
students with different profiles or needs 
(e.g. people with caring responsibilities or 
people with disabilities). The integration 
of digital technologies in higher education 
provision is having a significant impact on 
learning and teaching approaches. The al-
location of credits to learning outcomes 
which are achieved through new modes of 
delivery made possible by technology, are 
based on the same principles as the allo-
cation of credits to learning outcomes for 
traditional educational components.
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Appropriate assessment of achievements 


Credits are awarded when appropriate as-
sessment shows that the defined learning 
outcomes have been achieved at the rele-
vant level. If the student has not achieved 
the learning outcomes, no credits will be 
awarded. The number of credits award-
ed to the student who demonstrates the 
achievement of learning outcomes is the 
same as the number of credits allocated to 
the component.


Assessment methods include the whole 
range of written, oral and practical tests/
examinations, projects and portfolios that 


are used to evaluate the student’s prog-
ress and ascertain the achievement of the 
learning outcomes of a course unit or mod-
ule, whereas assessment criteria are de-
scriptions of what the student is expected 
to do, in order to demonstrate that a learn-
ing outcome has been achieved.


In order to be appropriate, the assessment 
methods and criteria chosen for an edu-
cational component have to be consistent 
with the learning outcomes that have been 
defined for it and with the learning activi-
ties that have taken place.


Doctoral education is in the process of a change – with a greater variety of 
routes to a doctorate and the recognition of the principle that high level train-
ing is helpful to develop third cycle generic (transferable) and subject-specific 
competences. In some countries and institutions, ECTS is also used in the third 
cycle. ECTS credits are either allocated to the whole degree programme, or to 
some/all educational components (e.g. taught course units).


If ECTS is used, the guidelines contained in this ECTS Users’ Guide should apply, 
taking into account the specific nature of doctoral degrees. The related infor-
mation should be included in the Course Catalogue.


Defining learning outcomes for specific milestones in the third cycle could in 
some cases allow candidates who interrupt their studies to have some certi-
fication of what they have achieved up to that point. It can also be valuable 
in demonstrating to future employers the achievement of specific high level 
generic and subject specific competences.
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3.6 Monitoring of credit allocation


The programme is monitored to establish 
whether the credit allocation, the defined 
learning outcomes and the estimated 
workload are achievable, realistic and ade-
quate. Monitoring can be managed in dif-
ferent ways through questionnaires, focus 
groups, or interviews, or by monitoring the 
results achieved. Whatever method is used, 
feedback from students, staff and where 
appropriate, stakeholders should consti-
tute an essential element for checking and 
revising credit allocation. Data on comple-
tion times and the assessment results of 
programmes and their components should 
also be used.


It is important to inform students and staff 
about the purpose of the monitoring exer-
cise, and how it will be carried out, to ensure 


accurate answers and a high response rate. 
If the information gathered reveals a dis-
crepancy between the workload foreseen 
and the time actually taken by the majority 
of students to achieve the defined learning 
outcomes, it will be necessary to revise the 
workload, credits, learning outcomes or 
learning and teaching activities and meth-
ods. This could also involve redesigning 
the study programme and its educational 
components. The revision should be done 
as soon as possible without creating prob-
lems for those who are currently taking the 
programme and should be communicated 
to those who had participated in the mon-
itoring exercise, in order to foster an on-
going, cooperative feedback culture in the 
institution.
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ECTS for mobility and credit recognition 
This section deals with credit transfer and recognition in general, which takes 
place both in degree mobility and credit mobility.


Successful learning mobility requires ac-
ademic recognition and transfer of cred-
its. Recognition of credits is the process 
through which an institution certifies that 
learning outcomes achieved and assessed 
in another institution satisfy the require-
ments of one of the programmes they offer. 


Given the diversity of programmes and 
HEIs, it is unlikely that the credits and 
learning outcomes of a single educational 
component in two different programmes 
will be identical. This is even more the case 
in recognising learning from other learn-
ing contexts (for example vocational edu-
cation and training). An open and flexible 


approach to the recognition of credits ob-
tained in another context, including learn-
ing mobility, is therefore recommended, 
based on compatibility of learning out-
comes rather than equivalence of course 
contents. In practice, recognition means 
that the number of credits gained for com-
patible learning outcomes achieved in 
another context will replace the number 
of credits that are allocated for compat-
ible learning outcomes at the awarding 
institution.


Institutions should make their recognition 
policies known and easily accessible.


4.1 Degree mobility


Degree programmes can vary in the number of ECTS credits they include (see Nota Bene 
box in Section 3.1). For the purposes of recognition of qualifications for further studies, the 
difference in the number of ECTS credits gained after successful completion of a qualifica-
tion are not a consideration. The programme learning outcomes should be the main factor 
to be taken into account. This means, for example, that a comparable Bachelor degree 
should be recognised for the purpose of consideration for admission to a Master’s pro-
gramme, independently of whether it is based on 180 or 240 ECTS credits.
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The Lisbon Recognition Convention


The Lisbon Recognition Convention, which entered into force in 1999, provides 
a legal framework for cross-border academic recognition. 


The Convention stipulates:


‘36. Qualifications of approximately equal level may show differences in terms 
of content, profile, workload, quality and learning outcomes. In the assessment 
of foreign qualifications, these differences should be considered in a flexible 
way, and only substantial differences in view of the purpose for which recogni-
tion is sought (e.g. academic or de facto professional recognition) should lead 
to partial recognition or non-recognition of the foreign qualifications. 


37. Recognition of foreign qualifications should be granted unless a substantial 
difference can be demonstrated between the qualification for which recogni-
tion is requested and the relevant qualification of the State in which recogni-
tion is sought.’ 


The European Area of Recognition Manual (EAR Manual, 2012) gives the fol-
lowing explanation for the interpretation of substantial difference:


‘By focusing on the five key elements that together make up a qualification 
(level, workload, quality, profile and learning outcomes) and by taking sub-
stantial differences into account, competent recognition authorities have 
transformed their approach from expecting foreign qualifications to be almost 
exactly the same as those offered in their own countries, to focusing on ‘rec-
ognition’ by accepting non-substantial differences.
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Substantial differences are differences between the foreign qualification and 
the national qualification that are so significant, that they would most likely 
prevent the applicant from succeeding in the desired activity such as further 
study, research activities or employment.


The burden of proof of a substantial difference lies with the competent recog-
nition authority of the host country and the accompanying guidelines are as 
follows:


yy not every difference should be considered to be ‘substantial’;


yy the existence of a substantial difference entails no obligation to deny 
recognition to the foreign qualification;


yy the difference should be substantial in relation to the function of the 
qualification and the purpose for which recognition is sought.’


For more on the topic of substantial differences see E. Stephen Hunt and Sjur 
Bergan (2010).
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Recognition of professional qualifications


EU Directive 2013/55/EU amends Directive 2005/36/EC on the recognition of 
professional qualifications. 


It allows ECTS to be used as an additional means of expressing full-time course 
duration in the case of the seven ‘sectoral’ professions. The obligation to ex-
press course duration in terms of full-time academic years and total numbers 
of hours will remain for medical doctors, general care nurses, dentists, and 
midwives. For veterinary surgeons, pharmacists and architects, the obligation 
covers only full-time academic years.


Similarly, ECTS may also be used in levels (d) and (e) of the qualifications grid 
used in the General System, which covers all other qualification-based regu-
lated professions in the EU and the EEA.


The new Directive has extended its scope to the recognition of work place-
ments which are necessary to have access to a regulated profession. These 
can be undertaken in any EU/EEA member state, irrespective of where the 
qualification is delivered, and enjoy full recognition. Recital 27 states that the 
‘recognition of a professional traineeship completed in another Member State 
should be based on a clear written description of learning objectives and as-
signed tasks, to be determined by the trainee’s supervisor in the host Member 
State.’ Article 55a requires Competent Authorities to ‘publish guidelines on the 
organisation and recognition of professional traineeships carried out in anoth-
er Member State or in a third country, in particular on the role of the supervisor 
of the traineeship.’


Finally, the new Directive introduces common training frameworks based on 
‘common sets of knowledge, skills and competences’ required in the systems 
of education and training applicable in at least one third of Member States. 
These curricula may be proposed by representative professional bodies op-
erating at EU or national level, or by Competent Authorities. They are to be 
referenced to the European Qualifications Framework and are free to make full 
use of ECTS.
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4.2 Credit mobility


ECTS was designed to facilitate learning mobility between institutions for short-term study 
periods (‘credit mobility’). As this Guide makes clear, ECTS has developed and been ad-
opted for purposes of credit accumulation but it still plays a vital role in student mobility –  
facilitating the transfer and recognition of the achievements of the mobile student. 


In ECTS, the following supporting documents help facilitate credit recognition for the pur-
pose of mobility: 


yy Course Catalogue 


yy Learning Agreement


yy Transcript of Records


yy Traineeship Certificate


These documents provide information on the learning outcomes achieved, on which the 
qualification-awarding institution can make decisions on credit recognition and transfer. 
Please see chapter 7 of the European Recognition Manual for Higher Education Institutions 
(2014) for details. The section includes a useful flowchart on the recognition of periods of 
study abroad.


The golden rule of recognition of credit mobility within the framework of 
inter-institutional agreements


All credits gained during the period of study abroad or during the virtual mo-
bility – as agreed in the Learning Agreement and confirmed by the Transcript 
of Records – should be transferred without delay and counted towards the stu-
dent’s degree without any additional work by or assessment of the student. 


N
o


ta
 B


en
e


34







4.2.1 Before the credit mobility period


In order to facilitate the organisation of 
credit mobility and its recognition, the 
three parties involved – the student, the 
sending institution and the receiving insti-
tution or organisation/enterprise – should 
agree on the programme abroad. They 
should formalise this in a Learning Agree-
ment, to be signed by the three parties 
before the start of the mobility period. 
The Learning Agreement is intended to 
give the student the confirmation that the 
credits he/she successfully achieves during 
the mobility period will be recognised. The 
Erasmus+ programme provides templates 
for the Learning Agreement for studies 
and for traineeships for institutions partic-
ipating in the programme. It also provides 
guidance for institutions on how to use the 
templates, and sets out specific deadlines 
institutions need to comply with.


The educational components to be com-
pleted during the mobility period should 
normally not be selected on the basis of 
their equivalence with single education-
al components offered at the sending in-
stitution. The learning outcomes of the 
whole programme of study abroad should 
be compatible with or complementary to 
the learning outcomes of the home degree 


programme for which recognition is to be 
granted after the study period abroad. This 
makes it easier for the credits gained in the 
receiving institution to replace flexibly an 
equivalent number of credits in the send-
ing institution’s degree programme. It is 
also possible to record the mobility period 
as a whole, instead of recording it compo-
nent by component.


The Learning Agreement should identify 
a set of suitable educational components 
to be taken at the receiving institution and 
how they will be integrated into the pro-
gramme of the sending institution. The 
number of credits to be gained at the re-
ceiving institution should be proportionate 
to the time of study abroad. The student is 
expected to take educational components 
of 60 ECTS per full-time academic year.


The receiving institution commits to reg-
ister the incoming student in the planned 
educational components, verifying that 
these components are available for the 
foreseen mobility period.


Once it is signed by all three parties, the 
Learning Agreement can be modified 
thereafter, if necessary, by agreement of all 
three parties concerned. 
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4.2.2 After the credit mobility period


The receiving institution provides the send-
ing institution and the student with a Tran-
script of Records within a reasonably short 
period of time (stipulated between the two 
institutions) after proclamation of the stu-
dent’s results at the receiving institution.


Upon successful completion of the set of 
educational components included in the 
Learning Agreement and confirmed by the 
Transcript of Records sent by the receiving 
institution, the sending institution should 
recognise fully the agreed number of ECTS 
credits, transfer them into the student’s 
programme and use them to satisfy the 
qualification requirements. The sending in-
stitution should specify clearly how the ed-
ucational components taken abroad have 
been integrated into the home degree 
programme. When applicable, grades are 
converted (see section 4.3). All this infor-
mation should be recorded in a Transcript 
of Record (or equivalent document/data-
base) made available to the student.


Institutional procedures should be de-
fined for assessment of educational com-
ponents, in case the students have not 


completed them successfully at the receiv-
ing institution. Such procedures should be 
communicated to students beforehand.


The Diploma Supplement is designed to 
provide graduates with a transparent re-
cord of their achievements. Therefore, the 
educational components successfully com-
pleted abroad will be included in the Tran-
script of Records attached to the Diploma 
Supplement with their original titles (and 
their translation into the language(s) in 
which the Diploma Supplement is issued), 
the indication of the institution where they 
have been taken and the credits and grades 
awarded. In the case of work placements 
abroad, the transfer of credits will be doc-
umented in the Work Placement Certificate 
and the Diploma Supplement or Europass 
Mobility Document. In the case of recent 
graduates’ work placements the use of the 
Europass Mobility Document is strongly 
recommended, as their work placement 
takes place after their graduation and the 
other documents mentioned above are not 
relevant for them.


New modes of ICT-enabled learning allow students to access and follow cours-
es outside their own institution (‘virtual mobility’). Such students should be 
offered clear academic guidance and a Learning Agreement should be signed 
by the ‘sending institution’ and the student.


In joint programmes agreed mobility schemes are adopted by the partner 
institutions, which include the rules for the recognition of credits. Learning 
Agreements are not necessary used in joint programmes: the credits achieved 
in a partner institution are automatically recognised, if the agreed rules are 
followed and all conditions are satisfied. Nevertheless, the planned learning 
pathway has to be clear to the student and Learning Agreements are good 
practice.


N
o


ta
 B


en
e


36







4.2.3 Institutional rules and regulations 


Experience has shown that the following good practice facilitates the management of 
credit mobility and recognition. 


Institutional commitment


Specific institutional rules should be devel-
oped to deal with the recognition of other 
learning experiences, to allow for credit 
accumulation and transfer through various 
types of mobility (including for ‘free mov-
ers’), work experience, virtual learning, pri-
or and informal learning.


The institution should clearly define re-
sponsibilities for implementing and moni-
toring credit mobility and ensure that ap-
plication procedures and selection criteria 
for credit mobility are transparent and fair, 
and that an appeal mechanism is in place. A 
staff member should be appointed in each 
department or subject area and formally 


authorised to discuss the programme of 
study abroad with the student and to ap-
prove and sign the Learning Agreement 
on behalf of the sending institution, be-
fore the start of the mobility period and 
the Transcript of Records after the mobility 
period4. Individuals should not be asked to 
negotiate academic recognition with staff 
members who are not authorised to do so 
or with a committee, before or after their 
study abroad period, neither should the 
student be asked to sit for any other ex-
aminations or have to do extra work after 
having returned.


4	 The Erasmus+ programme provides a template for the Learning Agreement, where the requirements for 
responsible persons are defined as follows: 


	 Responsible person in the sending institution: an academic who has the authority to approve the mobility 
programme of outbound students (Learning Agreements), to exceptionally amend them when it is needed, as 
well as to guarantee full recognition of such programmes on behalf of the responsible academic body.


	 Responsible person in the receiving institution: an academic who has the authority to approve the mobility 
programme of incoming students and is committed to give them academic support in the course of their 
studies at the receiving institution.
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Selection of partner institutions


It is suggested to make exchange agree-
ments with institutions:


yy that offer transparent descriptions of 
their programmes, including learning 
outcomes, credits, learning and 
teaching approaches and assessment 
methods;


yy whose learning, teaching and 
assessment procedures can be 
accepted by the sending institution 
without requiring the student to take 
any additional work or examination;


yy that are duly quality assured 
according to their respective national 
systems.


Agreements may not only be made with in-
stitutions offering similar programmes, but 
also with those providing programmes that 
are complementary. 


Integration of credit mobility into 
programmes


Structuring credit mobility in the curricula 
facilitates recognition. Institutions can:


yy identify the semester or year when 
a period of study abroad would best 
fit into the programme (mobility 
window);


yy schedule in that semester/year 
the educational components with 
learning outcomes that can be easily 
achieved abroad (e.g. international or 
comparative courses, supplementary/
elective courses, preparation of 
dissertation, language courses, work 
placements);


yy identify partner institutions, where 
compatible/complementary learning 
outcomes could be achieved.


In the Erasmus+ programme, several charters such as the Erasmus Charter for 
Higher Education (Institutional Commitment), the European Quality Charter 
for Mobility, the Erasmus Student Charter (European Code of Good Practice 
for Erasmus+ students) provide a framework for arranging credit mobility and 
recognition.N
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4.3. Grade distribution 


Due to different cultural and academic 
traditions, European educational systems 
have developed not only different nation-
al grading scales but also different ways of 
using them within the same country, in dif-
ferent subject areas or institutions. While 
it is essential to acknowledge these differ-
ences, it is also important to make them 
transparent within the European Higher 
Education Area, so that grades awarded in 
all countries, subject areas or institutions 
can be properly understood and correctly 
compared. 


Mobile students have the right to fair treat-
ment and to transparency of their grades 
when credits are transferred from one in-
stitution to another, as access to further 
studies, grants or other benefits may de-
pend on their level of performance. Trans-
parency of performance levels is equally 
important for graduates applying for a job 
in their own or in another country. 


To ensure transparent and coherent in-
formation on the performance of the in-
dividual student, each HEI should provide 
– in addition to their national/institution-
al grading scale and an explanation of the 
scale – a statistical distribution table of the 
passing grades awarded in the programme 
or field of study attended by the student 
(grade distribution table) showing how the 
grading scale is actually used in that pro-
gramme. The grade distribution table was 
first introduced in the ECTS Users’ Guide 
in 2009, as a replacement for the previous 
ECTS grading scales (A, B, C, D, E), which 
are not used anymore.


Even in cases when transferring the grades 
is not necessary in the local academic tra-
dition of receiving institutions, calculating 
a grade distribution table will facilitate fair 
treatment of the incoming students on 
their return to the sending institution. It 
should be noted that it is also good prac-
tice to provide internal boards of examiners 
with detailed statistical data on examina-
tion grading in order to make the process 
more transparent and indicate any dispar-
ities which may indicate issues for further 
consideration.


Partners in joint degree programmes 
should agree in advance within their con-
sortium how they will deal with grading and 
transfer of grades. 


Grade distribution tables show how the ex-
isting national or institutional scale is being 
used in the institution – whether in open 
access or selective systems – and allow for 
comparison with the statistical distribution 
of grades in a parallel reference group of 
another institution. They represent the sta-
tistical distribution of positive grades (pass 
and above) awarded in each field of study 
in a specific institution. It is important to 
provide additional information on success 
rates at the same level of aggregation, but 
these should not be used for transfer. 


Grade distribution tables have to be de-
veloped in a standardised format for refer-
ence groups of students enrolled in degree 
programmes belonging to the same field of 
studies. Such groups should be of reliable 
size in terms of number of students and 
number of years considered.
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Calculating the grade distribution tables is a task that in many institutions will be under-
taken at centralised level. The production of distribution tables should not cause undue 
difficulties in institutions as the required data are generally available in institutional infor-
mation systems and the calculation of percentages is easily done with simple software. It 
only requires the following steps:


1.	 Identify the reference groups within 
your institution by using objective 
and transparent criteria which should 
be attached to the grade distribution 
tables produced. In the absence 
of methods based on comparable 
learning outcomes, it is recommended 
to use the ISCED-F classification which 
offers a standardised and hierarchical 
classification of fields of study. In order 
to have reference groups that are 
large enough for a statistically relevant 
comparison, it is recommended to 
use an ISCED code at the ‘narrow’ or 
‘detailed’ levels (UNESCO Institute for 
Statistics, 2014).


2.	 Calculate the absolute number of 
passing grades awarded to each 
reference group identified in at least 
the last two years. Remember that 
information on success rates may be 
provided in general terms but not in 
this calculation. 


3.	 Calculate the grade distribution in 
terms of percentages of the passing 
grades awarded to the reference group 
and develop cumulative percentages. 
As a result, there will be a grade 
distribution table with percentages 
and cumulative percentages for each 
reference group identified.


40







When included in a student’s Transcript of Records and Diploma Supplement, the table will 
facilitate the interpretation of each grade awarded and will not require any further calcula-
tion. The on-going European Grade Conversion System project (EGRACONS) is developing 
examples for the visual presentation of a grading table. 


4.4 Grade conversion


When institutions decide to transfer their 
mobile students’ grades, the academic re-
sponsible for credit transfer should com-
pare the grade distribution table from his/
her reference group with the one devel-
oped by the other institution for the par-
allel reference group. The position of each 
grade within the two tables can be com-
pared and, on the basis of this comparison, 
individual grades are converted.


Typically, the percentage ranges of the 
grades overlap. The objective of the exer-
cise is transparency. Therefore, the receiv-
ing institution should decide in advance 
whether they will take the minimum, av-
erage or maximum comparable grade of 
overlapping ranges. 


Annex 2 includes examples of how grade 
conversion can be put into practice.


The following is an illustrative example of a grading table:


Grades used in 
institution (from 
highest to lowest 
passing grade)*


Number of passing 
grades awarded to 


the reference group


Percentage of each 
grade with respect 
to the total passing 


grades awarded


Cumulative 
percentage of 
passing grades 


awarded


10 50 5% 5%


9 100 10% 15%


8 350 35% 50%


7 300 30% 80%


6 200 20% 100%


Total: 1,000 100%


* Grading systems/approaches may be established at national level.
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ECTS and lifelong learning 
This section deals with the role of ECTS in facilitating lifelong learning, open 
learning opportunities and the recognition of prior learning and experience.


5.1 Lifelong learning – open learning opportunities


The higher education learning landscape 
is changing with the rapid development of 
more diversified and flexible learning op-
portunities – including blended learning, 
new forms of open online learning, Mas-
sive Open Online Courses (MOOCs), Open 
Educational Resources (OER), work-based 
learning, self-directed learning, individual 
learning pathways, continuing profession-
al development (see chapter 3). A growing 
number of learners follow ‘stand-alone’ 
educational units or courses, without pur-
suing a specific qualification. Higher edu-
cation institutions are faced with the need 
to satisfy a diversified student group and 
provide opportunities for individual learn-
ing pathways and different modes of learn-
ing. Consequently, many are diversifying 
and offering educational components with 
innovative modes of learning and teach-
ing for all, through new technologies and 
Open Educational Resources.


The strength of ECTS is that it can be used 
in all these lifelong learning contexts, ap-
plying the same principles for credit allo-
cation, award, accumulation and transfer. 
In the same way as credits are allocated to 
component parts of programmes, cred-
its allocated for open learning and other 
modes of lifelong learning are based on the 
workload typically needed to achieve the 
defined learning outcomes.


Providers of all ‘formally’ (i.e. in the same 
way and meeting the same standards as 
conventional higher education institu-
tions) quality assured higher education 
such as open learning are encouraged to 
use ECTS with the same transparent mech-
anisms as described in this Guide. This 
will greatly facilitate transition between 
different modes of learning, recognition 
and transfer, while increasing learner and 
stakeholder confidence in the outcomes of 
open learning.
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Continuing Professional Development (CPD) is increasingly recognised to be 
essential for those working in regulated professions. This is particularly true in 
the healthcare professions. CPD has a cross-border dimension which is increas-
ingly significant. Whether voluntary or mandatory, it is perceived by profes-
sionals and providers alike as a mode of lifelong learning. It embraces formal, 
non-formal and informal learning. While elements of CPD may be converted 
into second cycle (Master) qualifications or into professional doctorates (de-
pending on the national jurisdiction), CPD as a purely professional practice has 
a specific character: it may be self-managed and evaluated by peer-reviewed 
self-evaluation. Considerations of employability, continued right to practice, 
safeguarding standards of professional practice, protecting the public and, in 
the healthcare professions, patient safety nevertheless mean that its attain-
ment must be measurable, verifiable and certified by a recognised/authorised 
authority. 


How this is to be achieved remains a matter of debate within the CPD commu-
nity. Both the European Credit System for Vocational Education and Training 
(ECVET) and ECTS are perceived to be relevant, since CPD may be located at 
any of the eight EQF levels. However, the interface between the two systems is 
not yet sufficiently permeable and the different professions have differing cul-
tures and national sub-cultures. Discussion on relations between the European 
credit systems is on-going and it is hoped, will lead to greater clarity on the use 
of credits for CPD. Meanwhile CPD providers at levels five to eight of the EQF 
are encouraged to consider the appropriateness of ECTS credits for purposes 
of transparency, recognition, accumulation and transfer, using the methodol-
ogy outlined in this Guide.
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Credits awarded for all forms of higher ed-
ucation including continuing and profes-
sional education may be recognised and 
accumulated towards a qualification or not, 
depending on the desire of the student 
and/or the requirements for the award of 
the qualification. Some independent learn-
ers may only be interested in following an 
educational component without wishing 
to obtain a qualification, but the allocation 
and recording of credits may allow them to 
use these in the future if they wish. 


Documenting all learning achievements 
and awarding an appropriate number of 
ECTS credits at the level of the learning 
makes it possible for this learning to be 
recognised in a transparent, authenticated 
way so that the credits may contribute to 
a future qualification. Validation and rec-
ognition instruments in formal education 
should adapt to the developing of more di-
versified, flexible education environment, 
acknowledging new forms of open learn-
ing made possible by technology. The cor-
rect use of ECTS will greatly improve and 
facilitate this process.


5.2 Recognition of prior learning and experience


Higher education institutions should be 
competent to award credits for learning 
outcomes acquired outside the formal 
learning context through work experience, 
voluntary work, student participation, 
independent study, provided that these 
learning outcomes satisfy the requirements 
of their qualifications or components. 
The recognition of the learning outcomes 
gained through non-formal and informal 
learning should be automatically followed 
by the award of the same number of ECTS 
credits attached to the corresponding part 
of the formal programme. 


As with formal education, the award of 
credits is preceded by an assessment to 
verify the achievement of learning out-
comes. The assessment methods and cri-
teria should be constructed to measure 
the achievement of the required learning 


outcomes at the appropriate level, with-
out reference to specific learning activities 
or workload. For example, ‘participation in 
classroom discussion’ of the subject matter 
would no longer be considered in assess-
ment, whereas the corresponding learning 
outcome of ‘constructing arguments while 
interacting with a group’ would become 
relevant. Appropriate staff should be ap-
pointed in each department or subject 
area, who should have the formal author-
ity and training to award credits for learn-
ing outcomes acquired outside the formal 
learning context on the basis of transpar-
ent criteria established and published by 
the Institution. It should be understood that 
they will be expected to report on, and doc-
ument, their decisions through regular re-
ports to an appropriate committee (e.g. at 
departmental, faculty or institutional level).
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There is a wide range of assessment methods for recognising prior learning 
and experience. One of the assessment tools is a portfolio method. Portfolios 
include documents that learners have collected in order to reveal individual 
skills acquired in various ways.


A portfolio takes into account a collection of materials that verify skills and 
knowledge acquired through previous experience in non-formal and informal 
learning. A portfolio includes references from employers and supervisors; it 
may include a performance appraisal, CV and other documents. By using a 
portfolio the assessor analyses a range of information that learners have pro-
vided. Learners may require help and advice when preparing their portfolios.
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Institutions should develop recognition 
policies for non-formal or informal learn-
ing. These policies should include elements 
such as advice, feedback to learners on the 
results of the assessment and the possibili-
ty for learners to appeal. Institutions should 
also create facilities for advice, counselling 
and recognition of non-formal and infor-
mal learning. These may take different 
forms depending on national and institu-
tional practices (e.g. they may exist within 
single higher education institutions or as 


joint centres for several institutions). In-
stitutions’ policies and practices should be 
published prominently on their websites.


Recognising non-formal and informal learn-
ing helps make HEIs more socially inclusive. 
Widening access opportunities for learners 
from professional life and a range of non-tra-
ditional learning environments helps make 
lifelong learning a reality. Institutions should 
be particularly open to the recognition of 
vocational education and training.
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The process of awarding credit to non-formal or informal learning has four 
main stages: 


1.	 Initial advice and guidance (what does the process involve for the 
learner, the credit limits for non-formal/informal learning; what are 
the costs, roles and responsibilities of learner and tutor/advisor; and 
different learning pathways to a qualification).


2.	 Support (reflective process; understanding learning outcomes; 
identifying own learning outcomes; evidence gathering and selection).


3.	 Recognition/assessment (assessment of evidence of achievement of 
learning outcomes and assessment criteria).


4.	 Award of credit (credit awarded through this process is of same value as 
credit gained through formal learning).
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ECVET


The European Credit System for Vocational Education and Training (ECVET) 
was established through a Recommendation of the European Parliament and 
the Council in 2009 (2009/C 155/02).


ECVET is intended to facilitate the transfer, accumulation and recognition of 
assessed learning outcomes of individuals who are aiming to achieve a qualifi-
cation in vocational education and training (VET). 


Like ECTS, ECVET facilitates and supports students in shaping their own learn-
ing pathway through accumulation of credits – whether within a certain in-
stitution, from institution to institution, from country to country, and be-
tween different educational sub-systems and contexts of learning (i.e. formal, 
non-formal and informal learning), and helping them to build on their individ-
ual learning styles and experiences.


Like ECTS, ECVET is based on the notion of 60 credits, but the allocation of 
credits is a different one. Often ECVET is used to record and accumulate as-
sessed learning outcomes, without a conversion in credit points. Therefore, 
instead of credit conversion, the recognition of learning from VET should be 
based on learning outcomes. 
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ECTS and quality assurance
This section outlines how ECTS contributes to quality enhancement in HEIs and 
gives examples for the evaluation of ECTS implementation.


The primary responsibility for quality assur-
ance lies with each institution, as agreed 
by Education Ministers of the countries in-
volved in the Bologna Process (Berlin Com-
muniqué, 2003). Internal quality assurance 
involves all procedures undertaken by high-
er education institutions to ensure that 
the quality of their programmes and qual-
ifications meets their own specifications 
and those of other relevant bodies such as 
quality assurance agencies. External quality 


reviews undertaken by quality assurance 
agencies provide feedback to institutions 
and information to stakeholders. Quality 
assurance principles and processes apply 
to all modes of learning and teaching (for-
mal, non-formal, informal, new modes of 
learning, teaching and assessment). The 
European Standards and Guidelines for 
Quality Assurance in the European Higher 
Education Area (ENQA, 2005) support in-
ternal and external quality assurance.


‘The European Standards and Guidelines (ESG) are a set of standards and 
guidelines for internal and external quality assurance in higher education. The 
ESG are not standards for quality, nor do they prescribe how the quality as-
surance processes are implemented, but they provide guidance, covering the 
areas which are vital for successful quality provision and learning environments 
in higher education. The ESG should be considered in a broader context that 
also includes qualifications frameworks, ECTS and the Diploma Supplement 
that also contribute to promoting the transparency and mutual trust in higher 
education in the EHEA.’


Standards 1.2, 1.3, 1.4 and the associated guidelines refer to areas related to ECTS 
(in particular programme design, Student-Centred Learning, teaching and as-
sessment and student admission, progression, recognition and certification).
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Good practice in using ECTS will help in-
stitutions improve the quality of their pro-
grammes and their learning mobility offer. 
Thus, ECTS use should be quality assured 
through appropriate evaluation process-
es (e.g. monitoring, internal and external 
quality reviews and students’ feedback) 
and continuous quality enhancement. 
In evaluating the effectiveness of a pro-
gramme (including the learning outcomes, 
workload and assessment methods) a 
number of measures will be used. These 
may include high dropout or failure rates 


or longer completion times. A programme 
can be considered effective when its goals 
are attained in due time, that is to say when 
students achieve the defined learning out-
comes, accumulate the required credits 
and obtain the qualification as planned in 
the programme. However, care should be 
taken in any analysis to discriminate crit-
ically between the elements, as they may 
also indicate ineffective planning or deliv-
ery of the programme or inadequate mea-
sures for supporting students.


The following indicators can be used for evaluating the quality of ECTS implementation:


yy Educational components are 
expressed in terms of appropriate 
learning outcomes, and clear 
information is available concerning 
their level, credits, delivery and 
assessment;


yy Studies can be completed in the time 
officially allocated to them (i.e. the 
workload associated with an academic 
year, a semester, trimester or a single 
course component is realistic);


yy Annual monitoring examines any 
variations in patterns of achievement 


and results gained and follows up with 
appropriate revision; 


yy Students are provided with detailed 
information and advice so that they 
can follow progression rules, exploit 
options for flexible pathways and 
select educational components 
at an appropriate level for their 
qualification; 


yy Students are informed promptly of 
their results.
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For mobile students and recognition, this means that:


yy Credit transfer processes are included 
in the monitoring, review and 
validation procedures;


yy Appropriate staff are designated as 
responsible for credit recognition and 
transfer matters; 


yy Learning Agreements are completed 
in all cases; their development, and 
any subsequent changes to them, 
are subject to sensitive yet robust 
approval processes;


yy Incoming mobile students undertake 
educational components from the 
existing Course Catalogue; they 
are assessed and graded like local 
students;


yy Detailed transcripts are provided 
recording the credits and grades 
awarded;


yy Recognition is given to all credits 
associated with successfully 
completed educational components 
undertaken as part of an approved 
Learning Agreement in its final 
version; results are issued and 
transmitted promptly;


yy Grading tables exist for interpreting 
the grades awarded, so that grades 
– and not just credits – are properly 
reflected in any final qualifications 
gained.


Student representatives should be actively engaged in quality assurance processes for ECTS:


yy In internal quality assurance, where 
students provide information (by 
responding to surveys on a regular 
basis, focus groups); participate in 
the preparation of the institutions’ 
self-assessment reports; are actively 
engaged in the bodies responsible for 


internal quality assurance processes 
and monitoring of the ECTS credit 
allocation.


yy In external quality assurance, where 
students are members of external 
review panels of higher education 
institutions and/or programmes.
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ECTS and supporting documents
Use of ECTS is supported by documents based on the principles outlined in this 
Guide. This section suggests the elements to be included in these documents, 
as they represent a widely used and accepted way of communicating informa-
tion which is useful for all students (including mobile and non-mobile students), 
academic and administrative staff, employers and other stakeholders.


To serve the needs of students, institutions should record their achievements in a trans-
parent way which may be easily understood. Therefore, this Guide provides the infor-
mation items that should be included in the main mobility documents, in order to foster 
better understanding between different institutions and countries, internal and external 
stakeholders.


7.1 Course Catalogue


The Course Catalogue includes detailed, 
user-friendly and up-to-date information 
on the institution’s learning environment 
that should be available to students be-
fore entering and throughout their studies 
to enable them to make the right choices 
and use their time most efficiently. The 
information concerns, for example, the 
qualifications offered, the learning, teach-
ing and assessment procedures, the level 
of programmes, the individual educational 
components and the learning resources. 
The Course Catalogue should include the 
names of people to contact, with informa-
tion about how, when and where to con-
tact them.


The Course Catalogue should be published 
on the institution’s website, indicating 
the course/subject titles in the national 


language (or regional language, if relevant) 
and in English, so that all interested parties 
can easily access it. It should be published 
sufficiently in advance for prospective stu-
dents to make their choices. 


The institution is free to decide the format 
of the Catalogue, as well as the sequencing 
of the information. However, following a 
common structure as set out below makes 
Course Catalogues more easily compa-
rable and improves transparency. In any 
case, the Course Catalogue should include 
general information on the institution, its  
resources and services, as well as academic 
information on its programmes and indi-
vidual educational components.


54







C
o


ur
se


 C
at


al
o


gu
e Recommended elements for the Course Catalogue


General information:


yy name and address


yy description of the institution 
(including type and status)


yy academic authorities


yy academic calendar


yy list of programmes offered


yy admission requirements, 
including language policy, and 
registration procedures


yy arrangements for the 
recognition of credit mobility 
and prior learning (formal, 
informal and non-formal)


yy ECTS credit allocation policy 
(institutional credit framework)


yy arrangements for academic 
guidance


Resources and services:


yy student affairs office


yy accommodation/housing


yy meals


yy cost of living


yy financial support for students


yy medical facilities


yy insurance


yy facilities for students with 
disabilities and special needs


yy learning facilities


yy international mobility 
possibilities


yy practical information for 
incoming mobile students


yy language courses


yy work placement possibilities


yy sports and leisure facilities


yy student associations


55







Information on programmes:


yy qualification awarded


yy length of programme


yy number of credits


yy level of qualification according 
to the National Qualification 
Framework and the European 
Qualifications Framework


yy field(s) of study (e.g. ISCED-F)


yy specific admission requirements 
(if applicable)


yy specific arrangements for 
recognition of prior learning 
(formal, non-formal and 
informal) (if applicable)


yy qualification requirements 
and regulations, including 
graduation requirements (if 
applicable) 


yy profile of the programme (see 
chapter on programme design)


yy programme learning outcomes 


yy programme structure diagram 
with credits (60 ECTS per full-
time equivalent academic year) 


yy mode of study (full-time/part-
time/e-learning etc.)


yy examination regulations and 
grading scale


yy obligatory or optional mobility 
windows (if applicable)


yy work placement(s) (if 
applicable)


yy work-based learning


yy programme director or 
equivalent


yy occupational profiles of 
graduates


yy access to further studies


For joint programmes, some additional elements are recommended:


yy information on the form of 
the diploma and Diploma 
Supplement ( joint/double/
multiple)


yy members of consortium and 
their role


yy mobility structure of the 
programme
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Information on individual educational components:


yy code


yy title 


yy type (compulsory/optional)


yy cycle (short/first/second/third)


yy year of study when the 
component is delivered  
(if applicable)


yy semester/trimester when the 
component is delivered


yy number of ECTS credits 
allocated 


yy name of lecturer(s)


yy learning outcomes 


yy mode of delivery (face-to-face/
distance learning etc.)


yy prerequisites and co-requisites 
(if applicable)


yy course content


yy recommended or required 
reading and other learning 
resources/tools


yy planned learning activities and 
teaching methods


yy assessment methods and 
criteria


yy language of instruction
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7.2 ECTS and supporting documents for credit mobility


The Learning Agreement provides an official, binding commitment between the student, 
the sending institution, and the receiving institution/organisation/company on all the 
learning activities to be carried out. 


The approval of the Learning Agreement and its amendments is possible through digital 
signatures or copies of scanned signatures, sent electronically, according to institutional 
regulations or practice.
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Recommended elements for the Learning Agreement for credit mobility for 
studies:


yy name and contact details of the 
student


yy names, addresses and academic 
and/or administrative contact 
persons of sending and 
receiving institutions


yy student’s field of study at 
sending institution (ISCED-F 
codes)


yy study cycle (short/first/second/
third cycle)


yy period of study (from/to) at the 
receiving institution


yy study programme abroad: link 
to the Course Catalogue at the 
receiving institution and list of 
educational components to 
be taken (with codes and ECTS 
credits)


yy educational components 
from which the student will 
be exempted at the sending 
institution if the components 
taken abroad are successfully 
completed or stipulating that 
the mobility period as a whole 
will be recognised (for example, 
this will be the case of mobility 
windows and degrees which 
integrate a compulsory period 
abroad)


yy signatures of the three parties 
(the student, representatives 
of sending and receiving 
institutions)
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7.2.2 Learning Agreement for work placements


The Learning Agreement is also essential 
for work placements, as a binding docu-
ment outlining the learning activities to be 
carried out by the student within this edu-
cational component. 


The commitment of the receiving organi-
sation is to provide quality work placement, 
relevant to the student’s learning path, 
with clearly defined learning outcomes, 
and to issue a Work Placement Certificate 
upon completion of the work placement. 


The commitment of the sending institu-
tion is to ensure the quality and relevance 
of the work placement, monitor the stu-
dent’s progress, and to grant recognition 
of the ECTS credits for the successfully  
completed learning outcomes.


The Learning Agreement for work place-
ments should be signed by the three par-
ties: the student, the sending institution 
and the receiving organisation/company.


7.2.1 Learning Agreement for credit mobility for studies
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Recommended elements for the Learning Agreement for work placements:


yy name and contact details of the 
student


yy names, addresses and contact 
persons of sending institution 
and receiving organisation/
company/etc.


yy student’s field of study at 
sending institution (ISCED-F 
codes)


yy study cycle (short/first/second/
third cycle)


yy type of organisation/company 
(private/public/etc.)


yy period of training (from/to) at 
the receiving institution and 
ECTS credits


yy learning outcomes to be 
acquired by the trainee at the 
end of the traineeship


yy detailed programme of the 
traineeship period, including 
tasks/deliverables


yy number of working hours per 
week


yy level of competence in the 
workplace language that the 
student has or agrees to acquire 
by the start of the study period 
(if applicable)


yy monitoring arrangements and 
evaluation plan


yy provisions for changes for the 
Learning Agreement for work 
placements


yy recognition arrangements in 
the sending institution


yy signatures of the three parties 
(the student, representative 
of the sending institution, 
and receiving organisation/
company – including the 
supervisor of the trainee)
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7.3 Transcript of Records


The Transcript of Records provides an up-
to-date record of students’ progress in 
their studies: the educational components 
they have taken, the number of ECTS cred-
its they have achieved, and the grades they 
have been awarded.


Since the Transcript is a vital document for 
recording progress and for recognising 
learning achievements, it is crucial to de-
termine who is responsible for producing 
it, how it is issued, and how it is delivered. 
Most institutions produce the Transcript of 
Records from their institutional databases. 
It is important to keep it in mind that the 
Transcript may be used in other contexts, 


thus information should be provided in a 
transparent, complete and clear way.


In case of credit mobility, the receiving in-
stitution provides a Transcript of Records 
to all mobile students and sends it to the 
sending institution and the student at the 
end of their period of study, in order to cer-
tify formally the work completed, the cred-
its awarded, and the local grades received 
during the mobility period. This should be 
sent within a reasonably short period of 
time after proclamation of the student’s re-
sults at the receiving institution (see chap-
ter on credit mobility and recognition).


Recommended elements for the Transcript of Records:


yy name of the student


yy ID and/or contact details of the 
student (if applicable)


yy names and contacts of the 
institution


yy field of study of the student 
and/or name of the programme


yy current year of study


yy educational components taken 
at the institution (with codes, 
credits and local grades)


yy description of the institutional 
grading system


yy grade distribution information 
for the reference group 
identified


yy date of issue and signature of 
the responsible person
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The sending institution should provide the 
student with their Transcript of Records (or 
equivalent document/database), without 
further requirements from him or her in 
a reasonable period of time. This ensures 
clarity about the recognition outcomes of 
the mobility period abroad. 


In mobility for studies, it is recommended 
to include the components that have been 
replaced in the student’s home degree, 
the number of credits that they represent 
and, when applicable, the translation of 
the grades received by the student abroad. 


When the mobility period is recognised as 
a whole rather than component by com-
ponent, the sending institution should just 
record the number of credits, local grades 
(where applicable) and learning outcomes 
defined for the whole mobility period. 


In the case of traineeships, the Transcript 
of Records of the sending institution will 
contain at least the information necessary 
to fulfil all the recognition arrangements 
agreed in the Learning Agreement before 
the mobility. This may include granting a 
concrete number of credits, a grade, etc.


7.4 Work Placement Certificate 


The Work Placement Certificate aims to provide transparency and bring out the value of 
the experience of the student’s work placement. This document is issued by the receiving 
organisation/enterprise upon the trainee’s completion of the work placement, and it can 
be complemented by other documents, such as letters of recommendation.


Recommended elements for the Work Placement Certificate:


yy name of the student


yy name of the organisation/
enterprise


yy contact details of the 
organisation/enterprise [street, 
city, country, phone, e-mail 
address, website]


yy type of organisation/enterprise 
(private/public/third sector/…)


yy start and end of the work 
placement


yy detailed programme of the work 
placement, listing the tasks


yy knowledge, skills (intellectual 
and practical) and competences 
acquired (learning outcomes 
achieved)


yy evaluation of the student’s 
performance


yy date of issue, name and 
signature of the responsible 
person at the receiving 
organisation/enterprise
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Annex 1 Glossary







Glossary


Accumulation of credits


The process of collecting credits 
awarded for achieving the learn-


ing outcomes of educational components 
in formal contexts and for other learning ac-
tivities carried out in informal and non-for-
mal contexts. A student can accumulate 
credits in order to obtain qualifications, 
as required by the degree-awarding insti-
tution, or to document personal achieve-
ments for lifelong learning purposes.


Allocation of credits


The process of assigning a number of cred-
its to qualifications, degree programmes 
or single educational components. Cred-
its are allocated to entire qualifications or 
programmes according to national legis-
lation or practice, where appropriate, and 
with reference to national and/or European 
qualifications frameworks. They are allo-
cated to educational components, such 
as course units, dissertations, work-based 
learning and work placements, taking as 
a basis the allocation of 60 credits per 
full-time academic year, according to the 
estimated workload required to achieve 
the defined learning outcomes for each 
component. 


Assessment methods


The whole range of written, oral and prac-
tical tests/examinations, projects, perfor-
mances, presentations and portfolios that 
are used to evaluate the learner’s prog-
ress and ascertain the achievement of the 
learning outcomes of an educational com-
ponent (unit/module).


Assessment criteria


Descriptions of what the learner is ex-
pected to do and at what level, in order to 
demonstrate the achievement of a learning 
outcome.


The assessment methods and criteria for 
an educational component have to be ap-
propriate and consistent with the learning 
outcomes that have been defined for it and 
with the learning activities that have taken 
place.


Award of credits


The act of formally granting students and 
other learners the credits that are assigned 
to the qualification and/or its components 
if they achieve the defined learning out-
comes. National authorities should indi-
cate which institutions have the right to 
award ECTS credits. Credits are awarded 
to individual students after they have com-
pleted the required learning activities and 
achieved the defined learning outcomes, 
as evidenced by appropriate assess-
ment. If students and other learners have 
achieved learning outcomes in other for-
mal, non-formal, or informal learning con-
texts or timeframes, credits may be award-
ed through assessment and recognition of 
these learning outcomes.


A
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Competence


The European Qualifications 
Framework (EQF) defines com-


petence as the ability to use knowledge, 
skills and personal, social and/or method-
ological abilities, in work or study situations 
and in professional and personal develop-
ment. In the context of the EQF compe-
tence is described in terms of responsibility 
and autonomy.


Fostering competences is the object of all 
educational programmes. Competences 
are developed in all course units and as-
sessed at different stages of a programme. 
Some competences are subject-area relat-
ed (specific to a field of study), others are 
generic (common to any degree course). It 
is normally the case that competence de-
velopment proceeds in an integrated and 
cyclical manner throughout a programme.  


Continuing Professional Development 
(CPD)


An aspect of lifelong learning, sometimes 
referred to as Continuing Professional Edu-
cation, CPD describes the skills, knowledge 
and experience that an individual gains for-
mally and informally in his work and which 
builds on his basic qualifications and train-
ing. Increasingly in professional and voca-
tional careers there is a formal requirement 
to continue to learn and develop knowl-
edge, skills and competences throughout 
careers to keep up to date and be able to 
work safely, legally and effectively. Formal 
CPD which is a professional requirement 
is validated and documented. Increasingly 


employers expect to have a formal authen-
ticated record of an individual’s CPD and it 
consequently has become an important el-
ement in the curriculum. 


Course Catalogue


The Course Catalogue includes detailed, 
user-friendly and up-to-date information 
on the institution’s learning environment 
(general information on the institution, 
its resources and services, as well as aca-
demic information on its programmes and 
individual educational components) that 
should be available to students before en-
tering and throughout their studies to en-
able them to make the right choices and 
use their time most efficiently. 


The Course Catalogue should be published 
on the institution’s website, indicating the 
course/subject titles in the national lan-
guage (or regional language, if relevant) 
and in English, so that all interested parties 
can easily access it. The institution is free 
to decide the format of the Catalogue, as 
well as the sequencing of the information. 
It should be published sufficiently in ad-
vance for prospective students to make 
their choices. 


C
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Course unit


A self-contained, formally structured learn-
ing experience. It should have a coherent 
and explicit set of learning outcomes, de-
fined learning activities consistent with the 
time allocated within the curriculum, and 
appropriate assessment criteria.


Credit (ECTS)


ECTS credits express the volume of learn-
ing based on the defined learning out-
comes and their associated workload. 60 
ECTS credits are allocated to the learning 
outcomes and associated workload of a 
full-time academic year or its equivalent, 
which normally comprises a number of 
educational components to which credits 
(on the basis of the learning outcomes and 
workload) are allocated. ECTS credits are 
generally expressed in whole numbers.


Credit mobility


The mobility of an exchange student, who 
stays at a host institution for a period, 
during which s/he can carry out activities 
awarding academic credits, which are then 
recognised by the home institution. 


Credit transfer 


A process that allows credit awarded by 
one higher education awarding body to be 
recognised and count towards the require-
ments of a programme at another institu-
tion; or that allows credit gained on a par-
ticular programme to contribute towards 
the requirements of a different one.


Cycle


One of the objectives in the Bologna Decla-
ration in 1999 was the ‘adoption of a system 
based on two main cycles, undergraduate 
and graduate.’ In 2003 doctoral studies 
were included in the Bologna structure and 
referred to as the third cycle. The EHEA has 
thus defined a hierarchy of three Higher 
Education cycles (first cycle, second cycle 
and third cycle). All higher education quali-
fications in the European Higher Education 
Area are located within these three cycles. 


Cycle (Level) Descriptors


Generic statements about the expected 
outcomes for each of the three cycles. 
A good example of general cycle (level) 
descriptors are the so-called Dublin De-
scriptors, which have served as one of 
the foundations (along with ECTS) for the 
Framework for Qualifications of the Euro-
pean Higher Education Area. 


Degree mobility


Learning mobility for degree 
purposes, even if only part of the 


programme is undertaken abroad, e.g. in a 
jointly delivered or jointly awarded degree 
programme (Mapping University Mobility 
Project, 2015).


Degree programme


The set of educational components lead-
ing to the award of a degree to a student 
after successful completion of all the 
requirements.


D
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Diploma Supplement


The Diploma Supplement (DS) is a docu-
ment accompanying a higher education 
diploma, providing a standardised descrip-
tion of the nature, level, context, content 
and status of the studies completed by its 
holder. It is produced by the higher edu-
cation institutions according to standards 
agreed by the European Commission, the 
Council of Europe and UNESCO. The Diplo-
ma Supplement is also part of the Europass 
framework transparency tools. 


It has the following eight sections of 
information:


yy the holder of the qualification


yy the qualification


yy its level and function


yy the contents and results gained


yy certification of the supplement


yy details of the national higher 
education system concerned 
(provided by the National Academic 
Recognition Information Centres 
(NARICs)) 


yy any additional relevant information


Graduates in all the countries taking part 
in the Bologna Process have the right to 
receive the Diploma Supplement auto-
matically, free and in a major European 
language.


Dublin Descriptors


The Dublin Descriptors are the cycle de-
scriptors (or ‘level descriptors’) present-
ed in 2003 and adopted in 2005 as the 


Qualifications Framework of the European 
Higher Education Area. They offer gener-
ic statements of typical expectations of 
achievements and abilities associated with 
awards that represent the end of each of 
a (Bologna) cycle or level. The descriptors 
are phrased in terms of competence lev-
els, not learning outcomes, and they en-
able to distinguish in a broad and general 
manner between the different cycles. A 
level descriptor includes the following five 
components:


yy knowledge and understanding 


yy applying knowledge and 
understanding 


yy making judgements 


yy communication 


yy lifelong learning skills


Erasmus+


EU programme for Education, 
Training, Youth and Sport for 


2014-2020 (Regulation (EU) No 1288/2013). 


European Credit Transfer and 
Accumulation System (ECTS)


A learner-centred system for credit accu-
mulation and transfer, based on the prin-
ciple of transparency of learning, teaching 
and assessment processes. Its objective is 
to facilitate planning, delivery and evalua-
tion of study programmes and student mo-
bility by recognising learning achievements 
and qualifications and periods of learning.
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European Credit System for Vocational 
Education and Training (ECVET)


The ECVET system aims at allowing the 
transfer, recognition and accumulation of 
learning outcomes to obtain a qualifica-
tion. It is a decentralised system relying on 
volunteer participation of Member States 
and stakeholders of vocational training, 
respecting national legislations and reg-
ulations. It gives a methodological frame-
work for describing qualifications in terms 
of learning outcomes using units, allowing 
the allocation of transferable points for 
Member States with different education 
and qualification frameworks. ECVET is 
founded on partner agreements regard-
ing qualification transparency and mutual 
stakeholder trust (ECVET, 2010).


Educational component


A self-contained and formally structured 
learning experience (such as: course unit, 
module, work placement).


Europass Mobility


Europass is a set of five documents (Curric-
ulum Vitae, Language Passport, Europass 
Mobility, Certificate Supplement, Diploma 
Supplement) which aim to make skills and 
qualifications clearly and easily understood 
in Europe. Europass Mobility is a document 
to record knowledge and skills acquired 
in another European country, completed 
by the institutions involved in the mobili-
ty of the individual (sending and receiving 
institution).


European Higher Education Area (EHEA)


The European Higher Education Area 
(EHEA) was launched at the Bologna Pro-
cess’ decade anniversary, in March 2010, 


during the Budapest-Vienna Ministerial 
Conference. Building on the main objec-
tive of the Bologna Process since its incep-
tion in 1999, the EHEA is meant to ensure 
more comparable, compatible, coherent 
and attractive systems of higher education 
in Europe.


European Qualifications Framework for 
Lifelong Learning (EQF) 


The European Qualifications Framework 
for Lifelong Learning is a common Euro-
pean reference framework which enables 
countries of the European Union to link 
their qualifications systems to one another. 
It was adopted by the European Parliament 
and Council on 23 April 2008. The EQF 
uses eight reference levels based on learn-
ing outcomes that are defined in terms of 
knowledge, skills and competence. It shifts 
the focus from input (lengths of a learning 
experience, type of institution) to what a 
person holding a particular qualification 
actually knows and is able to do. It makes 
qualifications more readable and under-
standable across different countries and 
systems in the European Union.


Flexibility


Refers to measures through 
which the provision of higher 


education is made more flexible. The idea 
behind this concept is to open up higher 
education to more people and to increase 
adaptability to the multiple life worlds in 
modern societies. It also relates to flexibil-
ity in programme/curriculum design and 
approaches to learning and teaching.
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Formal learning


Learning typically provided by an educa-
tion or training institution, structured (in 
terms of learning objectives, learning time 
or learning support) and leading to certifi-
cation. Formal learning is intentional from 
the learner’s perspective.


Framework for Qualifications of the 
European Higher Education Area  
(QF-EHEA)


In the European Higher Education Area, 
qualifications frameworks are found at two 
levels. An overarching framework (QF-
EHEA) has been adopted in 2005 and all 
member countries committed themselves 
to develop national qualifications frame-
works that are compatible with this overar-
ching framework. 


A national qualifications framework for 
higher education encompasses all the 
qualifications in a higher education system. 
It shows the expected learning outcomes 
for a given qualification and how learners 
can move between qualifications. 


The aim of QF-EHEA is to organise nation-
al higher education qualifications into an 
overarching European-wide qualifications 
framework. Within this framework, quali-
fications are defined according to levels of 
complexity and difficulty (Bachelor, Master, 
Doctor).  


The QF-EHEA identifies four main cycles 
which are described by the ‘Dublin De-
scriptors’. They offer generic statements of 
typical expectations of achievements and 
abilities associated with awards that repre-
sent the end of each of a cycle. The short, 
first and second cycles are also character-
ised by credit ranges.


Free mover 


A student participating in credit mobili-
ty outside an organised student mobility 
programme (for example Erasmus+). A 
free mover chooses a host institution and 
organises his/her credit mobility at that 
institution.


Grade distribution table


Grade distribution tables show 
how the existing national or in-


stitutional scale is being used in the institu-
tion – whether in open access or selective 
systems – and allow for comparison with 
the statistical distribution of grades in a 
parallel reference group of another insti-
tution. They represent the statistical distri-
bution of positive grades (pass and above) 
awarded in each field of study in a specific 
institution. 


Informal learning


Learning resulting from daily 
activities related to work, fam-


ily or leisure which is not organised or 
structured in terms of objectives, time or 
learning support; it may be unintentional 
from the learner’s perspective; examples 
of learning outcomes acquired through in-
formal learning are: skills acquired through 
life and work experiences, project man-
agement skills, ICT skills acquired at work, 
languages learned, intercultural skills ac-
quired during a stay in another country, ICT 
skills acquired outside work, skills acquired 
through volunteering, cultural activities, 
sports, youth work and through activities 
at home e.g. taking care of a child (Council 
Recommendation 2012/C 398/01).
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Joint degree


A single document which is 
awarded by higher education 


institutions offering the joint programme, 
and nationally acknowledged as the rec-
ognised award of the joint programme 
(EQAR, 2015).


Joint programme


An integrated curriculum coordinated and 
offered jointly by different higher educa-
tion institutions and leading to double/
multiple degrees or a joint degree (Ibid.).


Learner


An individual engaged in a learn-
ing process (formal, non-formal 


or informal learning). Students are learners 
involved in a formal learning process. 


Learning Agreement


A formalised agreement of the three par-
ties involved in mobility – the student, the 
sending institution and the receiving insti-
tution or organisation/enterprise – to fa-
cilitate the organisation of credit mobility 
and its recognition. The agreement is to be 
signed by the three parties before the start 
of the mobility period and it is intended to 
give the student the confirmation that the 
credits he/she successfully achieves during 
the mobility period will be recognised.


Learning mobility


Learning mobility is normally understood 
to involve physical mobility in which the 
learner/student moves to an institution 
in another country for part or all of a pro-
gramme of study. The majority of such mo-
bility takes place in the context of planned 
and organised programmes. The credits 
from such mobility are formally recognised 
by the sending institution.


There is also a considerable amount of ‘free 
mover’ mobility which depends on individ-
ual initiative. 


As well as physical mobility it is increasingly 
possible for learners to participate in virtual 
mobility. This too may be through organ-
ised joint or shared curriculum, or through 
Open Universities, Open Education Re-
sources, MOOCs, or other on-line material.


Learning outcome 


Statements of what a learner knows, un-
derstands and is able to do on completion 
of a learning process. The achievement 
of learning outcomes has to be assessed 
through procedures based on clear and 
transparent criteria. Learning outcomes are 
attributed to individual educational com-
ponents and to programmes at a whole. 
They are also used in European and nation-
al qualifications frameworks to describe 
the level of the individual qualification.
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Learning pathway


Learning pathway is a route taken by a 
learner allowing him/her to build knowl-
edge progressively and acquire the desired 
set of competences. The learning pathway 
may be ‘signposted’ through institution 
guidance and regulations (including the 
recognition of prior learning and experi-
ence) and different learning pathways may 
lead to the award of the same qualification. 
In essence the concept of a ‘learning path-
way’ emphasises the choice of the student 
in reaching the desired educational goals.


Level descriptors


See under ‘Cycle (Level) Descriptors’ and 
‘Dublin Descriptors’.


Lifelong learning 


All learning activity undertaken throughout 
life, with the aim of improving knowledge, 
skills and competences within a personal, 
civic, social and/or employment-related 
perspective (Communication (2001) 678).


Programmes and services contributing to 
lifelong learning within the higher educa-
tion sector may include mainstream pro-
grammes, continuing education, evening 
classes, specific programmes for part-time 
learners, access to libraries/higher educa-
tion institution resources, distance learn-
ing, training courses, targeted guidance 
and counselling services among other ac-
tions and initiatives.


Massive Open Online Courses 
(MOOCs)


Courses which allow open en-
try, are free to sign up for, and are deliv-
ered online usually with peer or automated 
support. They often have large enrolment 
numbers.


Mobility window


A mobility window is a period of time re-
served for international student mobility 
that is embedded into the curriculum of a 
study programme (Ferencz et al., 2013).


Module


A course unit in a system in which each 
course unit carries the same number of 
credits or a multiple of it.


National Qualifications 
Framework (NQF)


An instrument for the classifi-
cation of qualifications according to a set 
of criteria for specified levels of learning 
achieved, which aims to integrate and co-
ordinate national qualifications subsystems 
and improve the transparency, access, pro-
gression and quality of qualifications in re-
lation to the labour market and civil society 
(Council Recommendation 2012/C 398/01).


National qualifications frameworks encom-
pass all education qualifications – or all 
higher education qualifications, depend-
ing on the policy of the country concerned 
– in an education system. They show what 
learners may be expected to know, under-
stand and be able to do on the basis of a giv-
en qualification (learning outcomes) as well 
as how qualifications within a system articu-
late, that is how learners may move between 
qualifications in an education system.


National qualifications frameworks are de-
veloped by the competent public author-
ities in the country concerned, in cooper-
ation with a broad range of stakeholders 
– including higher education institutions, 
students, staff and employers. 
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Non-formal learning


Learning which takes place through 
planned activities (in terms of learning ob-
jectives, learning time) where some form 
of learning support is present (e.g. learn-
er-teacher relationships); it may cover 
programmes to impart work skills, adult lit-
eracy and basic education for early school 
leavers; very common cases of non-for-
mal learning include in-company training, 
through which companies update and im-
prove the skills of their workers such as ICT 
skills, structured on-line learning (e.g. by 
making use of open educational resourc-
es), and courses organised by civil society 
organisations for their members, their tar-
get group or the general public (Ibid.). 


Open Educational Resources 
(OER)


Digitised materials offered free-
ly and openly for educators, students and 
self- learners to use and reuse for teaching, 
learning and research; it includes learning 
content, software tools to develop, use and 
distribute content, and implementation 
resources such as open licenses; OER also 
refers to accumulated digital assets that 
can be adjusted and which provide benefits 
without restricting the possibilities for oth-
ers to enjoy them (Ibid.).


Programme (educational)


A set of educational compo-
nents – based on learning out-


comes – that are recognised for the award 
of a qualification. 


Progression


The process which enables learners to pass 
from one stage of a qualification to the next 
and to access educational programmes 
that prepare for qualifications at a higher 
level than those he/she already possesses.


Progression rules


Set of rules that define conditions for learn-
ers’ progression within qualifications and 
towards other qualifications. 


Qualification


Any degree, diploma or oth-
er certificate issued by a com-


petent authority attesting the successful 
completion of a recognised programme of 
study.


Quality assurance


The process or set of processes adopted 
nationally and institutionally to ensure the 
quality of educational programmes and 
qualifications awarded. 


Quality assurance should ensure a learning 
environment in which the content of pro-
grammes, learning opportunities and facil-
ities are fit for purpose. Quality assurance 
is often referred to in the context of a con-
tinuous improvement cycle (i.e. assurance 
and enhancement activities).
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Recognition (academic 
recognition)


Approval of courses, qualifica-
tions, or diplomas from one (domestic or 
foreign) higher education institution by 
another for the purpose of admitting stu-
dents to undertake further studies. 


Academic recognition can also be sought 
for an academic career at a second institu-
tion and in some cases for access to other 
employment activities on the labour mar-
ket (academic recognition for professional 
purposes). As regards the European Higher 
Education Area, three main levels of recog-
nition can be considered, as well as the in-
struments attached to them (as suggested 
by the Lisbon Convention and the Bologna 
Declaration): 


i.	 recognition of qualifications, including 
prior learning and professional 
experience, allowing entry or re-entry 
into higher education; 


ii.	 recognition of short study periods in 
relation to student mobility, having 
as the main instrument the ECTS 
(European Credit Transfer System);


iii.	recognition of full degrees, having 
as the main instrument the Diploma 
Supplement (Vlăsceanu et al., 2004).


Recognition of credits


The process through which an institu-
tion certifies that learning outcomes 
achieved and assessed in another institu-
tion satisfy (some or all) requirements of 
a particular programme, its component or 
qualification.


Recognition of non-formal and informal 
learning


The process through which an institu-
tion certifies that the learning outcomes 
achieved and assessed in another context 
(non-formal or informal learning) satisfy 
(some or all) requirements of a particular 
programme, its component or qualification. 


Recognition of prior learning and 
experience


The validation of learning outcomes, 
whether from formal education or non-for-
mal or informal learning, acquired before 
requesting validation (Council Recommen-
dation 2012/C 398/01).


Recognition of professional 
qualifications


Directive 2005/36/EC establishes rules for 
EU Member States on access to or pursuit 
of a regulated profession upon possession 
of specific professional qualifications. The 
Directive stipulates that the host Member 
State shall recognise professional qualifi-
cations obtained in another Member State 
– which allow the holder of the said qual-
ifications to pursue the same profession 
there – for access to and pursuit of that 
profession.


The recognition of professional qualifi-
cations by the host Member State allows 
beneficiaries to gain access in that Mem-
ber State to the same profession as that for 
which they are qualified in the home Mem-
ber State and to pursue it in the host Mem-
ber State under the same conditions as its 
nationals (Directive 2005/36/EC).
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Student


A learner enrolled on a formal 
educational programme at a 


higher education institution. Please note: 
The question of whether to refer to ‘stu-
dents’ or ‘learners’ in this Guide was dis-
cussed in depth in the working group and 
with stakeholders. Due to the general shift 
towards more flexible learning provision it 
was agreed that the term ‘learner’ is pref-
erable in most contexts. However, it was 
recognised that since most higher educa-
tion systems are still organised around pro-
vision of formal programmes to a clearly 
defined student body, the term ‘student’ 
would be used to encompass all learners 
in higher education institutions (whether 
full-time or part-time, engaged in distance, 
on-campus or work-based learning, pursu-
ing a qualification or following stand-alone 
educational units or courses).


Student-Centred Learning


A learning approach characterised by in-
novative methods of teaching which aim to 
promote learning in communication with 
teachers and students and which takes 
students seriously as active participants in 
their own learning, fostering transferable 
skills such as problem-solving, critical and 
reflective thinking (ESU, 2010).


Transcript of Records


An up-to-date record of the stu-
dents’ progress in their studies: 


the educational components they have 
taken, the number of ECTS credits they 
have achieved, and the grades they have 
been awarded. It is a vital document for 
recording progress and for recognising 
learning achievements, including for stu-
dent mobility. Most institutions produce 
the Transcript of Records from their insti-
tutional databases.


Transfer (of credits)


The process of having credits awarded in 
one context (programme, institution) rec-
ognised in another formal context for the 
purpose of obtaining a qualification. Cred-
its awarded to students in one programme 
may be transferred from an institution to 
be accumulated in another programme, 
offered by the same or another institution. 
Credit transfer is the key to successful study 
mobility. Institutions, faculties, depart-
ments may make agreements which guar-
antee automatic recognition and transfer 
of credits.
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Validation


A process of confirmation by an 
authorised body that an individ-


ual has acquired learning outcomes mea-
sured against a relevant standard and con-
sists of the following four distinct phases:


1.	 Identification through dialogue 
of particular experiences of an 
individual;


2.	 Documentation to make visible the 
individual’s experiences;


3.	 Formal Assessment of these 
experiences; and


4.	 Certification of the results of the 
assessment which may lead to a 
partial or full qualification (Council 
Recommendation 2012/C 398/01).


Virtual mobility


Cross-border e-learning (i.e. when a stu-
dent follows distance learning courses 
offered by a higher education institution 
abroad). Virtual mobility can be useful in 
promoting and complementing physical 
mobility. Virtual mobility can play an im-
portant role in the internationalisation 
strategy of an institution (Mapping Univer-
sity Mobility Project, 2015).


Work-based learning


Learning delivered by a univer-
sity, college or other training 


provider in the workplace, normally under 
the supervision of a person from the same 
company as well as a professional teacher 
from outside the company (Scottish Fund-
ing Council, 2015).


Workload


An estimation of the time learners typi-
cally need to complete all learning activ-
ities such as lectures, seminars, projects, 
practical work, work placements, individ-
ual study required to achieve the defined 
learning outcomes in formal learning envi-
ronments. The correspondence of the full-
time workload of an academic year to 60 
credits is often formalised by national legal 
provisions. In most cases, student workload 
ranges from 1,500 to 1,800 hours for an ac-
ademic year, which means that one credit 
corresponds to 25 to 30 hours of work. It 
should be recognised that this represents 
the normal workload and that for individ-
ual learners the actual time to achieve the 
learning outcomes will vary. 


Work placement


A planned period of experience outside the 
institution (for example, in a workplace) to 
help students to develop particular skills, 
knowledge or understanding as part of 
their programme.


Work Placement Certificate


A document is issued by the receiving or-
ganisation/enterprise upon the trainee’s 
completion of the work placement, and 
it can be complemented by other docu-
ments, such as letters of recommendation. 
It aims to provide transparency and bring 
out the value of the experience of the stu-
dent’s work placement.
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Annex 2  


Examples: grade conversion







Examples for grade conversion5:
1	 Grade conversion based on two grade distribution tables from two reference groups 


belonging to different national grading systems:


Reference group A in Italy (Passing grades ranging from 18 to 30 cum laude) 
Reference group/Field of study: ISCED Code 023 Languages


Reference group B in France (Passing grades ranging from 10 to 20) 
Reference group/Field of study: ISCED Code 023 Languages


5 Please refer to the ECTS Guide website for further examples added.


In this case, the percentage ranges of the grades overlap. The receiving institution should 
have decided in advance whether they will take the minimum, average or maximum compa-
rable grade of overlapping ranges. Therefore, if the University of Rome had decided in ad-
vance that they would use the minimum or the average, the student’s grade would be 27 and 
if they had decided that they would use the maximum, the student’s grade would be 28.


University of Rome, Italy
ISCED-F Code 023 Languages


University of Paris, France
ISCED-F Code 023 Languages


University of Paris, France


University of Rome, Italy


100% 90% 80% 70% 60% 50% 40% 30% 20% 10% 0%


10 11 12 13 14 15


18 19 20 21 22 23 24 25 26 27 28 29 30


80







6 University of Applied Sciences Vorarlberg (Fachhochschule Vorarlberg - FHV)


2	 Grade conversion based on two grade distribution tables from two reference groups 
belonging to different national grading systems:


Institution FHV in Austria6 (Passing grades ranging from 1 to 4)
Reference group/Field of study: ISCED Code 071 Engineering and engineering trades


Institution University of Ghent in Belgium (Passing grades ranging from 10 to 20)
Reference group/Field of study: ISCED Code 071 Engineering and engineering trades


In this example a grade 2 (Good) from the institution in Austria would be transferred into 
a grade 13 in the institution in Belgium. A grade 11 from the institution in Belgium would be 
transferred into a grade 3 (Satisfactory) in Austria. In this case both institutions have decid-
ed to use the average in case of overlapping percentage ranges.


Institution University of Ghent in Belgium
ISCED-F Code 071 Engineering and engineering trades


Institution FHV in Austria 
ISCED-F Code 071 Engineering and engineering trades 


2
Good
37%


3
Satisfactory


19%


Institution FHV in Austria


Institution University of Ghent in Belgium


10
14,61%


11
13,08%


12
14,80%


13
14,35%


14
13,43%


15
11,96%


16
8,71%


17
18
19
20


100% 90% 80% 70% 60% 50% 40% 30% 20% 10% 0%


5,15%


2,55%


17


18


19


20


1,10%


0,26%


4
Sufficient  


10%


1
Excellent


34%
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Recommended reading list







Recommended reading list


The Bologna Process, related documents


A Framework for Qualifications for the European Higher Education 
Area; Bologna Working Group on Qualifications Frameworks, published 
by the Ministry of Science, Technology and Innovation, Copenhagen, 
February 2005: http://www.ond.vlaanderen.be/hogeronderwijs/bologna/
documents/050218_QF_EHEA.pdf 


Bologna Conference, Using Learning Outcomes, Edinburgh, 1-2 July 2004:  
http://www.ehea.info/article-details.aspx?ArticleId=119 


Bologna Framework and Certification (2008): http://www.ehea.info/Uploads/
QF/Bologna_Framework_and_Certification_revised_29_02_08.pdf 


Berlin Communiqué (Realising the European Higher Education Area. 
Communiqué of the Conference of Ministers responsible for Higher 
Education in Berlin on 19 September 2003): http://www.ehea.info/Uploads/
about/Berlin_Communique1.pdf 


Bucharest Communiqué (Making the Most of Our Potential: Consolidating 
the European Higher Education Area, Communiqué of the Conference of 
Ministers responsible for Higher Education in Bucharest on 26-27 April 2012): 
http://www.ehea.info/Uploads/(1)/Bucharest%20Communique%202012(1).pdf 


European Standards and Guidelines for Quality Assurance in the European 
Higher Education Area: http://www.ehea.info/news-details.aspx?ArticleId=355


European Approach for Quality Assurance of Joint Programmes: 
https://eqar.eu/projects/joint-programmes.html


Report by the Structural Reforms Working Group to the BFUG, 
Structural Reforms Working Group, Strasbourg, Brussels, Vatican 
City, Warsaw, 8 December 2014: http://www.ehea.info/Uploads/
SubmitedFiles/12_2014/154923.pdf 
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Official documents of the European Union


Council Recommendation (2012/C 398/01) of 20 December 2012 on the 
validation of non-formal and informal learning: http://eur-lex.europa.eu/
LexUriServ/LexUriServ.do?uri=OJ:C:2012:398:0001:0005:EN:PDF


Communication from the Commission (COM 2001 678) of 21 November 
2001: Making a European Area of Lifelong Learning a Reality: http://eur-lex.
europa.eu/LexUriServ/LexUriServ.do?uri=COM:2001:0678:FIN:EN:PDF 


Directive of the European Parliament and of the Council (2005/36/
EC) of 7 September 2005 on the recognition of professional 
qualifications: http://eur-lex.europa.eu/legal-content/EN/TXT/
PDF/?uri=CELEX:02005L0036-20140117&from=EN  


Recommendation of the European Parliament and of the Council of 23 
April 2008 on the establishment of the European Qualifications Framework 
for lifelong learning: http://eur-lex.europa.eu/legal-content/EN/TXT/
PDF/?uri=CELEX:32008H0506(01)&from=EN


Regulation of the European Parliament and of the Council (EU No 1288/2013) 
of 11 December 2013 establishing ‘Erasmus+’: the Union programme for 
education, training, youth and sport: http://eur-lex.europa.eu/LexUriServ/
LexUriServ.do?uri=OJ:L:2013:347:0050:0073:EN:PDF
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Websites and useful links


ENIC-NARIC Network: http://www.enic-naric.net/ 


European University Association (EUA) occasional papers on Massive Open 
Online Courses (MOOCs): http://www.eua.be/Libraries/Publication/MOOCs_
Update_January_2014.sflb.ashx 


Get to know ECVET better: Questions and Answers, Brussels, (2011):  
http://www.ecvet-team.eu/en/system/files/documents/14/questions-
answers-about-ecvet-21/04/2010.pdf


Scottish Funding Council Glossary:  
http://www.sfc.ac.uk/housekeeping/glossary/glossary.aspx 


The European Credit system for Vocational Education and Training (ECVET):  
http://ec.europa.eu/education/policy/vocational-policy/ecvet_en.htm 


UNESCO (2014), ISCED: International Standard Classification of Education: 
http://www.uis.unesco.org/Education/Pages/international-standard-
classification-of-education.aspx
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Project outcomes:


Competences in Education and Recognition project (CoRe):  
http://www.core-project.eu/


EAR Manual – a European Area of Recognition project: 
http://www.eurorecognition.eu/emanual/ 


EMQT project (Erasmus Mobility Quality tools), co-funded by the EU Lifelong 
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European Recognition Manual for Higher Education Institutions:  
http://eurorecognition.eu/Manual/EAR%20HEI.pdf 


Joint Degrees from A to Z project, co-funded by the EU Erasmus Mundus 
Programme: http://www.nuffic.nl/en/expertise/jdaz 


Mapping University Mobility project (MAUNIMO):  
http://www.maunimo.eu/index.php/the-maunimo-project  


Portal on joint programmes of the European Consortium for Accreditation 
in Higher Education (ECA), co-funded by the EU Erasmus Mundus 
Programme: http://ecahe.eu/w/index.php/Portal:Joint_programmes


Practical Guide to designing degree programmes with integrated 
transnational mobility – MOCCA project (Model for Core Curricula with 
Integrated Mobility Abroad), co-funded by the EU Socrates Programme. 


Student-Centred Learning toolkit for students, staff and higher education 
institutions, Brussels, project of the European Students Union, co-funded 
by the EU Lifelong Learning Programme: http://www.esu-online.org/
resources/6068/Student-Centred-Learning-Toolkit/ 


Tuning Academy project: http://tuningacademy.org/
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Annex 4  


Examples: programme profiles







Examples for programme profiles and 
formulations of programme learning 
outcomes
The examples below show different ways of describing programme profiles and/or single 
course units. These are not absolute models to be followed, but examples of good practice, 
based on the recommendations of the ECTS Guide. 


Description of the first cycle degree programme in Computer 
Engineering and learning outcomes for the course unit Physics I


Profile of the degree programme


The Bachelor’s degree programme in Computer Engineering is designed to 
prepare students with a sound cultural background based on proficiency in dif-
ferent engineering areas and strong computer science expertise. Courses are 
intended to provide participants with the skills needed to design, install and 
maintain computer systems and computer networks, software applications, 
industrial automation systems, management information systems, integrated 
processing and control systems. The Computer Engineering graduate is mainly 
an engineer as well as a good IT professional.


Key learning outcomes


Graduates of the first cycle degree programme in Computer Engineering will 
be able to: design, install and maintain computer systems and computer net-
works, software applications, industrial automation systems, management in-
formation systems, integrated processing and control systems.


Occupational profile/s of graduates


Graduates of this degree are qualified to work inside information technology 
companies specialised in the computer hardware and software production and 
inside industrial automation industries as well as inside all kind of enterpris-
es using information systems and computer networks for internal production 
and management processes. They will also be able work as freelancers or in-
dependent contractors mainly for the development of digital control systems 
for specific applications. Moreover, the programme will provide the students 
with the necessary requirements for academic advancement in the computer 
engineering and automation field.
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Physics I


Learning outcomes


The student who successfully completes the course will have the ability to mas-
ter the basic concepts of physics both in Newtonian mechanics and in classical 
electromagnetism. He/she will be able to demonstrate a solid knowledge of 
the conservation laws and of the Maxwell equations whose application will al-
low him/her to solve basic problems of dynamics in mechanical systems and of 
fields configuration in problems of electromagnetism. 


Assessment methods and criteria


Assessment methods


yy Final written exam 


yy Final oral exam


The written exam is considered a threshold to access the final oral exam. A 
score of 15 points/30 is required to pass the written exam. Once the threshold 
is passed, the weight of the oral exam on the final score is about 70%.


Assessment criteria


The student will be assessed on his/her demonstrated ability to understand the 
main contents of the course and to adapt them to specific cases to solve prob-
lems. In the written exam (3 hours, 2 problems), the student must demonstrate 
his/her capability to deploy the basic concepts to find correct answers to a 
typical series of three questions per problem. During the oral exam (1/2h) the 
student must demonstrate the ability to put into practice and to execute, with 
critical awareness, the most important physics laws discussed in the course. 
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Description of the First Cycle degree programme in History and 
learning outcomes for the course unit Modern History


Profile of the degree programme


The degree programme in History has the objective of preparing student for 
the practice of historical research, thanks to a solid knowledge of the great 
historiographical themes and debates and the acquisition of methodologies 
of the treatment and interpretation of the sources, and the use of a clear and 
rigorous language as appropriate to historiographical discourse. The learning 
experience is organised through cycles of lectures, seminars, workshops and 
laboratories. Alongside these activities, the students are able to attend confer-
ences, workshops and meetings in order to have contact with scientific debate 
at national and international level. The degree programme has four tracks: An-
cient History, Medieval History, Modern History and Contemporary History. 


Key learning outcomes 


Graduates of the first cycle degree programme in History will be able to demon-
strate a critical understanding of the relationship between the present and the 
past; knowledge of and an ability to use the basic techniques of historical re-
search; the ability to identify the relevant scientific literature, bibliography and 
sources to address a historiographical problem; the ability to communicate re-
search results in various ways according to the target audience; a knowledge 
of and ability to use the main tools of other social and humanistic sciences, as 
well as history; a solid knowledge of the general lines of human history; spe-
cialised knowledge of one broad period of history (Ancient, Medieval, Mod-
ern/Contemporary); an ability to communicate in at least one language of the 
EU, in addition to Italian; as well as basic ICT competences for communicating, 
retrieving and elaborating on historiographical texts and data.


Occupational profile/s of graduates


Those holding the first cycle award (Laurea) in History are able to carry out 
various activities for public and private organisations, with responsibilities 
relating to coordinating and executing historical research, to preserving and 
valorising the cultural patrimony, especially as regards archives, libraries and 
material culture; to publishing, journalism and in the various contexts in which 
historical culture and its popularisation are useful, including public adminis-
tration and international cultural relations. Graduates can enter programmes 
for the preparation of teachers in the areas of History and Literature; they can 
compete for positions in the public sector linked to teaching, archive manage-
ment, libraries and museums, parliamentary documentation and information 
services, and diplomatic careers.
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Modern History


Learning outcomes


The student who completes the course successfully will be able to demonstrate 
a solid knowledge of the main processes and events in European and world his-
tory from the age of the geographic explorations to the Napoleonic period. 


Furthermore he or she will be able to demonstrate up-to-date and specific 
knowledge of the Spanish Empire in a Mediterranean and Atlantic context, and 
of the historiographical problems relating to it; and will be able to read and 
analyse texts and documents from the period. 


Assessment methods and criteria


Assessment methods


yy Final oral exam


yy Periodic written tests


Students who attend the lectures and participate in the discussions and analyses 
of documents may take periodic written exams, normally consisting of written 
answers in essay form to questions relating to the course material, which will be 
evaluated and taken into account in the final oral examination. Those who are 
unable to attend are evaluated only in the final oral examination.


Assessment criteria


The timing and the form of the periodic written exams for those who attend 
are discussed with the students during the lectures. The final oral examina-
tion aims to ascertain that the student is able to demonstrate knowledge 
of the course material and to discuss the chosen monographs critically and 
comprehensively.
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Description of the First Cycle degree programme Business 
Administration


Title of the programme:


Business Administration


Level of programme: 


Professional Bachelor’s degree programme 


Qualification awarded: 


Enterprise and Establishment Manager 


Level of qualification: 


On successful graduation from the programme, the graduate obtains a Profes-
sional Bachelor’s Diploma and the qualification: ‘Enterprise and Establishment 
Manager’ which corresponds to the 5th professional qualification level and it 
corresponds to the level 6 of the Latvian Qualifications Framework (LQF) and 
European Qualifications Framework level 6.


Specific admission requirements: 


Enrolment in the study programme, is organised according to the Enrolment 
Regulations of the School, which are endorsed by the Senate for each coming 
academic year.


Specific arrangements for recognition of prior learning: 


For recognition of non-formal and informal learning there is a legal framework 
to promote and implement lifelong learning. On 10 January 2012, the Cabinet 
of Ministers issued ‘Rules of Procedure for Recognition of Learning outcomes 
in Prior Learning or professional experience’, Number 36. The procedural doc-
uments have been developed by the School and endorsed by the Senate. Life-
long learning activities have been designed to facilitate LLL. Programmes are 
designed with learning outcomes which ensures transparency and compara-
bility. ECTS is applied to lifelong learning. General arrangements for the recog-
nition of non-formal and informal learning are explained in the Rules of Proce-
dure for the Recognition of Prior Learning which were endorsed by the Senate 
in 2012. The document explains the process, the criteria and the recognition.
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Qualification requirements and regulations: 


In order to obtain the professional Bachelor’s degree and qualification, the stu-
dent has to fulfil the following programme requirements: 


yy Acquire general and course specific course learning outcomes 


yy Acquire optional course learning outcomes 


yy Follow a company placement 


yy Prepare and defend the Bachelor’s paper


Profile of the programme: 


The programme equips students with the knowledge, skills and abilities to be-
come competent managers – in changing socio-economic conditions. Stu-
dents learn to apply their knowledge by managing processes, solving prob-
lems, and making decisions. The awarded qualification acknowledges that 
graduates are able to determine and formulate enterprise performance prin-
ciples; to plan and manage work according to the business objectives; and to 
work with people and be ready to adapt in rapidly changing management en-
vironments. This is in accordance with the category 5 professional qualification 
level of the professional standard ‘Enterprise and Institutional Manager’ and 
corresponds to level 6 of both the Latvian Qualification Framework (LQF) and 
the European Qualifications Framework. The students acquire 240 ECTS (160 
Latvian credits) in an international study environment. The students are eli-
gible to study under Erasmus+ exchange programme. They also have the op-
portunity to study with international academic staff from partner universities. 
Organisation and management of internships is part of the programme.
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Key learning outcomes: 


In the programme, students will acquire the ability to comprehend economic 
development regularities and the processes of the national economy. They will 
learn to explain them, take part in substantive discussions and make decisions 
according to changing circumstances. 


They will be able to apply the knowledge gained in entrepreneurship manage-
ment according to operational and strategic aims. They will learn to follow the 
implementation process, and to make decisions and adjustments in order to 
improve operational and strategic activities. 


Students should be able to carry out professional activity, formulate and anal-
yse information and problems and find solutions in their profession, using a 
scientific approach. 


Moreover, they will understand how to act ethically and to take responsibility 
for the impact of their professional conduct upon the environment and society. 


Finally, students will feel comfortable assuming responsibility in a team setting 
while delegating and coordinating tasks. This includes planning and organising 
their work efficiently and dealing with conflict situations.


Occupational profiles of graduates with examples: 


Graduates work in companies and institutions, both public and private, they 
work in small to medium sized companies as managers/ heads of departments.


Access to further studies: 


The graduates of professional Bachelor’s degree programme are eligible for 
further studies at Master degree programmes.
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Consumer Behaviour in Global Markets


Learning outcomes: 


yy The student is able to explain and apply the key terms, definitions and 
concepts relating to consumer behaviour.


yy The student can analyse consumer behaviour trends and apply them in 
the given consumer market.


yy The student is able to describe factors which influence the consumer’s 
decision about purchasing a product.


yy The student is able to assess the efficiency of different advertisements 
and other promotional activities as well as their impact on consumer 
behaviour.
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Description of the second cycle degree programme in ‘Advanced 
Spectroscopy in Chemistry’ and learning outcomes for the course 
unit ‘Mass Spectroscopy’


Profile of the degree programme:


The Master’s programme prepares students to become experts and develop 
international skills that prepare them for doctoral studies, and/or professional 
industrial careers in chemical analysis and characterisation of the structure of 
materials. A mobility scheme ensures that, in addition to high specialisation 
and access to state-of-the-art technologies, students will follow a common 
core curriculum of studies in different higher education institutions through-
out Europe.


Key learning outcomes:


Students will acquire basic skills in:


yy chemical analysis


yy structural characterisation


yy imaging and molecular 
modelling


yy characterising fast reactions


yy quality control


yy materials


Students will acquire related skills in:


yy conducting research projects 


yy decision-making in process 
management 


yy foreign languages (presenting 
a scientific project in English, 
both orally and in writing)


yy conducting projects in an 
international and multicultural 
context


yy geographical mobility
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Advanced Spectroscopy in Chemistry


Unit title: Mass Spectroscopy (Prof. XY).


Unit code: ASC 01 –LI semester I.


ECTS credits: 5 credits


Prerequisites: Bachelor in chemistry or equivalent


Course description:


The course covers aspects of molecular mass spectrometry including the most 
recent developments in instrumental design, techniques and understanding 
of mass spectral processes. The methods available for the introduction of ana-
lytical samples are presented, and the advantages and disadvantages of these 
methods considered. The different types of mass analysers, their working prin-
ciples and performances are discussed. Current software tools for data-de-
pendent analysis and on-line techniques are described. Examples are present-
ed of the application of mass spectrometric techniques in different areas of 
chemistry. 


Aims:	   


The aims of this unit are:


yy To build upon and extend the theoretical and instrumental concepts 
introduced during the Bachelor degree programme.


yy To develop the competence and confidence of the students in mass 
spectrometry.


yy To highlight modern advances in instrumentation and techniques within 
mass spectrometry.


yy To identify appropriate instrumentation for particular applications.


Si
ng


le
 C


o
ur


se
 U


ni
t:


101







Learning outcomes:


After completing this unit the student should be able to:


yy Discuss in a comprehensive way the methods available for the 
introduction of samples to a mass spectrometer.


yy Identify methods for ionisation and their advantages and disadvantages.


yy Review critically the available types of mass analysers.


yy Discuss the use of software in obtaining and analysing mass spectral data.


yy Identify the most suitable instrumentation for specific applications and 
describe the extent and limitations of the data obtained.


yy Interpret mass spectral data and present the conclusions drawn in 
written and oral form.


yy Explain to non-specialists how mass spectrometry can be expected to 
provide valuable information in different areas of chemistry and related 
disciplines.


Teaching and learning activities:


Lectures and colloquia: 40 hours


Student centred learning: 90 hours


Total student effort: 130 hours


Assessment criteria:


Examination on completion of teaching period: written or oral (weighting 
100%).


Bibliography:


Mass Spectrometry, Principles and Applications, E. de Hoffmann and V. Stroo-
bant, Wiley, Chichester, 2001. 
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Annex 5  


Examples: learning outcomes







Sample learning outcomes breakdown


Learning outcomes breakdown for the second cycle degree programme 
(Advanced Master) Marketing Analysis


Learning outcome 1: Competence in marketing analysis


LO 1.1	 Developing complex marketing decision models based on customer 
relationship management theories.


LO 1.2	 Integrating marketing decision systems in a real-life company setting.


LO 1.3 	 Independently and critically analysing business relevant issues using 
data mining and informatics.


LO 1.4	 Creatively applying state-of-the-art data mining techniques on 
business relevant issues.


LO 1.5 	 Creatively applying state-of-the-art advanced market research 
methods on business relevant issues.


Learning outcome 2: Research competence


LO 2.1	 Selecting and validating data mining techniques and statistical 
techniques to optimally model complex marketing problems.


LO 2.2 	 Translating complex marketing problems into a scientific research 
question.


LO 2.3	 Applying a literature study in international, peer-reviewed journals to 
complex marketing problems.


LO 2.4	 Validating the results of own research with scientific marketing 
literature.


LO 2.5	 Leveraging the structure of complex data.
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Learning outcome 3: Intellectual competence


LO 3.1	 Mastering different programming languages and software tools as a 
means to create complex marketing decision models.


LO 3.2	 Continuously expanding one’s own methodological competencies in 
an interactive manner.


LO 3.3	 Independently drawing correct conclusions for complex marketing 
problems.


LO 3.4	 Integrating competing views of different stakeholders into a single  
marketing solution.


Learning outcome 4: Competence in collaborating and communicating


LO 4.1 	 Scientifically correct reporting the relevant results of own marketing 
research.


LO 4.2	 Executing a real-life business project in an international and 
interdisciplinary team with different levels of experience.


LO 4.3	 Producing a professionally written report on complex marketing 
issues and their solutions.


LO 4.4 	 Performing a professional oral report on complex marketing issues 
and their solutions.


LO 4.5	 Communicating marketing solutions to professionals and laymen in 
English.


LO 4.6 	 Making a significant individual contribution to a real-life business 
project.


Learning outcome 5: Societal competence


LO 5.1	 Integrating consequences of new developments in data collection.


LO 5.2	 Adjusting decision models to constraints and business objectives.
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Introduction 
This ECTS Users’ Guide provides guidelines for implementation of the European Credit Transfer and Accu-
mulation System (ECTS). It also presents the ECTS key documents. The Guide is offered to assist learners, 
academic and administrative staff in higher education institutions as well as other interested parties.


The 2009 Users’ Guide elaborates on the previous version of 2005. It has been updated to take account of 
developments in the Bologna Process, the growing importance of lifelong learning, the formulation of qualifi-
cations frameworks and the increasing use of learning outcomes. It has been written with the help of experts 
from stakeholders’ associations and ECTS counsellors, and submitted for consultation to stakeholders’ as-
sociations, Member States’ experts and the Bologna Follow-up Group. The European Commission has coordi-
nated the drafting and consultation process and is responsible for the final wording of the Guide. 


ECTS1 is a tool that helps to design, describe, and deliver programmes and award higher education qualifica-
tions. The use of ECTS, in conjunction with outcomes-based qualifications frameworks, makes programmes 
and qualifications more transparent and facilitates the recognition of qualifications. ECTS can be applied to 
all types of programmes, whatever their mode of delivery (school-based, work-based), the learners’ status 
(full-time, part-time) and to all kinds of learning (formal, non-formal and informal).


In the first section of the Guide, ECTS is placed in the context of the European Higher Education Area, created 
through the Bologna Process. This section also refers to the role of ECTS in the Framework for Qualifications 
of the European Higher Education Area2 (referred to as the Bologna Qualifications Framework in this Guide). 


The second section contains the ECTS key features. These constitute a concise overview of ECTS and its main 
functions, on which there is a broad consensus. The ECTS key features section is also available in a separate 
brochure. 


Section 3 provides a detailed explanation of the key features. Section 4 gives guidance on how ECTS can be 
implemented in higher education institutions, while section 5 discusses how ECTS complements institutions’ 
quality assurance tools. 


The final sections present the ECTS key documents, suggestions for further reading on topics related to ECTS 
and a glossary of the terms used in this Users’ Guide. 


1	 ECTS was originally set up in 1989 as a pilot scheme within the framework of the Erasmus programme in order to facili-
tate the recognition of study periods undertaken abroad by mobile students. 


2	 Bologna Working Group on Qualifications Frameworks (2005) A Framework for Qualifications of the European Higher 
Education Area; http://www.bologna-bergen2005.no/Docs/00-Main_doc/050218_QF_EHEA.pdf
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1.  ECTS and the European Higher Education Area (Bologna Process)


ECTS is the credit system for higher education used 
in the European Higher Education Area, involving all 
countries3 engaged in the Bologna Process.4 ECTS 
is one of the cornerstones of the Bologna process.5 
Most Bologna countries have adopted ECTS by law 
for their higher education systems.


Among other objectives, the Bologna Process aims at 
the establishment of a system of credits as a proper 
means of promoting the most widespread student 
mobility.6 ECTS contributes to several other Bologna 
objectives:


ECTS credits are a key element of the Bologna •	
Framework for Qualifications,7 compatible with 
the European Qualifications Framework for 


3	 In some countries national or institutional systems 
exist alongside ECTS. 


4	 The Bologna process currently has 46 signatory coun-
tries. For full list see:


	 http://www.bologna2009benelux.org 


5	 Website of the Secretariat of the Bologna process Ben-
elux 2009:  http://www.bologna2009benelux.org


6	 Ibidem


7	 For further information see: http://www.ond.vlaander-
en.be/hogeronderwijs/bologna/documents/QF-EHEA-
May2005.pdf 


lifelong learning (EQF).8 According to the Bologna 
Qualifications Framework, the first and second 
cycles have their own credit ranges (see section 
3.3). Consequently, ECTS credits are used in for-
mulating national qualifications frameworks for 
higher education, which may contain more de-
tailed national credit arrangements. 


ECTS helps institutions to implement the objec-•	
tive of quality assurance (see section 5). In some 
countries ECTS is a requirement for accreditation of 
higher education programmes or qualifications.  


ECTS is also increasingly used by institutions in •	
other continents and thus plays a role in the grow-
ing global dimension of the Bologna Process.


8	 Recommendation of the European Parliament and of the 
Council on the establishment of the European Qualifica-
tions Framework for lifelong learning (http://ec.europa.
eu/education/policies/educ/eqf/rec08_en.pdf), 2008. 
The three levels of the Bologna Framework and the sub-
level for the short cycle correspond to levels five, six, 
seven and eight of EQF for the higher education sector. 


ECTS and the European Higher 1.	
Education Area (Bologna Process)
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2. ECTS Key features


ECTS


ECTS is a learner-centred system for credit accumu-
lation and transfer based on the transparency of 
learning outcomes and learning processes. It aims to 
facilitate planning, delivery, evaluation, recognition 
and validation of qualifications and units of learning 
as well as student mobility. ECTS is widely used in 
formal higher education and can be applied to other 
lifelong learning activities.


ECTS credits


ECTS credits are based on the workload students 
need in order to achieve expected learning out-
comes. Learning outcomes describe what a learner is 
expected to know, understand and be able to do after 
successful completion of a process of learning. They 
relate to level descriptors in national and European 
qualifications frameworks. 


Workload indicates the time students typically need 
to complete all learning activities (such as lectures, 
seminars, projects, practical work, self-study and 
examinations) required to achieve the expected 
learning outcomes. 


60 ECTS credits are attached to the workload of a full-
time year of formal learning (academic year) and the 
associated learning outcomes.  In most cases, stu-
dent workload ranges from 1,500 to 1,800 hours for 
an academic year, whereby one credit corresponds to 
25 to 30 hours of work.


Use of ECTS credits


Credits are allocated to entire qualifications or study 
programmes as well as to their educational com-
ponents (such as modules, course units, disserta-
tion work, work placements and laboratory work). 
The number of credits ascribed to each component 
is based on its weight in terms of the workload stu-
dents need in order to achieve the learning outcomes 
in a formal context. 


Credits are awarded to individual students (full-time 
or part-time) after completion of the learning activi-
ties required by a formal programme of study or by a 
single educational component and the successful as-
sessment of the achieved learning outcomes. Credits 
may be accumulated with a view to obtaining qualifi-
cations, as decided by the degree-awarding institu-
tion. If students have achieved learning outcomes in 
other learning contexts or timeframes (formal, non-
formal or informal), the associated credits may be 
awarded after successful assessment, validation or 
recognition of these learning outcomes. 


Credits awarded in one programme may be trans-
ferred into another programme, offered by the same 
or another institution. This transfer can only take 
place if the degree-awarding institution recognises 
the credits and the associated learning outcomes. 
Partner institutions should agree in advance on the 
recognition of periods of study abroad.


Credit transfer and accumulation are facilitated by 
the use of the ECTS key documents (Course Cata-
logue, Student Application Form, Learning Agree-
ment and Transcript of Records) as well as the Di-
ploma Supplement.


ECTS key features 2.	
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3.  ECTS Key features explained


The ECTS key features give a brief outline of the Euro-
pean Credit Transfer and Accumulation System. This 
section provides more detailed explanation of con-
cepts and functions related to ECTS. It also shows 
how these concepts and functions interact with and 
complement each other and thus enable the core 
functions of ECTS: accumulation and transfer (dealt 
with in section 4). 


ECTS as a learner-centred credit 3.1.	
system


From the key features:
“ECTS is a learner-centred system”


ECTS is a learner-centred system because it helps 
institutions to shift the emphasis in programme de-
sign and delivery from traditional teacher-centered 
approaches to approaches that accommodate for 
learners’ needs and expectations. In traditional 
teacher-centred approaches, subject requirements, 
knowledge and the teaching process itself were 
considered the main elements of educational pro-
grammes. Learner-centred learning puts learning 
at the heart of curriculum design and delivery, and 
gives learners more choice in content, mode, pace 
and place of learning. 


In such a learner-centred approach, institutions have the 
role of facilitating and supporting learners in shaping their 
own learning pathways and helping them to build on their 
individual learning styles and experiences. 


By using learning outcomes and learners’ workload in 
curriculum design and delivery, ECTS helps to place 
the learner at the centre of the educational process. 
By allocating credits to educational components it 
facilitates the creation of flexible learning pathways. 
Moreover, ECTS, in conjunction with outcome-based 
qualifications frameworks: 


establishes a closer link between educational •	
programmes and labour-market requirements 


through the use of learning outcomes, thus en-
hancing informed learners’ choices


encourages wider access to and participation in •	
lifelong learning, by making programmes more 
flexible and facilitating the recognition of prior 
achievement 


facilitates mobility within a given institution or •	
country, from institution to institution, from coun-
try to country, and between different educational 
sectors and contexts of learning (i.e. formal, non-
formal and informal learning).


ECTS and learning outcomes3.2.	


From the key features:
“Learning outcomes describe what a 
learner is expected to know, understand 
and be able to do after successful com-
pletion of a process of learning.”


Learning outcomes are verifiable statements of what 
learners who have obtained a particular qualifica-
tion, or completed a programme or its components, 
are expected to know, understand and be able to do. 
As such they emphasise the link between teaching, 
learning and assessment. 


Learning outcomes statements are typically charac-
terised by the use of active verbs expressing knowl-
edge, comprehension, application, analysis, synthe-
sis and evaluation, etc.9 


The use of learning outcomes makes the objectives of 
learning programmes clearer and more easily under-
stood for students, employers and other stakehold-


9	 Bologna Working Group on Qualifications Frameworks 
(2005) A Framework for Qualifications of the European 
Higher Education Area, p. 38 http://www.ond.vlaander-
en.be/hogeronderwijs/bologna/documents/050218_
QF_EHEA.pdf 


ECTS key features explained3.	
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ers. They also make it easier to compare qualifica-
tions and facilitate the recognition of achievements.


In ECTS, the formulation of learning outcomes is the 
basis for the estimation of workload and hence for 
credit allocation. When those responsible for design-
ing educational programmes establish the qualifica-
tion profile and the expected learning outcomes of the 
programme and its components, ECTS credits help 
them to be realistic about the necessary workload and 
to choose learning, teaching and assessment strate-
gies wisely. Stakeholders, such as learners and em-
ployers, may provide useful input to the formulation 
of learning outcomes.


The successful assessment of learning outcomes is 
the pre-condition for the award of credits to a learner. 
Therefore, statements of learning outcomes for pro-
gramme components should always be accompanied 


by clear and appropriate assessment criteria for the 
award of credits, which make it possible to ascer-
tain whether the learner has acquired the desired 
knowledge, understanding and competences 


Two approaches exist: learning outcomes may be ei-
ther threshold statements (showing the minimum re-
quirements to obtain a pass), or written as reference 
points describing the typical (showing the expected 
level of achievement of successful learners). In any 
case, statements on learning outcomes must make 
clear which definition is being used.


Learning outcome-based approaches also enable 
knowledge, skills and competences gained in con-
texts other than formal higher education (non-formal 
or informal learning) to be assessed, to have credits 
awarded and hence to be recognised for the purpose 
of awarding a qualification (see section 4.5). 


Figure 1  – “Learning outcomes” and “Competences” as defined in European 
Higher Education contexts:


In Europe a variety of terms relating to “learning outcomes” and “competences” is used with different shades 
of meaning and in somewhat different frames of reference. In all cases however they are related to what the 
learner will know, understand and be able to do at the end of a learning experience. Their widespread use 
is part of the shift in paradigm that places the learner at the centre of the higher education experience. This 
shift is the foundation of the European Higher Education Area, the Bologna Process and ECTS.


1. In the Qualifications Framework for the EHEA (Bologna Framework) learning outcomes (including com-
petences) are seen as the overall results of learning. The Framework is based on the “Dublin Descrip-
tors”, developed by the Joint Quality Initiative. These descriptors consist of generic statements of typi-
cal expectations or competence levels of achievement and abilities associated with the Bologna cycles. 
The word competence is used in this case in a broad sense, allowing for gradation of abilities or skills.  
(http://www.bologna-bergen2005.no/Docs/00-Main_doc/050218_QF_EHEA.pdf)


2. The European Qualification Framework for LLL instead distinguishes knowledge, skills and com-
petence. It uses the following definition: “competence means the proven ability to use knowledge, 
skills and personal, social and/or methodological abilities, in work or study situations and in pro-
fessional and personal development. In the context of the European Qualifications Framework, 
competence is described in terms of responsibility and autonomy”. In this case the term compe-
tence is understood in a more limited way, as the capacity to transfer knowledge into practice. 
(http://ec.europa.eu/education/policies/educ/eqf/rec08_en.pdf)
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ECTS, levels and level descriptors3.3.	


From the key features:
“Learning outcomes relate to level de-
scriptors in national and European qual-
ifications frameworks.”


European and national qualification frameworks 
are based on agreed level descriptors, with learn-
ing outcomes and credits related to such levels. 
The Bologna Framework has agreed cycle descrip-
tors with learning outcomes and credit ranges. The 
Bologna cycle descriptors are known as the ‘Dub-
lin Descriptors’10:


10 Ibidem, p. 65


3. Tuning (Educational Structures in Europe) makes a clear distinction between learning out-
comes and competences in order to distinguish the different roles of the most relevant play-
ers in the learning process: the academic staff and students/learners. For Tuning compe-
tences represent a dynamic combination of knowledge, understanding, skills, abilities and 
attitudes and are distinguished between subject specific and generic ones. Fostering competences 
is the object of a process of learning and of an educational programme. According to Tuning, learn-
ing outcomes express the level of competence attained by the learner. Learning outcomes are for-
mulated by academic staff, preferably on the basis of input from internal and external stakeholders.  
(http://tuning.unideusto.org/tuningeu or http://www.rug.nl/let/tuningeu) 


 “The Dublin Descriptors offer generic 
statements of typical expectations of 
achievements and abilities associated 
with qualifications that represent the 
end of each of a Bologna cycle. They 
are not meant to be prescriptive; they 
do not represent threshold or minimum 
requirements and they are not exhaus-
tive; similar or equivalent characteris-
tics may be added or substituted. The 
descriptors seek to identify the nature 
of the whole qualification.” 11


(For further information on Dublin Descriptors 
see the references in the bibliography.)


11	 Bologna Working Group on Qualifications Frame-
works (2005) A Framework for Qualifications of the 
European Higher Education Area, p. 65 http://www.
ond.vlaanderen.be/hogeronderwijs/bologna/docu-
ments/050218_QF_EHEA.pdf 
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The first two Bologna cycles are associated with the 
following ECTS credit ranges:12 


First cycle qualifications typically include 180-240 •	
ECTS credits.


Second cycle qualifications typically include •	
90-120 ECTS credits, with a minimum of 60 ECTS 
credits at the level of the 2nd cycle.


These credit ranges follow the ECTS key feature stat-
ing that 60 ECTS credits are attached to the workload 
of a typical full-time academic year13 of learning with-
in a formal learning programme. This rule applies to 
all higher education qualifications independent of 
their level. 


National qualifications frameworks may contain lev-
els (or intermediate qualifications) within the three 
Bologna cycles (e.g. a short cycle within the first 
cycle). These levels allow institutions to structure 
a particular qualification and regulate progression 
through the qualification. 


Credits are always described by the level at which 
they are awarded, based on the level of learning out-
comes of the programme or component. Only credits 
awarded at the appropriate level can be accumulat-
ed towards a qualification. The appropriate level is 
stipulated in the national or institutional progression 
rules (see also section 4.3).  


12	 There is no consensus on the usefulness of credits for 
the third cycle, but technically it is possible to attach 
credits to any cycle. 


13 In most cases, student workload ranges from 1,500 to 
1,800 hours for an academic year, whereby one credit cor-
responds to 25 to 30 hours of work (see also Annex 5).


ECTS credits and workload3.4.	


From the key features:
“Workload indicates the time students 
typically need to complete all learning 
activities (such as lectures, seminars, 
projects, practical work, self-study and 
examinations) required to achieve the 
expected learning outcomes.” 


Prior to estimating the workload associated with a 
programme or an educational component, the learn-
ing outcomes should be defined. These learning 
outcomes are the basis for choosing suitable learn-
ing activities and for a consistent estimation of the 
workload necessary to complete them. 


The estimation of workload must not be based on 
contact hours only (i.e. hours spent by students 
on activities guided by teaching staff). It embraces 
all the learning activities required to achieve the 
expected learning outcomes, including the time 
spent on independent work, compulsory work place-
ments, preparation for assessment and the time 
necessary for the assessment. In other words, a 
seminar and a lecture may require the same number 
of contact hours, but one may require significantly 
greater workload than the other because of differing 
amounts of independent preparation by students. 


The estimation of workload should be regularly 
refined through monitoring and student feedback.
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4.  Implementing ECTS in higher education institutions


This section provides higher education institutions 
with some guidelines and illustrations of how to 
tackle the main steps in implementing ECTS. The ob-
jective is to show how ECTS is best used to generate 
maximum added value for learners. 


ECTS credit allocation 4.1.	


From the key features:
“Credits are allocated to entire qualifi-
cations or study programmes as well as 
to their educational components (such 
as modules, course components, dis-
sertation work, work placements and 
laboratory work).”


Credit allocation is the process of assigning a number 
of credits to qualifications/programmes or to educa-
tional components. ECTS credits are allocated on the 
basis of the typical workload necessary to achieve 
the required learning outcomes.


The number of credits allocated to the entire quali-
fication or programme depends on the national or 
institutional regulations and the respective cycle of 
the Bologna Framework (see section 3.3). 


Based on the ECTS key feature that 60 credits are al-
located to the workload of a full-time academic year, 
30 ECTS credits are normally allocated to a semes-
ter and 20 ECTS credits to a trimester. Qualifications 
which have formal programmes lasting three full-
time academic years are allocated 180 ECTS credits.


Each academic year, semester or trimester is split 
into educational components. An educational com-
ponent is understood to be a self-contained and 
formally structured learning experience (such as a 


course unit, module, seminar or work placement). 
Each component should have a coherent and explicit 
set of learning outcomes, appropriate assessment 
criteria, defined workload and specified number of 
ECTS credits. 


Credit allocation to educational 4.1.1	
components


The allocation of credits to single educational com-
ponents is performed as part of curriculum design 
with reference to national qualifications frameworks, 
level descriptors and qualifications descriptors. Gen-
erally it is the responsibility of higher education in-
stitutions and academic staff, but in some cases may 
be decided by external bodies.


Prior to allocating credits to individual components, 
an agreement should be reached on the ‘profile’ of the 
specific study programme and the associated learn-
ing outcomes. By profile is meant the description of 
the programme in terms of its main features and its 
specific aims. It is good practice to define this profile 
after consultation with relevant stakeholders.14 


On the basis of the qualification profile, the academ-
ic staff design the curriculum by defining the learning 
outcomes and allocating credits to the programme 
components. Credit allocation to educational compo-
nents is based on their weight in terms of the work-
load needed for students to achieve the learning out-
comes in a formal context.


There are several approaches to credit allocation, and 
it is up to the institutions to decide on which method 
to use. The alternatives presented below illustrate 
two different approaches to allocating credits: 


14	 Experts in the field, social partners, labour-market 
representatives, student representatives, etc. See the 
Tuning approach for examples: http://unideusto.org/
tuning/ or http://www.rug.nl/let/tuningeu 


Implementing ECTS in higher 4.	
education institutions 
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1)   The teaching staff define the learning outcomes 
of each programme component, describe the 
learning activities and estimate the workload 
typically needed for a student to complete these 
activities. Proposals are collected, analysed and 
synthesised and the estimated workload is ex-
pressed in credits. 


	 Using this approach, all the teaching staff are 
involved in the process of credit allocation. 
They can put forward their proposals in terms of 
learning outcomes, and estimate the workload 
necessary to achieve them. Through discussion 
and defining of priorities they can come to a fi-
nal decision on the basis of the credits available 
(60 for each year). This procedure may result in 
different numbers of credits being attributed to 
single components (e.g. 3, 5, 8).


	 By using this option, institutions allow for maxi-
mum freedom in designing each component with 
regard to the learning outcomes and related work-
load. On the other hand, components of different 
sizes may be problematic when it comes to multi-
disciplinary or joint programmes or mobility. 


2) 	 Alternatively, the higher education institution 
or the faculty may decide from the start to stan-
dardise the size of educational components, 
giving each one the same credit value (e.g. 5) or 
multiples of it (e.g. 5, 10, 15), and thus predefine 
the number of credits to be allocated per com-
ponent. In this case, the course units are often 
called ‘modules’.


	 Within this predefined structure, the teaching staff 
define appropriate and feasible learning outcomes 
and describe the learning activities, on the basis of 
the standard size of the components. The estimat-
ed workload must be consistent with the number of 
credits allocated to that component. 


	 By standardising the size of components, institu-
tions allow for more flexible, multidisciplinary and 
interdisciplinary pathways among programmes. 
On the other hand, the definition of learning out-
comes within a component is constrained by the 
pre-defined number of credits that set a priori the 
workload for each component.


It is recommended that in either case components 
should not be too small, to avoid fragmentation of 
a programme. It is also advised not to make compo-
nents too large, as that may inhibit interdisciplin-
ary studies and restrict the choices available within 
study programmes. Very large components are prob-
lematic for mobile students at all levels – institution-
al, national or international. 


Whatever the method for credit allocation, the main 
element determining the number of credits is the es-
timated workload needed to achieve the expected 
learning outcomes. The number of contact hours 
alone must not be used as a basis to allocate credits, 
since contact hours are only one element of students’ 
workload. Proper credit allocation should be part of 
the internal and external quality assurance for higher 
education institutions. 


Estimation of workload in ECTS4.1.2	


In estimating students’ workload, institutions must 
consider the total time needed by students in order 
to achieve the desired learning outcomes. The learn-
ing activities may vary in different countries, institu-
tions and subject areas, but typically the estimated 
workload will result from the sum of:


the contact hours for the educational component •	
(number of contact hours per week x number of 
weeks)


the time spent in individual or group work required •	
to complete the educational component success-
fully (i.e. preparation beforehand and finalising 
of notes after attendance at a lecture, seminar or 
laboratory work; collection and selection of rel-
evant material; required revision, study of that 
material; writing of papers/projects/dissertation; 
practical work, e.g. in a laboratory)


the time required to prepare for and undergo the •	
assessment procedure (e.g. exams)


the time required for obligatory placement(s) (see •	
section 4.1.3).


Other factors to take into consideration for estimat-
ing students’ workload in the various activities are, 
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for example: the entry level15 of students for whom 
the programme (or its components) is designed; the 
approach to teaching and learning and the learning 
environment (e.g. seminars with small groups of 
students, or lectures with very large numbers of stu-
dents) and type of facilities available (e.g. language 
laboratory, multi-media room).


Since workload is an estimation of the average time 
spent by students to achieve the expected learning 
outcomes, the actual time spent by an individual 
student may differ from this estimate. Individual  


15	 By “entry level” is meant the level of learning outcomes 
learners are expected to have already achieved when 
entering the programme. 


students differ: some progress more quickly, while 
others progress more slowly.  


ECTS credits and work placements  4.1.3	


If work placements or internships are required to 
complete the programme (or a component) they are 
part of students’ learning outcomes and workload 
and necessitate an allocation of credit. In such case, 
the number of credits allocated to the work place-
ment should be included within the overall number 
of credits for the particular academic year. 16


16	 Tuning Dissemination Conference: Student Workload 
and Learning Outcomes: Key Components for (Re)de-
signing Degree Programmes, Key Questions, Debates 
and Conclusions of Workshops, (21-22 April 2008, Brus-
sels, Belgium) see: www.tuning.unideusto.org/tunin-
geu/index.php?option=com_docman&task=docclick&I
temid=59&bid=92&limitstart=0&limit=5  


Figure 2 – Good practice on learning outcomes and credit allocation for work 
placements16


Regarding the use of learning outcomes and credits for work placements, the following is considered 
good practice: 


The Learning Agreement regarding the work placement (signed by the institution, the learner and •	
the employer) should specify the learning outcomes to be achieved;


Work placements should have clear procedures for assessing learning outcomes and awarding credit;•	


The roles of higher education institutions, learners and employers in the process of formulating as •	
well as assessing these learning outcomes should be clear;


The teaching staff in higher education institutions may require training regarding supervision and •	
management of work placements;


If required for the programme, the work placements should be integrated in the curriculum. •	


4.  Implementing ECTS in higher education institutions
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As with any other educational component, the teach-
ing staff should define the learning outcomes to be 
achieved through work placements when designing 
the curriculum. These learning outcomes should be 
accompanied by the appropriate assessment meth-
ods and criteria. It is important that the assessment 
methods be compatible with the nature of work place-
ments (e.g. observation and evaluation by a tutor or 
production of a report by the student). 


As with any other educational component, credits for 
work placements are only awarded when the learning 
outcomes have been achieved and assessed. 


If a work placement is part of organised mobility (e.g. 
an Erasmus placement), the Learning Agreement for 
the placement (or Training Agreement, see key docu-
ments in section 6) should indicate the number of 
credits to be awarded if the expected learning out-
comes are achieved.


In the case of placement experiences undertaken 
during a formal learning process but not required by 
the programme, it is nevertheless advisable to define 
the learning outcomes and the workload in a Learn-
ing Agreement. The learning outcomes achieved 
through non-compulsory work-placements should 
then also be documented for example in student’s 
Transcript of Records, the Diploma supplement (see 
key documents in section 6) or Europass Mobility 
document. They can also be recognised by an award 
of corresponding ECTS credits which are in that case 
additional to the standard number of 60 ECTS credits 
for the academic year. 


Monitoring of credit allocation4.1.4	


The credit allocation to a new programme or com-
ponent should be validated according to national 
and/or institutional rules. During programme de-
livery, the credit allocation should be regularly 
monitored to establish whether the estimated 
workload is realistic. Both validation and moni-
toring of credit allocation, like other aspects of a 
credit system, should be part of institutions’ inter-
nal quality assurance procedures. 


Monitoring can be managed in different ways. What-
ever method is used, student and staff feedback 


should constitute an essential element for checking 
and revising credit allocation. Data on completion 
times and the assessment results of programmes 
and their components are also part of the monitoring 
of credit allocation. 


It is important to inform students and staff about the pur-
pose of the monitoring exercise and how it will be carried 
out, ensuring accurate answers and a high response rate.


If evaluations reveal a discrepancy between the 
anticipated workload and the time actually taken 
by the majority of students to achieve the expect-
ed learning outcomes, a revision of the workload, 
learning outcomes or learning and teaching meth-
ods becomes necessary. This revision should not 
be done during an academic year but should apply 
to upcoming academic years. 


Awarding ECTS credits 4.2.	


Learners are awarded ECTS credits only when ap-
propriate assessment has shown that they have 
achieved the required learning outcomes for a 
component of a programme or for the qualifica-
tion. Credits are awarded by authorised awarding 
institutions. If the required learning outcomes are 
achieved in non-formal or informal contexts, the 
same number of credits as foreseen in the formal 
programme is awarded following the appropriate 
assessment. To validate non-formal or informal 
learning, higher education institutions can put in 
place different forms of assessment than those 
used for learners enrolled in the formal programme 
(see section 4.5). In any case, the assessment 
methods should be publicly available.


The award of credits certifies that a learner has 
complied with the requirements of the component. 
The number of credits awarded to the learner is 
the same as the number of credits allocated to the 
component. The full number of credits is always 
awarded if the student achieves a passing grade; 
it is never adjusted according to the learner’s level 
of performance. ECTS credits do not express how 
well the learner performed in satisfying the re-
quirements for the award of credit. The quality of 
the learner’s performance is expressed by the in-
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stitutional or national grading system. 


Some national or institutional regulations foresee ‘con-
doning’/ compensation procedures.17 In such cases, the 
details of that process should be transparent.


Individual learners may be awarded more or fewer than 
60 ECTS credits per academic year if they successfully 
undertake more or fewer educational components than 
those scheduled in the learning programme. 


ECTS credit accumulation and pro-4.3.	
gression


From the key features:
“Credits may be accumulated with a view 
to obtaining qualifications, as decided 
by the degree-awarding institution.”


At European level, the Bologna Qualifications Frame-
work defines the credit ranges that a learner is re-
quired to accumulate in order to receive a qualifica-
tion corresponding to the first and second cycle (see 
section 3.3). The credit ranges for qualifications with-
in National Qualifications Frameworks are compat-
ible with the Bologna credit ranges, even though the 
former may be more prescriptive and more detailed. 


At national or institutional level, progression rules 
or programme requirements enable learners to 
progress within a given cycle in order to obtain a 
specific qualification. These stipulate the credits, 
for what learning outcomes, at what level, can be 
accumulated and how. Progression rules may be 
expressed in terms of the numbers of credits or 
credit ranges required at different stages within 
a programme of study (e.g. a minimum number of 
credits required to pass from one academic year/
semester to another). They may also be formulat-
ed in terms of detailed rules on what components 


17	 Condoning is the term used when an examination 
board exempts a student from reassessment in a 
failed (or marginally failed) component if the other 
related components are passed with sufficiently 
high grades.


must and/or can be taken at what stage and of what 
level (e.g. compulsory courses, optional courses 
and prerequisites). The rules may be formulated as 
a combination of the above. 


Progression rules also relate to the number of credits 
to be obtained at different levels within the Nation-
al Qualifications Framework. Some qualifications 
frameworks are also credit frameworks, meaning 
that they define the number of credits per type of 
qualification (e.g. master). Such credit frameworks 
set the number of credits to be awarded after the 
achievement of required learning outcomes. Pro-
gression rules define how learners progress within 
the learning pathway to achieve this number of cred-
its in a progressive manner. 


Accumulation of credits is documented in an official 
institutional Transcript of Record, so that learners 
can have a record/ proof or confirmation of what 
they have achieved at each stage of their educational 
pathway.


Credit transfer in ECTS 4.4.	


From the key features:
“Credits awarded in one programme may 
be transferred into another programme, 
offered by the same or another institu-
tion. This transfer can only take place 
if the degree-awarding institution rec-
ognises the credits and the associated 
learning outcomes. Partner institutions 
should agree in advance on the recogni-
tion of periods of study abroad.”


Successful credit transfer requires academic recog-
nition of credits. Recognition of credits is the process 
through which an institution certifies that certain 
learning outcomes achieved and assessed in another 
institution satisfy certain requirements of one of the 
programmes they offer. Given the diversity of pro-
grammes and higher education institutions, it is un-
likely that the credits and learning outcomes of a sin-
gle educational component in different programmes 
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will be identical. Therefore, a flexible approach to 
recognition of credits obtained in another context is 
recommended. ‘Fair recognition’ rather than perfect 
equivalence is to be sought. Such ‘fair recognition’ 
should be based on the learning outcomes – i.e. what 
a person knows and is able to do - rather than on the 
formal procedures that have led to the completion of 
a qualification or its component.18 The recognition 
process should be transparent.


The Recommendation on Criteria and Procedures for 
the Assessment of Foreign Qualifications19 as adopt-
ed by the Lisbon Recognition Convention Committee 
states that:


Recognition of foreign qualifications should be grant-
ed unless a substantial difference can be demon-
strated between the qualification for which recogni-
tion is requested and the relevant qualification of the 
State in which recognition is sought. In applying this 
principle, the assessment should seek to establish 
whether: 


(a) the differences in learning outcomes between 
the foreign qualification and the relevant qualifica-
tion of the country in which recognition is sought are 
too substantial to allow the recognition of the foreign 
qualification as requested by the applicant. 


Recognition means that the number of credits gained 
for suitable learning outcomes achieved, at the ap-
propriate level, in another context will replace the 
number of credits that are allocated for these learning 
outcomes at the awarding institution. For example in 
practice a 4 ECTS credit component in one institution 
can replace a 5 ECTS credit component in another 
institution if learning outcomes are equivalent. The 


18	  Adam, S (2004) Final report and Recommendations of 
the Conference: Improving the recognition systems of 
degrees and study credit points in the European Higher 
Education Area.


     http://www.aic.lv/rigaseminar/documents/Riga_Final_
ReportP_S_Adam.pdf 


19	  For the full document see: Recommendation on Cri-
teria and Procedures for the Assessment of Foreign 
Qualifications as adopted by the Lisbon Recognition 
Convention Committee at its second meeting, Rīga, 6 
June 2001. http://www.coe.int/t/dg4/highereduca-
tion/Recognition/Criteria%20and%20procedures_
EN.asp#TopOfPage 


student will then be awarded 5 ECTS credits.  


Decisions on credit recognition and transfer are taken 
by the qualification-awarding institution on the ba-
sis of reliable information on the learning outcomes 
achieved, as well as on the means of assessment and 
their validation. Institutions should make their rec-
ognition policies known and easily accessible. 


In ECTS, credit recognition for the purpose of accumu-
lation and transfer are facilitated by ECTS key docu-
ments like the Course Catalogue, the Learning Agree-
ment and the Transcript of Records (see section 6).


ECTS and periods of study abroad 4.4.1	


In the case of agreed student mobility, the three 
parties involved – the home institution, the host 
institution and the student – should sign a Learn-
ing Agreement for mobility (see section 6.3.1) prior 
to the mobility period. In such cases, recognition of 
the credits by the home institution is automatic if the 
conditions stipulated in the learning agreement have 
been fulfilled. 


All learning components to be followed abroad 
should be listed in the Learning Agreement. Where a 
student is awarded credits for learning components 
other than those specified in the Learning Agreement 
it is up to the home institution to decide whether or 
not to recognise these. In case of changes to the pro-
gramme of study agreed with the learner, the Learn-
ing Agreement may be amended, but the amended 
version must be signed again by the same three par-
ties concerned within an agreed period of time.


The recognition of credits in the framework of joint 
programmes is stipulated in the regulations of the 
programme. There may be no need for Learning 
Agreements for mobility in the case of joint pro-
grammes as the credits achieved in the partner in-
stitution are automatically recognised if the rules of 
the joint programme are followed and the conditions 
are satisfied. 


Further guidance on how to organise periods of study 
abroad within the framework of bilateral agreements 
can be found in annex 2 of this guide.
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ECTS and lifelong learning 4.5.	


From the key features:
“ECTS is widely used in formal higher ed-
ucation and can be applied to other life-
long learning activities. If students have 
achieved learning outcomes in other 
learning contexts or timeframes (formal, 
non-formal or informal), the associated 
credits may be awarded after successful 
assessment, validation or recognition of 
these learning outcomes.”


The use of ECTS for lifelong learning enhances the 
transparency of learning programmes and achieve-
ments not only when it comes to the main higher ed-
ucation degrees (bachelor, master or doctorate) but 
for all types of learning activities provided or learn-
ing outcomes recognised by higher education insti-
tutions. The fact that all learning achievements are 
documented and awarded a corresponding number 
of ECTS credits makes it possible for learners to have 
this learning recognised with a view of achieving a 
qualification, when these learning outcomes satisfy 
the requirements of the qualification. 


ECTS and continuing education 4.5.1	


Not all learners are full-time students enrolled in 
regular learning programmes. A growing number of 
adult learners follow ‘stand-alone’ training, without 
necessarily pursuing a specific qualification. Higher 
education institutions face increasing demands to 
satisfy the needs of adult learners and/or employers 
and to provide individual learning pathways. 


When using ECTS for continuing education, the same 
principles for credit allocation, award, transfer and 
accumulation apply. Like for credits allocated to 
components which are part of programmes, credits 
allocated to continuing education are based on the 
workload typically needed to achieve the expected 
learning outcomes. 


Credits awarded for continuing education may be 
recognised and accumulated towards a qualification 
or not, depending on the desire of the learner and/or 


the requirements for the award of the qualification. 
Some learners may only be interested in following a 
particular educational component without wishing to 
obtain the qualification. 


ECTS and recognition of non-formal and 4.5.2	
informal learning 


People often possess valuable competences acquired 
outside higher education institutions, through other 
types of learning activities, work or life experience. 
There is no reason why non-traditional learners 
should not benefit from the transparency and recog-
nition which institutions can provide by using ECTS. 


Recognition of non-formal and informal learning 
opens up the possibility to achieve a higher educa-
tion qualification to those who have not been able or 
have not wished to do so in the traditional way. 


Higher education institutions should have the com-
petence to award credits for learning outcomes ac-
quired outside the formal learning context through 
work experience, hobbies or independent study, 
provided that these learning outcomes satisfy the 
requirements of their qualifications or components. 
The recognition of non-formal and informal learning 
should be automatically followed by the award of the 
number of ECTS credits attached to the correspond-
ing part of the formal programme. The number of 
credits awarded should be the same as the credits 
allocated to formal educational components with 
comparable learning outcomes. 


As with formal education, the award of credit is pre-
ceded by an assessment to verify the achievement 
of learning outcomes. The assessment criteria and 
associated methods should be constructed so as 
to measure the achievement of the required learn-
ing outcomes at the appropriate level, without ref-
erence to specific learning activities. For example, 
classroom discussion of the subject matter would 
no longer be considered in assessment, whereas 
the corresponding learning outcome of constructing 
arguments while interacting with a group would be-
come relevant. 


Institutions are encouraged to publish their recogni-
tion policy and practices for non-formal or informal 
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learning prominently on their website. These policies 
should include elements such as feedback to learners 
on the results of the assessment or the possibility for 
learners to appeal. Institutions are also encouraged 
to create ‘assessment facilities’ for advice, coun-
selling and recognition of non-formal and informal 
learning. These may take different forms depending 
on national and institutional practices (e.g. they may 
exist within single higher education institutions or 
as joint centres for several institutions).


By implementing procedures for the recognition of 
non-formal and informal learning, the social dimen-
sion of higher education institutions is strength-
ened. Institutions fulfil the objective of facilitating 
access to learners from professional life and a range 
of non-traditional learning environments, and thus 
contribute to making lifelong learning a reality. 


Figure 3 – Example of the use of credit for LLL – Scottish Qualifications and 
Credit Framework (SCQF)20 


The SCQF guidelines encourage the use of validation of non-formal or informal learning:


for personal and career development (formative recognition) •	


for award of credit (summative recognition)•	


The latter involves assessing, and then credit rating learning gained through experience which took place 
before a learner embarks on a formal programme or qualification. Credit rating is the process through which 
the credit value of learning is established. In general this means that the receiving institution determines 
the number of credits a learner can be awarded within a particular programme within that institution or 
organisation. 


The process of awarding credit to non-formal or informal learning has these three stages: 


Initial advice and guidance (what does the process involve for the learner, what credit limits there 1.	
are for non-formal/informal learning, what are the costs, roles and responsibilities of learner and 
tutor/advisor; and different learning pathways to qualification)


Support (reflective process; understanding learning outcomes; identifying own learning outcomes; 2.	
evidence gathering and selection)


Recognition/assessment ( assessment of evidence of achievement of learning outcomes and as-3.	
sessment criteria)


Award of credit (credit awarded through this process is of same value as credit gained through for-4.	
mal learning)


20	 This summary is based on the presentation by Ruth Whittaker, Caledonian Academy, Glasgow Caledonian Uni-
versity, made during the Bologna seminar on Learning Outcomes based Higher Education (21-22 February 2008, 
Edinburgh). The full presentation can be found on:  http://www.ond.vlaanderen.be/hogeronderwijs/bologna/
BolognaSeminars/Edinburgh2008.htm 
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5.  Quality assurance and ECTS


The primary responsibility for quality assurance lies 
with each institution.21 Internal quality assurance 
involves all procedures undertaken by higher edu-
cation institutions to ensure that the quality of their 
programmes and qualifications meets their own 
specifications and those of other bodies legitimately 
empowered to make specifications. External quality 
reviews undertaken by quality assurance agencies 
provide feedback to institutions and information to 
stakeholders. Taken together, internal quality assur-
ance and external quality review aim to implement 
the Standards and Guidelines for Quality Assurance 
in the European Higher Education Area.22


The use of ECTS is in line with the Standards and 
Guidelines for Quality Assurance and notably stan-
dards 1.2 and 1.7, which state that:  


Institutions should have formal mechanisms for •	
the approval, periodic review and monitoring of 


21	 Realising the European Higher Education Area. Com-
muniqué of the Conference of Ministers responsible for 
Higher Education in Berlin on 19 September 2003. 


22	 European Association for Quality Assurance in Higher 
Education (2005) Standards and Guidelines for Quality 
Assurance in the European Higher Education Area: 


	 http://www.ond.vlaanderen.be/hogeronderwijs/bolo-
gna/documents/Standards-and-Guidelines-for-QA.pdf 


their programmes and awards.23 The quality as-
surance of programmes and awards is expected 
to include:


development and publication of explicit intended •	
learning outcomes24


careful attention to curriculum and programme •	
design and content.25


Institutions should regularly publish up-to-date, •	
impartial and objective information, both quanti-
tative and qualitative, about the programmes and 
awards they are offering.26 


The implementation and use of ECTS by higher 
education institutions should be quality assured 
through appropriate processes (e.g. internal 
and external quality reviews and students’ feed-
back).


23	 Standards and Guidelines, p. 16


24	  Ibidem, p.16


25	  Ibidem, p.16


26	  Ibidem, p.19
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Figure 4 – Good practice on ECTS and quality assurance


Regarding the quality assurance of ECTS and of related processes, it is good practice that higher educa-
tion institutions’ quality assurance processes ensure that for all their higher education programmes:


educational components are expressed in terms of appropriate learning outcomes, and clear infor-•	
mation is available concerning their level, credits, delivery and assessment


studies can be completed in the time officially allocated to them (i.e., the workload associated with •	
a semester, trimester or academic year is realistic) 


annual monitoring examines any variations in patterns of achievement and results gained•	


students are provided with detailed information and advice so that they have the appropriate prerequi-•	
sites and co-requisites for any studies undertaken and are not allowed to select educational components 
that are at an inappropriate level or that they have previously studied at the same level.27


With regard to mobile students and recognition this means that:


credit transfer processes are included in the normal monitoring, review and validation procedures•	


appropriate staff are designated as responsible for credit transfer and recognition matters •	


Learning Agreements are completed in all cases; their development, and any subsequent changes to •	
them, should be subject to sensitive yet robust approval processes28


mobile students undertake normal educational components from the existing Course Catalogue; •	
they follow the validated full assessment regime for those components and are graded alongside 
home students


detailed transcripts are provided recording the credits and grades awarded•	


recognition is given to all credits associated with successfully completed educational components •	
undertaken as part of any approved learning agreement; results should be issued and transmitted 
promptly


 objective procedures exist for interpreting the grades awarded, so that also grades – and not just •	
credits – are properly reflected in any final qualifications gained.


27	 Prerequisites: required prior knowledge, usually defined in the form of the successful completion of other (pre-
vious) educational components. Co-requisites: educational components which require that some other com-
ponents be undertaken at the same time or immediately following the successful achievement of the learning 
outcomes corresponding to that component.	


28	 The notion of sensitive ‘fair recognition’ and not strict equivalence should be used in developing learning agree-
ments, as associated with the 1997 Convention on the Recognition of Qualifications concerning Higher Education 
in the European Region, Explanatory Report:  http://conventions.coe.int/Treaty/en/Treaties/Html/165.htm
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6.  ECTS key documents


From the key features:
“Credit transfer and accumulation are 
facilitated by the use of the ECTS key 
documents (Course Catalogue, Student 
Application Form, Learning Agreement 
and Transcript of Records) as well as the 
Diploma Supplement.”


The ECTS key documents described in this section 
constitute a widely used and accepted way of com-
municating those elements of information which are 
useful for all learners (including mobile and non-
mobile students), academic and administrative staff, 
employers and other stakeholders. Using ECTS key 
documents correctly ensures transparency and en-
hances quality in higher education. 


Increasingly, institutions keep track of learners’ 
achievements in a systematic way within a comput-
erised student records system which integrates the 
data contained in the ECTS key documents and other 
documents such as the Diploma Supplement29.


29	 The Diploma Supplement is also part of the package of 
Europass transparency tools.


	 http://europass.cedefop.europa.eu/europass/home/
hornav/Introduction/navigate.action


Course Catalogue6.1.	


The first key document is the Course Catalogue. This 
is the regular guide for all students attending the in-
stitution. 


The exact format of the Catalogue is to be decided by 
the institution. It may be considered more appropri-
ate to separate the general information for students 
from the academic information. In any case, all infor-
mation should be detailed, user-friendly and up-to-
date. The Catalogue should be published on the in-
stitution’s website so that all interested parties can 
easily access it. It should be published sufficiently in 
advance for students to make their choices. 


A checklist of the recommended contents of the 
Course Catalogue is given below (section 6.1.1). 
The checklist indicates the full range of information 
which should be provided. It is essential that infor-
mation about the qualifications offered, the teach-
ing, learning and assessment procedures, the level 
of programmes, the single educational components 
and the learning resources available to students be 
well documented and easily understood.


All learners should be able to identify an individual 
who will be able to give them relevant advice, at ei-
ther institutional or departmental/subject level. It 
is therefore important that the Catalogue should in-
clude the names of people to contact, with informa-
tion about how, when and where to contact them.


Transparency and accessibility apply equally to lan-
guage. The publication should be available on the 
website, not only in the local language, but prefer-
ably also in another widely-used language in order to 
enhance transparency at international level30. Links 
to examples of Course Catalogues can be found on 
the following web page http://ec.europa.eu/educa-
tion/lifelong-learning-policy/doc48_en.htm


30	 The second language required for institutions applying 
for the ECTS label is English.
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Checklist for the Course Catalogue 6.1.1	


Part 1: Information on the institution:


name and address•	
academic calendar•	
academic authorities•	
general description of the institution (including •	
type and status)
list of programmes offered•	
general admission requirements•	
general arrangements for the recognition of prior •	
learning (formal, informal and non-formal) 
general registration procedures•	
ECTS credit allocation based on the student •	
workload needed in order to achieve expected 
learning outcomes
arrangements for academic guidance.•	


Part 2: Information on programmes


General description:


qualification awarded•	
level of qualification•	
specific admission requirements•	
specific arrangements for recognition of prior •	
learning (formal, non-formal and informal)
qualification requirements and regulations•	
profile of the programme •	
key learning outcomes•	
occupational profiles of graduates with examples•	
access to further studies•	
course structure diagram with credits (60 per •	
full-time academic year)
examination regulations, assessment and grading •	
graduation requirements•	
mode of study (full-time, part-time, e-•	
learning...),
programme director or equivalent. •	


Description of individual course units:


course unit title•	
course unit code•	
type of course unit (compulsory, optional)•	
level of course unit (e.g. first, second or third •	
cycle; sub-level if applicable)
year of study (if applicable)•	


semester/trimester when the course unit is •	
delivered
number of ECTS credits allocated •	
name of lecturer(s)•	
learning outcomes of the course unit•	
mode of delivery (face-to-face, distance •	
learning)
prerequisites and co-requisites •	
recommended optional programme components•	
course contents•	
recommended or required reading•	
planned learning activities and teaching •	
methods 
assessment methods and criteria•	
language of instruction.•	
work placement(s)•	


Part 3: General information for students:


cost of living•	
accommodation•	
meals•	
medical facilities•	
facilities for special needs students•	
insurance•	
financial support for students•	
student affairs office•	
learning facilities•	
international programmes•	
practical information for mobile students•	
language courses•	
internships•	
sports and leisure facilities•	
student associations•	


Student Application Form 6.2.	


The ECTS Student Application Form has been devel-
oped for mobile students who will spend a limited 
study period in another institution. Students who in-
tend to complete their studies at another institution 
should enrol according to the regular procedures of 
the institution concerned and will fill in other types 
of application forms.


The Student Application Form contains all the es-
sential information about a mobile student that a 
prospective host institution needs. If an institution 
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requires further information (for example, regarding 
housing, special health requirements) from incoming 
students, it may request it separately.


This Guide offers the standard Student Application 
form which can also be found on the following web 
page http://ec.europa.eu/education/lifelong-learn-
ing-policy/doc48_en.htm. Institutions may choose 
to adapt the standard form (adding their logo and 
other specific information), but they should ascer-
tain that it contains all the elements and that, as far 
as possible, the sequence is respected.


Learning Agreement 6.3.	


In higher education institutions, students normally 
register for a programme of study and for a number 
of specific course units/modules on either an an-
nual or a semester basis. In practice, this represents 
a Learning Agreement for home students. By regis-
tering the student, the higher education institution 
enters into an agreement to deliver the courses and 
to grant credits for the achievement of the expected 
learning outcomes. 


Learning Agreement for mobile students6.3.1	


The ECTS Learning Agreement was originally developed 
for mobile students in order to provide a binding agree-
ment before the mobility experience. When used for 
mobile students, Learning Agreements contain the list 
of course units or modules or other educational compo-
nents the student is planning to take at the other insti-
tution, together with the code numbers and the ECTS 
credits allocated to the components.


An ECTS Learning Agreement is drawn up for a semes-
ter or a year of study and must be signed by the home 
institution, the host institution and the student. 
Those signing on behalf of the two institutions must 
be in a formal position of authority which allows them 
to commit the institutions. For the host institution, 
the commitment is to register the incoming student 
in the planned course units/modules and to provide 
the required learning activities; for the home institu-
tion, it is to grant recognition of the credits gained at 
the other institution. A student should not be asked 
to negotiate academic recognition with individual ac-


ademic staff members. The Learning Agreement, to-
gether with the Transcript of Records, is designed to 
guarantee full recognition of the programme of study 
undertaken in the host institution.


A programme of study may need to be modified after 
the arrival of the mobile student. In such cases, the 
Learning Agreement should be amended as soon as 
possible and endorsed by the three parties: the home 
institution, the host institution and the student. Only 
in this way can the recognition of the period of study 
continue to be fully guaranteed.


This Guide offers the standard Learning Agreement 
which can also be found on the following web page 
http://ec.europa.eu/education/lifelong-learning-
policy/doc48_en.htm. Institutions may choose to 
adapt the standard form (adding their logo and other 
specific information), but they should ascertain that 
it contains all the elements and that, as far as pos-
sible, the sequence is respected.


Learning Agreement for work placements 6.3.2	
- Training Agreement


Learning Agreements for work placements or Training 
Agreements are also essential for work placements that 
are a required part of programmes. They should con-
tain the same basic elements as the standard Learning 
Agreement, although obviously there are differences.


The Training Agreement should indicate clearly the 
location of the work placement, the period of the 
placement, the work to be undertaken (job descrip-
tion), the learner’s rights and duties, and the expect-
ed learning outcomes. It will also need to indicate 
what assessment and assessment criteria will be 
used in relation to the expected learning outcomes 
and who will be responsible for this, i.e. the role of 
the work placement provider (employer) and, when-
ever applicable, the host institution.


The Training Agreement should be signed by the 
three parties – the learner, the home educational 
institution and the work placement provider (em-
ployer). Where a host institution is involved it is also 
expected to sign the agreement. The primary respon-
sibility lies with the qualification awarding institu-
tion. The Agreement should indicate the number of 
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ECTS credits which will be awarded on achievement 
of the expected learning outcomes.


This Guide offers the standard Training Agreement 
which can also be found on the following web page 
http://ec.europa.eu/education/lifelong-learning-
policy/doc48_en.htm.  Institutions may choose to 
adapt the standard form (adding their logo and other 
specific information), but they should ascertain that 
it contains all the elements and that, as far as pos-
sible, the sequence is respected.


Transcript of Records6.4.	


Many institutions produce a transcript of records for 
each student at the end of each semester or year. 
This is an important document for the student and 
institution. It ensures that students have an accurate 
and up-to-date record of their progress, the educa-
tional components they have taken, the number of 
ECTS credits they have achieved and the grades they 
have been awarded. The ECTS Transcript of Records 
is such a certification, in an agreed format. It is an 
important formal document, providing evidence of 
progress and recognition.


For mobile students, the home institution firstly is-
sues the Transcript of Records and sends it to the 


host institution for each outgoing student before de-
parture, to provide information about the education-
al components already completed, their level and the 
results obtained. Subsequently, the host institution 
issues another Transcript of Records for each incom-
ing student and sends it to the home institution at 
the end of their period of study, in order to formally 
certify the work completed, the credits awarded, and 
the local grades received during the mobility period.


Since the Transcript is a vital document for record-
ing the progress of all students and for recognising 
learning achievements, it is crucial to determine who 
is responsible for producing it, how it is issued and 
how it is delivered.


This Guide offers the standard Transcript of Records 
which can also be found on the following web page 
http://ec.europa.eu/education/lifelong-learning-
policy/doc48_en.htm.  Institutions may choose to 
adapt the standard form (adding their logo and other 
specific information), but they should ascertain that 
it contains all the elements and that, as far as pos-
sible, the sequence is respected.
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7.  References for further reading


Credit and qualifications systems 7.1.	


European Instruments:


The framework of qualifications for the European •	
Higher Education Area 
http://www.ond.vlaanderen.be/hogeronderwijs/
bologna/documents/QF-EHEA-May2005.pdf 
Background report: A Framework for Qualifica-
tions of the European Higher Education Area, 
Ministry of Science, Technology and Innovation, 
2005 
http://www.ond.vlaanderen.be/hogeronderwijs/
bologna/documents/050218_QF_EHEA.pdf 


Recommendation of the European Parliament and •	
of the Council of 23 April 2008 on the establish-
ment of the European Qualifications Framework 
for lifelong learning  
http://eur-lex.europa.eu/LexUriServ/LexUriServ.
do?uri=OJ:C:2008:111:0001:0007:EN:PDF 
Other information on the EQF: 
http://ec.europa.eu/education/lifelong-learning-
policy/doc44_en.htm#doc


Convention on the recognition of qualifications •	
concerning higher education in the European 
region (CETS 165, 1997) 
http://conventions.coe.int/Treaty/Commun/Que-
VoulezVous.asp?NT=165&CL=ENG  
Explanatory report on the Convention: 
http://conventions.coe.int/Treaty/en/Treaties/
Html/165.htm 


Publications at European level:


Tuning Educational Structures in Europe (2007) •	
http://tuning.unideusto.org/tuningeu/images/
stories/template/General_Brochure_final_ver-
sion.pdf  
Further information and outcomes of the Tuning 
project: 
http://unideusto.org/tuning  
or: 
http://www.rug.nl/let/tuningeu


Relevant Bologna Seminar Reports:


Bologna Seminar on ‘Development of a Common •	
Understanding of Learning Outcomes and ECTS’ 
Porto, Portugal, 19-20 June 2008 Final Report 
and Recommendations 
http://portobologna.up.pt/documents/BS_P_Re-
port_20080915_FINAL.pdf  
Further information on the seminar (inputs, 
presentations): 
http://portobologna.up.pt/


Bologna Seminar on ‘ECTS based on learning out-•	
comes and student workload’ Moscow, Russia, 
17-18 April 2008 
Conclusions  
http://www.ond.vlaanderen.be/hogeronderwijs/
bologna/BolognaSeminars/documents/Mos-
cow_April2008_conclusions_final.pdf  


Wagenaar, Robert (2006) ‘An Introduction to •	
the European Credit Transfer and Accumulation 
System (ECTS)’, in: EUA, Bologna Handbook. 
Making Bologna Work. Berlin: European Univer-
sity Association 
 http://www.eua.be/publications/bologna-
handbook/ 


Le Mouillour, Isabelle, commissioned by Cedefop •	
(2005) European approaches to credit (transfer) sys-
tems in VET. Cedefop Dossier 12. Luxembourg: Office 
for Official Publications of the European Communities 
http://www.trainingvillage.gr/etv/Upload/Infor-
mation_resources/Bookshop/424/6014_en.pdf 


Adam, Stephen (2004)•	  Improving the recognition 
system of degrees and study credit points in the 
European Higher Education Area.  
Bologna Seminar on Recognition, University of 
Latvia, Riga, 3-4 December 2004, organised by 
Latvian authorities and the Council of Europe, 
supported by the EU Socrates programme. Final 
report and recommendations of the conference.
http://www.aic.lv/rigaseminar/documents/
Riga_Final_ReportP_S_Adam.pdf 
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European Association for Quality Assurance in •	
Higher Education (2005) Standards and Guide-
lines for Quality Assurance in the European 
Higher Education Area. Helsinki: European Asso-
ciation for Quality Assurance in Higher Education 
http://www.ond.vlaanderen.be/hogeronderwijs/bolo-
gna/documents/Standards-and-Guidelines-for-QA.pdf


Gehmlich, Volker (2006) ‘The Added Value of •	
Using ECTS’ in: EUA, Bologna Handbook. Making 
Bologna Work. Berlin: European University 
Association 
http://www.eua.be/publications/bologna-handbook/


Curriculum design7.2.	


Volker Gehmlich, Andy Gibbs, Raimonda Markev-
iciene, Terence Mitchell, Graeme Roberts, Anne 
Siltala, Marina Steinmann (2008) Yes! Go! A Prac-
tical Guide to Designing Degree Programmes 
with Integrated Transnational Mobility, DAAD 
http://eu.daad.de/eu/mocca/06493.html


Learning outcomes7.3.	


Bologna Seminar on ‘Learning Outcomes Based •	
Higher Education - The Scottish Experience’ Edin-
burgh, UK, 21-22 February 2008 Conclusions and 
Recommendations 
 http://www.ond.vlaanderen.be/hogeronderwijs/
bologna/BolognaSeminars/documents/Edin-
burgh/Edinburgh_Feb08_Final_Conclusions_
and_Recommendations.pdf 
Final Report 
http://www.ond.vlaanderen.be/hogeronderwijs/
bologna/BolognaSeminars/documents/Edin-
burgh/Edinburgh_Feb08_final_report.pdf 
 


Further information on the seminar (inputs, 
presentations):


http://www.ond.vlaanderen.be/hogeronderwijs/•	
bologna/BolognaSeminars/Edinburgh2008.htm


Adam, Stephen (2008) Learning Outcomes Cur-•	
rent Developments in Europe: Update on the 
Issues and Applications of Learning Outcomes 
Associated with the Bologna Process. Edinburgh: 
Scottish Government 
Presented to the Bologna Seminar: Learning 
outcomes based higher education: the Scottish 
Experience (February 2008, Edinburgh). 
http://www.ond.vlaanderen.be/hogeronderwijs/
bologna/BolognaSeminars/documents/Edin-
burgh/Edinburgh_Feb08_Adams.pdf 


Adam, Stephen (2004) •	 Using Learning Outcomes: 
A consideration of the nature, role, application 
and implications for European education of em-
ploying learning outcomes at the local, national 
and international levels 
http://www.pedagogy.ir/images/pdf/using-
learning-outcomes-eu.pdf 


Kennedy, Declan, Hyland, Aine, and Ryan, Norma •	
(2006) ‘Writing and Using Learning Outcomes: 
A Practical Guide’ in: EUA, Bologna Handbook. 
Making Bologna Work. Berlin: European Univer-
sity Association  
http://www.bologna.msmt.cz/files/learning-
outcomes.pdf  
Presented to the Bologna Seminar: Using Learn-
ing Outcomes (July 2004, Edinburgh). 
http://www.bologna-bergen2005.
no/EN/Bol_sem/Seminars/040701-
02Edinburgh/040620LEARNING_OUTCOMES-
Adams.pdf 


Cedefop (2008) •	 The Shift to Learning Outcomes: 
Conceptual, political and practical developments 
in Europe. Luxembourg: Office for Official Publi-
cations of the European Communities 
Synthesis: 
http://www.trainingvillage.gr/etv/Upload/Infor-
mation_resources/Bookshop/494/4079_en.pdf 
The full report is to be published.
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National publications7.4.	


Each country has published, or is in the process of 
publishing, information on its national qualifications 
and credit systems. Two examples are Scotland and 
Ireland.


The Scottish Credit and Qualifications Framework •	
http://www.scqf.org.uk


National Qualifications Authority of Ireland – •	
National Framework of Qualifications 
http://www.nfq.ie/nfq/en/index.html


HRK (2007) Bologna Reader II, Neue Texte und •	
Hilfestellungen zur Umsetzung der Ziele des 
Bologna-Prozesses an deutschen Hochschulen, 
Bonn 
http://www.hrk.de/bologna/de/Bologna_Read-
er_gesamt.pdf 


Gehmlich, Volker (2008) Die Einführung eines Na-•	
tionalen Qualifikationsrahmens in Deutschland 
– DQR – Untersuchung der Möglichkeiten für den 
Bereich des formalen Lernens, Osnabrück : Univ., 
Fak. für Wirtschafts- und Sozialwiss


Meijers, van Overveld, Perrenet with the co-op-•	
eration of Borghuis and Mutsaers (2005) Criteria 
for Academic Bachelor’s and Master’s Curricula 
http://www.jointquality.nl/content/descriptors/
AC_English_Gweb.pdf


Hildbrand, Tremp, Jäger Tückmantel (2008) The •	
Curricula Reform at Swiss Institutes of Higher 
Education: An Analysis of the Current State and 
Perspectives in the Bologna Reform 
www.crus.ch/dms.php?id=5499


7.  References for further reading
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8. Glossary


Glossary 8.	
The following glossary defines terminology for the purpose of this ECTS Users’ guide. 


Accumulation The process of collecting credits awarded for achieving the learning outcomes of 
educational components or other learning activities. 


Allocation of Credit The process of assigning a number of credits to qualifications/ programmes or to 
other educational components. 


Assessment
The total range of methods (written, oral and practical tests/examinations, projects 
and portfolios) used to evaluate learners’ achievement of expected learning out-
comes. 


Assessment criteria Descriptions of what the learner is expected to do, in order to demonstrate that a 
learning outcome has been achieved.


Award of Credit


The act of delivering learners the number of credits that are assigned to the compo-
nent or a qualification. The award of credit recognises that learners’ learning out-
comes have been assessed and that the learner satisfies the requirements for the 
educational component or the qualification.


Competences


A dynamic combination of cognitive and metacognitive skills, knowledge and un-
derstanding, interpersonal, intellectual and practical skills,  ethical values and at-
titudes. Fostering competences is the object of all educational programmes.  Com-
petences are developed in all course units and assessed at different stages of a 
programme. Some competences are subject-area related (specific to a field of study), 
others are generic (common to any degree course). It is normally the case that com-
petence development proceeds in an integrated and cyclical manner throughout a 
programme.  


Condoning
Condoning is the term used in some national contexts when an examination board 
exempts a student from reassessment in a failed (or marginally failed) component if 
other related components are passed with sufficiently high grades.


Contact Hour Hours (typically a period of 45-60 minutes) spent by students on activities guided by 
teaching staff. 


Credit (ECTS)
Quantified means of expressing the volume of learning based on the workload stu-
dents need in order to achieve the expected outcomes of a learning process at a 
specified level. 


Cycle


All qualifications in the European Higher Education Area are located within three 
cycles. One of the objectives indicated in the Bologna Declaration in 1999 was the 
“adoption of a system based on two main cycles, undergraduate and graduate.” In 
2003 doctoral studies were also included in the Bologna structure and referred to as 
the third cycle.


Cycle (Level) Descriptors


Generic statements of the broad expected outcomes of each of the three cycles.  A 
good example of general cycle (level) descriptors are the so-called Dublin Descrip-
tors, which have served as one of the foundations (along with ECTS) for the Frame-
work for Qualifications of the European Higher Education Area. 


Educational Component A self-contained and formally structured learning experience (such as: course unit, 
module, seminar, work placement). 


Formal learning
Learning typically provided by an education or training institution, structured (in 
terms of learning objectives, learning time or learning support) and leading to certi-
fication. Formal learning is intentional from the learner’s perspective.
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Informal learning


Learning resulting from daily life activities related to work, family or leisure. It is not 
structured (in terms of learning objectives, learning time or learning support) and 
typically does not lead to certification. Informal learning may be intentional but in 
most cases it is non-intentional (or “incidental”/random).


Learner An individual engaged in a learning process (formal, non-formal or informal learning).


Learner-centred (approach or 
system)


An approach or system that supports the design of learning programmes which focus 
on learners’ achievements, accommodate different learners’ priorities and are con-
sistent with reasonable students’ workload (i.e. workload that is feasible within the 
duration of the learning programme). It accommodates for learners’ greater involve-
ment in the choice of content, mode, pace and place of learning.


Learning Outcomes Statements of what a learner is expected to know, understand and be able to do after 
successful completion of a process of learning.


Level Descriptor General statements of the typical achievement of learners who have been awarded a 
qualification at a certain level in a qualifications framework.


Module A course unit in a system in which each course unit carries the same number of cred-
its or a multiple thereof. 


Non-formal learning


Learning that is not provided by an education or training institution and typically 
does not lead to certification. It is, however, structured (in terms of learning objec-
tives, learning time or learning support). Non-formal learning is intentional from the 
learner’s perspective.


Programme (educational) A set of educational components, based on learning outcomes, that are recognised 
for the award of a specific qualification. 


Progression
The process which enables learners to pass from one stage of a qualification to the 
next and to access educational programmes that prepare for qualifications at a high-
er level than those he/she already possesses.


Progression rules Set of rules that define conditions for learners’ progression within qualifications and 
towards other qualifications. 


Qualification Any degree, diploma or other certificate issued by a competent authority attesting 
the successful completion of a recognised programme of study.


National Qualifications 
Framework (higher education)


The single description, at national level or at the level of an education system, which 
is internationally understood and through which all qualifications and other learning 
achievements in higher education may be described and related to each other in a 
coherent way and which defines the relationship between higher education qualifi-
cations.


Quality Assurance The process or set of processes adopted nationally and institutionally to ensure the 
quality of educational programmes and qualifications awarded. 


Recognition of credit
The process through which an institution certifies that learning outcomes achieved 
and assessed in another institution satisfy (some or all) requirements of a particular 
programme, its component or qualification. 


Recognition of non-formal 
and informal learning


The process through which an institution certifies that the learning outcomes 
achieved and assessed in another context (non-formal or informal learning) satisfy 
(some or all) requirements of a particular programme, its component or qualifica-
tion. 


Student Learner enrolled in a formal educational programme


Transfer The process of having credits awarded in one context recognised in another context 
for purposes of obtaining a qualification. 


Workload
Indication of the time students typically need to complete all learning activities 
(such as lectures, seminars, projects, practical work, self-study and examinations) 
required to achieve the expected learning outcomes
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Annex 1  Learners’ perspective in using ECTS


One of the objectives of ECTS is to ensure that learn-
ers’ achievements, aspirations and capacities are 
taken into account in the learning process. The im-
plementation of ECTS should provide protection and 
fair treatment for learners.  


In an institution using ECTS, learners are entitled to 
expect:


a course Catalogue•	  clearly describing the curricula, 
with expected learning outcomes and their compo-
nents, including the allocated ECTS credits 


assessment methods•	  that are coherent with the 
expected learning outcomes and the workload 


information•	  about these assessment methods 
that is available well in advance 


award of the number of ECTS credits•	  allocated to 
each educational component after the required 
assessment procedure has been passed success-
fully 


participation in the periodical •	 monitoring and re-
vision of the estimated workload and thus of the 
credit allocation 


participation•	  of student representatives in the 
process of ECTS implementation 


possibilities for •	 guidance and support


an opportunity to have •	 prior learning achieve-
ments, such as non-formal or informal learning or 
credits from other institutions, taken into account 
for further studies 


the right to academic appeal if credits are not •	
awarded for components that have been success-
fully completed.


In cases of mobility: 


for periods of study abroad or in another insti-•	
tution based on a Learning Agreement – full 
academic recognition from the home higher 
education institution for credits achieved during 
the study period abroad, in accordance with the 
Learning Agreement,31 without duplication of 
assessment procedures 


for periods of study abroad or in another in-•	
stitution without a Learning Agreement – fair 
recognition of credits awarded during that period 
of study and consideration of them with respect to 
the award of a qualification 


careful and fair consideration by the home •	
institution of grades awarded by the host 
institution.


In cases of recognition of non-formal and informal 
learning:


the award of •	 the same number of credits as 
allocated to formal educational components with 
comparable learning outcomes.


31	 http://ec.europa.eu/education/archive/million/char-
ter_en.pdf 
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Annex 2  Suggestions for institutions on recognition of periods of study abroad 
in the framework of bilateral agreements


Selection of partner institutions


It is suggested to make exchange agreements with 
institutions:


that offer adequate descriptions of their pro-•	
grammes, including credits, learning outcomes, 
teaching/learning approaches and assessment 
methods


whose standards you consider adequate for your •	
students, so that you can accept their teaching 
and assessment procedures without requiring 
any further work or assessment. 


Agreements should not only be made with institu-
tions offering similar programmes, but also with 
those providing programmes complementary to 
yours, thus making available further opportunities 
for your students.


Integration of mobility into programmes


In order to structure mobility into your curricula:


identify the semester or year when a period of •	
study abroad would best fit into the programme 
(mobility window)


schedule in that semester/year the educational •	
components the learning outcomes of which can 
be more easily achieved abroad (e.g. language 
courses, international or comparative courses, 
supplementary/elective courses, preparation of 
dissertation, work placements, etc)


identify, within the partner institutions, depart-•	
ments or curricula where similar, complementary 
and coherent learning outcomes could be achieved.


Allocation of academic responsibilities


Appoint an academic in each department or subject 
area who has the authority to: 


approve students’ programmes of study abroad •	
and amend them as needed (sign the Learning 
Agreement)


guarantee full recognition of such programmes on •	
behalf of the responsible academic body (sign the 
Recognition sheet).


Interaction with single outgoing students


Before the departure of the student, the responsible 
staff member will:


discuss with the student, and finally approve, a •	
Learning Agreement containing a programme of 
study abroad for a semester or a year (about 30 
or 60 credits); this programme will have similar, 
complementary or coherent learning outcomes in 
relation to the programme in the home institution, 
but it will not necessarily have the same content


guarantee in advance that all credits gained •	
abroad in the approved programme of study will 
be fully recognised, transferred into the home 
programme and used to satisfy the qualification 
requirements.


After the return of the student, the responsible ad-
ministrator will: 


transfer all credits gained abroad in the approved •	
programme of study (Transcript of Records) into 
the student’s official learning programme at 
home, indicating the learning activities they refer 


Annex 2 
Suggestions for institutions on recognition of 
periods of study abroad in the framework of 
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to, with their original titles; the credits will subse-
quently be included in the Diploma Supplement, 
with a note specifying the institution where they 
have been gained


use the credits gained abroad for accumulation •	
purposes to satisfy specific curricular require-
ments, as previously agreed in the Learning 
Agreement; recognising credits gained abroad 
as additional credits would not fulfil the com-
mitment to full academic recognition, and 
should only be done if the student brings back 
more than 30/60 credits.
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Annex 3   ECTS Grading Table


Introduction


The first section of this annex describes the attempts 
made to design a reliable system for the interpreta-
tion and conversion of grades. The second section 
describes a simplified system called “The ECTS Grad-
ing Table”. The simplified system builds on the ear-
lier version and, like before, it requires universities 
to keep track of their grading practice and culture, 
which is good practice in many institutions across 
Europe. The ECTS Grading Table allows universities 
to ensure fair transfer and recognition of grades of 
mobile students. User comments on the new version 
are very welcome.


Background


It is well known that European educational systems 
have developed different approaches to grading 
which are deeply rooted in their pedagogical and 
cultural traditions. It is to be pointed out, moreover, 
that not only do they have different grading scales, 
but they also use them differently in the various insti-
tutions and subject areas. While it is essential to re-
spect these differences, it is also important to make 
them transparent within the European Higher Educa-
tion Area, so that grades attributed in all countries, 
institutions or subject areas can be properly under-
stood and when necessary compared by people with 
different cultural backgrounds. Mobile students 
have a right to a fair treatment of their grades when 
credits are transferred from one institution/country 
to another, as grants or other benefits may depend 
on their level of performance. Transparency of per-
formance levels is equally important for graduates 
applying for a job in their own or in another country.


To tackle this problem, in the past years ECTS guide-
lines suggested that, in addition to their national 
scale, European institutions might use a European 
grading scale as a translation device into other grad-
ing systems. Such European scale was based on the 
statistical distribution of passing grades in each pro-


gramme, which showed how the national scale was 
actually being used in that context and allowed for 
comparison with the statistical distribution of grades 
in a parallel programme of another institution.


As a first step, the implementation of the ECTS scale 
required the collection of statistical data in the in-
stitutions who were willing to participate in the 
scheme to make their grades more transparent. In 
educational systems where ranking of students in 
each course unit/module was a standard procedure, 
statistical data could be provided for the very cohort 
in which the grade had been obtained. In the other 
cases, the statistical distribution was based on the 
grades given over the previous two or three years to 
a specific reference group - a single programme or a 
group of homogeneous programmes – from which a 
consistent grading pattern could be derived. These 
data, collected in a large number of institutions in 
Europe, have shown how national grading scales are 
actually being used. For example, teachers in French 
institutions are more consistently using the lower 
half of their scale, while their Italian counterparts 
are making more use of grades in the upper half of 
it. As for the subject area, the data from many Ital-
ian institutions showed that teachers in Engineering 
tend to mark lower than teachers in Humanities. Al-
though these patterns had already been perceived 
by practitioners on an impressionistic basis, it is in-
teresting to find that they are supported by statistical 
evidence. The grade distribution table developed for 
a specific reference group allows for a single grade 
currently obtained to be positioned in its own con-
text, thus making it easier to understand the level of 
the student’s performance and compare it with that 
of students with a similar position in other contexts.


As a second step in the implementation of the ECTS 
grading scale, the statistical distribution curve for 
each reference group was split into five segments 
(Top 10%, next 25%, next 30%, next 25%, lowest 
10%) also called A, B, C, D, E, which could become 
a device for the direct translation of grades from a 
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degree programme in a given country/institution 
into a similar one in another country/institution. For 
example, if, based on the statistical data, in a French 
degree programme the grade 14 was obtained by the 
top 10% of the students, the ECTS grade A could be 
added into a student’s transcript alongside the grade 
14. In this way  the French grade 14 was understood 
as being one of the best grades obtained in that pro-
gramme, comparable  to the grade having a similar 
percentage in the same subject area in another coun-
try/institution, to which an A had also been attached 
– for example a 30 in an Italian institution.


In the light of the experience made with the ECTS 
5-point grading scale in the past years, it can be said 
that the second step described above proved to be far 
too ambitious and difficult to implement, especially 
in those national grading systems with only five or 
fewer passing grades, which could hardly fit into the 
predetermined percentage structure provided by the 
ECTS scale. In fact, the use of the ECTS scale by Euro-
pean institutions has been rather limited. 


Simplified system: The ECTS Grading Table


In order to simplify the procedure, while continuing 
to pursue the objective of making European grades 
more transparent, we propose using an “ECTS grad-
ing table”, concentrating on the first step of the 
5-point system. Thus institutions only need to pro-
vide in a standard table form the statistical distribu-
tion of their own grades. Therefore, the ECTS grading 
scale based on a predetermined percentage struc-
ture is to be replaced by a simple statistical table 
completed for each degree programme or group of 
homogeneous programmes. 


In other words, instead of trying to fit existing grad-
ing practices in a standard distribution scale, univer-
sities need only to determine the actual percentage 
of students that receive each ‘local’ grade.


For example:


National/institutional grade Total number awarded in the 
reference group Percentage of the total number


10 50 5%


9 100 10%


8 350 35%


7 300 30%


6 200 20%


1,000 100%


This ECTS grading table can be produced for national 
grading scales of any size, from data concerning a 
given reference group which are easily available in 
institutional records.  When included in the Tran-
scripts of Records and Diploma Supplements of the 
students, the table will facilitate the interpretation of 


each grade awarded to them and will not require any 
further calculation.  


The new ECTS grading table allows more straightfor-
ward comparison of two or more grading systems and 
cultures. This can be illustrated by another example:
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Annex 3   ECTS Grading Table


To sum up, the ECTS grading table allows for simple, 
transparent interpretation and conversion of grades 
from one system or context to another, and therefore 
does justice to the level of academic performance of 
all learners. Used correctly, it bridges different grad-
ing systems as well as different cultures in the Euro-
pean Higher Education Area and beyond.


To use the ECTS grading table the following steps 
should be taken:


Identify the reference group for which the grade 1.	
distribution will be calculated (usually a degree 
programme, but in some cases a wider or different 
grouping of students such as a Faculty or sector 
-- e.g. Humanities).


Collect all grades awarded over a period of (at least) 2.	
two academic years for the reference group identified. 


Calculate the grade distribution in terms of per-3.	
centages for the reference group.


Include the grading percentage table of your de-4.	
gree programme in every Transcript of Records/
Diploma Supplement.


For transfer, compare the percentage table of the 5.	
other institution’s degree programme with your 
own. On the basis of this comparison individual 
grades can be converted.


The first four steps in the procedure concern all pro-
grammes and are purely administrative tasks. The 
academic responsible for credit transfer may get in-
volved in step 5 when general guidelines for the con-
version of grades are being established.           


                                  


National / institutional 
grade country /system A Grading percentage* National / institutional 


grade country / system B Grading percentage*


30 lode   5.6%           1  20%


30 15.7% 2  35%


29 0.5% 3  25%


28 12.3% 4  20%


27 11.8%


26 9.0%


25 8.2%


24 11.3%


23 2.7%


22 6.0%


21 2.3%


20 5.7%


19 1.9%


18 6.9%


Total 100% 100%


* Based on the total number of grades awarded in the degree programme concerned during two preceding years. 


From this example, we see that a 30 awarded in the scale of A should be converted to a 1 in the scale of B. The 
grade 2 of B will translate into the grades 26-29 (average 27) of the country or system A. 
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Annex 4    Key documents


Annex 4  
Key documents


This Guide offers the standard forms of the Student Application, the Learning Agreement, the Training 
Agreement, the Transcript of Records and the outline of the Diploma Supplement.  Examples of updated and  
filled-in forms and of course catalogues can be found online at http://ec.europa.eu/education/lifelong-learn-
ing-policy/doc48_en.htm.


There you can also find other useful documents, such as a planning form for an educational module or a form 
for checking the workload of an educational component.











								      


LIFELONG LEARNING PROGRAMME / ERASMUS – ECTS


STUDENT APPLICATION FORM
       
ACADEMIC YEAR: 20......................./ 20........................... 


FIELD OF STUDY: ..........................................................................................................................................................................
 
 This application should be completed in BLACK and BLOCK letters in order to be easily copied and/or telefaxed. 


 
SENDING INSTITUTION: Name and full address: ........................................................................................................................................................................
.............................................................................................................................................................................................................................................................................................


.............................................................................................................................................................................................................................................................................................


Departmental coordinator – name, telephone and fax numbers, e-mail :............................................................................................................. 	


.............................................................................................................................................................................................................................................................................................


Institutional coordinator – name, telephone and fax numbers, e-mail :.................................................................................................................


.............................................................................................................................................................................................................................................................................................


STUDENT’S PERSONAL DATA (to be completed by the student applying)


Family name:...................................................................................................... Firstname (s): ...................................................................................................


Date of birth:......................................................................................................


Sex:  M    /  F           Nationality:.................................................... Place of birth:....................................................................................................


e-mail address:................................................................................................


Current address:............................................................................................. Permanent address (if different): .....................................................


...................................................................................................................................... ......................................................................................................................................


Current address is valid until:.............................................................. ......................................................................................................................................


Tel. no (incl. country code nr.): .......................................................... Tel:..............................................................................................................................


LIST OF INSTITUTIONS WHICH WILL RECEIVE THIS APPLICATION FORM (in order of preference):


Institution Country
Period of study Duration of stay 


(months) No. of expected ECTS credits
From To


1.


2. 


3. 


lifelong learning Programme


( Photograph )
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Name of student:.............................................................................................................................................................................................................................................


Sending institution :.....................................................................................................   Country :........................................................................................................


Briefly state the reasons why you wish to study abroad:..................................................................................................................................................


.......................................................................................................................................................................................................................................................................................


.......................................................................................................................................................................................................................................................................................


LANGUAGE COMPETENCE  Note: A proof of knowledge of the receiving institution’s language of instruction should be submitted


Mother tongue:                                                   Language of instruction at home institution (if different): 


Other languages 
I have sufficient knowledge to follow lectures  I need some extra preparation


YES NO YES NO


   


   


   


   


WORK EXPERIENCE RELATED TO CURRENT STUDY (if relevant)


Work experience / position Firm /organization Dates Country


PREVIOUS AND CURRENT STUDY 


Diploma/degree for which you are currently studying: .....................................................................................................................................................


Number of higher education study years prior to departure abroad: .....................................................................................................................


Have you already been studying abroad ?   Yes        No  


If Yes, when?  at which institution ? ..................................................................................................................................................................................................


The attached Transcript of records includes full details of previous and current higher education study.  
Details not known at the time of application will be provided at a later stage. 


Student’s Signature........................................................................................................................... Date ...............................................................................................


RECEIVING INSTITUTION


We hereby acknowledge receipt of the application, the proposed learning agreement and the candidate’s Transcript of records. 


The above-mentioned student is 	   provisionally accepted at our institution 


				      not accepted at our institution 


Departmental coordinator’s signature	 Institutional coordinator’s signature 


.........................................................................................................................................	 .....................................................................................................................................


Date:.............................................................................................................................	 Date:.........................................................................................................................
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LIFELONG LEARNING PROGRAMME/ ERASMUS – ECTS


LEARNING AGREEMENT
ACADEMIC YEAR: 20......................./ 20........................... 	     STUDY PERIOD:  from ................. to ..................... 	  


FIELD OF STUDY: ......................................................................................................................................................................................................................................................


Name of student:..............................................................................................................................................................................................................................................


Student’s e-mail address: ........................................................................................................................................................................................................................


Sending Institution: ........................................................................................................................   Country: .....................................................................................


DETAILS OF THE PROPOSED STUDY PROGRAMME ABROAD/LEARNING AGREEMENT


Receiving Institution: ....................................................................................................................   Country: .....................................................................................


Course unit code (if any) and page 
no. of the information package


Course unit title 
 (as indicated in the course catalogue)


Semester  
(autumn/spring)


Number of ECTS 
credits


Student’s signature............................................................................................................................ Date ...............................................................................................


SENDING INSTITUTION 


We confirm that the learning agreement is accepted. 


Departmental coordinator’s signature	 Institutional coordinator’s signature 


.........................................................................................................................................	 .....................................................................................................................................


Date:.............................................................................................................................	 Date:.........................................................................................................................


RECEIVING INSTITUTION 


We confirm that the learning agreement is accepted. 


Departmental coordinator’s signature	 Institutional coordinator’s signature 


.........................................................................................................................................	 .....................................................................................................................................


Date:.............................................................................................................................	 Date:.........................................................................................................................


lifelong learning Programme
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Name of student:..............................................................................................................................................................................................................................................


Sending Institution: ........................................................................................................................   Country: .....................................................................................


CHANGES TO ORIGINAL LEARNING AGREEMENT (to be filled in ONLY if appropriate)


Course unit (as indicated in the 
course catalogue)


Course unit title 
 (as indicated in the course catalogue)


Deleted 
Course 


Unit


Added 
Course 


Unit


Number of ECTS 
credits


 


 


 


 


 


 


 


 


 


 


 


 


 


 


If necessary, continue this list on a separate sheet


Student’s signature............................................................................................................................ Date ...............................................................................................


SENDING INSTITUTION 


We confirm that the above-listed changes to the initially accepted learning agreement are approved.  


Departmental coordinator’s signature	 Institutional coordinator’s signature 


.........................................................................................................................................	 .....................................................................................................................................


Date:.............................................................................................................................	 Date:.........................................................................................................................


RECEIVING INSTITUTION 


We confirm that the above-listed changes to the initially accepted learning agreement are approved.  


Departmental coordinator’s signature	 Institutional coordinator’s signature 


.........................................................................................................................................	 .....................................................................................................................................


Date:.............................................................................................................................	 Date:.........................................................................................................................
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LIFELONG LEARNING PROGRAMME/ ERASMUS – ECTS


TRAINING AGREEMENT and QUALITY COMMITMENT
DETAILS OF THE STUDENTI.	


Name of student:..............................................................................................................................................................................................................................................


Subject area: ........................................................................................................................   Academic year: .....................................................................................


Degree: ...................................................................................................................................................................................................................................................................


Sending Institution: ........................................................................................................................   Country: .....................................................................................


DETAILS OF THE PROPOSED TRAINING PROGRAMME ABROADII.	


Host organization:...........................................................................................................................................................................................................................................


Planned dates of start and end of the placement preriod: from ................................   till: ................................  ( ....................... months )


Knowledge, skills and competence to be acquired: .............................................................................................................................................................


Detailed programme of the training period: ..............................................................................................................................................................................


Tasks of the student: ....................................................................................................................................................................................................................................


Monitoring and evaluation plan: .........................................................................................................................................................................................................


COMMITMENT OF THE THREE PARTIESIII.	


By signing this document the student, the sending institution and the host organisation confirm that they will abide by 
the principles of the Quality Commitment for Erasmus student placements set out in the document below. 


The student ..............................................................................................................................	 	


Student’s signature:...........................................................................................................	 Date:.............................................................................................


The sending institution ..............................................................................................................................................................................................................................	


We confirm that this proposed training programme agreement is approved.    On satisfactory completion of the training 
programme the institution will award ………ECTS credits and will record the training period in the Diploma Supplement. 


Coordinator’s signature:.................................................................................................	 Date:.............................................................................................


The host organization ..................................................................................................................................................................................................................................	


We confirm that this proposed training programme is approved. On completion of the training programme the 
organisation will issue a Certificate to the student


Coordinator’s signature:.................................................................................................	 Date:.............................................................................................
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QUALITY COMMITMENT
For Erasmus student placements


This Quality Commitment replicates the principles of the European Quality Charter for Mobility


THE SENDING HIGHER EDUCATION INSTITUTION* UNDERTAKES TO:


Define the learning outcomes of the placement in terms of the knowledge, skills and competencies to be 
acquired


Assist the student in choosing the appropriate host organisation, project duration and placement content to 
achieve these learning outcomes


Select students on the basis of clearly defined and transparent criteria and procedures and sign a placement 
contract with the selected students.


Prepare students for the practical, professional and cultural life of the host country, in particular through 
language training tailored to meet their occupational needs


Provide logistical support to students concerning travel arrangements, visa, accommodation, residence or 
work permits and social security cover and insurance


Give full recognition to the student for satisfactory completed activities specified in the Training Agreement


Evaluate with each student the personal and professional development achieved through participation in the 
Erasmus programme


THE SENDING INSTITUTION* AND HOST ORGANISATION JOINTLY UNDERTAKE TO:


Negotiate and agree a tailor-made Training Agreement (including the programme of the placement and the 
recognition arrangements) for each student and the adequate mentoring arrangements


Monitor the progress of the placement and take appropriate action if required


THE HOST ORGANISATION UNDERTAKES TO:


Assign to students tasks and responsibilities (as stipulated in the Training Agreement) to match their knowledge, 
skills, competencies and training objectives and ensure that appropriate equipment and support is available


Draw a contract or equivalent document for the placement in accordance with the requirements of the 
national legislation


Appoint a mentor to advise students, help them with their integration in the host environment and monitor 
their training progress


Provide practical support if required, check appropriate insurance cover and facilitate understanding of the 
culture of the host country


THE STUDENT UNDERTAKES TO:


Comply with all arrangements negotiated for his/her placement and to do his/her best to make the placement 
a success


Abide by the rules and regulations of the host organisation, its normal working hours, code of conduct and 
rules of confidentiality


Communicate with the sending institution about any problem or changes regarding the placement


Submit a report in the specified format and any required supporting documents at the end of the placement


* In the event that the higher education institution is integrated in a consortium, its commitments may be shared with the 
co-ordinating organisation of the consortium
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ERASMUS STUDENT CHARTER


The status of ‘Erasmus student’ applies to students who satisfy the Erasmus eligibility criteria and who have 
been selected by their university* to spend an Erasmus period abroad – either studying at an eligible partner 
university or carrying out a placement in an enterprise or other appropriate organisation. For study mobility, 
both universities must have an Erasmus University Charter awarded by the European Commission. For place-
ment in enterprise the home university must hold an extended Erasmus University Charter (i.e. also covering 
rights and obligations relating to placements).


As an Erasmus student, you are entitled to expect:


Your home and host universities to have an inter-institutional agreement.•	
The sending and receiving institutions to sign with you and before you leave a Learning/Training Agreement •	
setting out the details of your planned activities abroad, including the credits to be achieved.
Not to have to pay fees to your host university for tuition, registration, examinations, access to •	
laboratory and library facilities during your Erasmus studies.
Full academic recognition from your home university for satisfactorily completed activities during the •	
Erasmus mobility period, in accordance with the Learning/Training Agreement.
To be given a•	  transcript of records at the end of your activities abroad, covering the studies/work carried 
out and signed by your host institution/enterprise. This will record your results with the credits and 
grades achieved. If the placement was not part of the normal curricula, the period will at least be 
recorded in the Diploma Supplement.
to be treated and served by your host university in the same way as their home students.•	
to have access to the Erasmus University Charter and Erasmus Policy Statement of your home and host •	
universities.
Your student grant or loan from your home country to be maintained while you are abroad.•	


As an Erasmus student, you are expected to:


Respect the rules and obligations of your •	 Erasmus grant agreement with your home university or your 
National Agency.
Ensure that any changes to the Learning/Training Agreement are agreed in writing with both the home •	
and host institutions immediately they occur.
Spend the full study/placement period as agreed at the host university/enterprise, including undergoing •	
the relevant examinations or other forms of assessment, and respect its rules and regulations. Write 
a report on your Erasmus study/placement period abroad when you return and provide feedback if 
requested by your home university, the European Commission or the National Agency.


If you have a problem:


Identify the problem clearly and check your rights and obligations.•	
Contact your departmental coordinator for Erasmus and use the formal appeals procedure of your home •	
university if necessary.


If you remain dissatisfied, contact your National Agency.


*  “University” means any type of higher education institution which, in accordance with national legislation or practice, offers 
recognised degrees or other recognised tertiary level qualifications, or vocational education or training at tertiary level.
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GENERAL CONDITION


Article 1: Liability


Each party of this agreement shall exonerate the other from any civil liability for damages suffered by him or 
his staff as a result of performance of this agreement, provided such damages are not the result of serious 
and deliberate misconduct on the part of the other party or his staff.


The UK National Agency, the European Commission or their staff shall not be held liable in the event of a claim 
under the agreement relating to any damage caused during the execution of the placement. Consequently, 
the UK National Agency or the European Commission shall not entertain any request for indemnity of reim-
bursement accompanying such claim.


Article 2: Termination of the Contract


In the event of failure by the beneficiary to perform any of the obligations arising from the agreement, and 
regardless of the consequences provided for under the applicable law, the institution is legally entitled 
to terminate or cancel the agreement without any further legal formality where no action is taken by the 
beneficiary within one month of receiving notification by registered letter.


If the beneficiary terminates the agreement before its agreementual end or if he/she fails to follow the 
agreement in accordance with the rules, he/she will have to refund the amount of the grant already paid.


In case of termination by the beneficiary due to “force majeure”, i.e. an unforeseeable exceptional situation 
or event beyond the beneficiary’s control and not attributable to error or negligence on his/her part, the 
beneficiary will be entitled to receive the amount of the grant corresponding to the actual time of the 
placement. Any remaining funds will have to be refunded.


Article 3: Data Protection


All personal data contained in the agreement shall be processed in accordance with Regulation (EC) No 
45/2001 of the European Parliament and of the British Council on the protection of individuals with regard 
to the processing of personal data by the Community institutions and bodies and on the free movement of 
such data. Such data shall be processed solely in connection with the implementation and follow-up of the 
agreement by the sending institution, the National Agency and the European Commission, without prejudice 
to the possibility of passing the data to the bodies responsible for inspection and audit in accordance with 
Community legislation (Court of Auditors or European Antifraud Office (OLAF)).


The beneficiary may, on written request, gain access to his personal data and correct any information that is 
inaccurate or incomplete. He/she should address any questions regarding the processing of his/her personal 
data to the sending institution and/or the National Agency. The participant may lodge a complaint against the 
processing of his personal data with the Information Commissioner’s Office with regard to the use of these 
data by the sending institution, the National Agency, or to the European Data Protection Supervisor with 
regard to the use of the data by the European Commission.


Article 4: Checks and Audits


The parties of the agreement undertake to provide any detailed information requested by the European 
Commission, the UK National Agency or by any other outside body authorised by the European Commission 
or the UK National Agency to check that the Placement and the provisions of the agreement are being properly 
implemented.







		


LIFELONG LEARNING PROGRAMME / ERASMUS – ECTS


TRANSCRIPT OF RECORDS
ACADEMIC YEAR: 20......................./ 20........................... 


FIELD OF STUDY: ......................................................................................................................................................................................................................................................


NAME OF SENDING INSTITUTION:........................................................................................................................................................................................................


Faculty/ Department:....................................................................................................................................................................................................................................


ECTS departmental coordinator:..........................................................................................................................................................................................................


Tel: .............................................................................  Fax: .................................................................E-mail:..................................................................................................


NAME OF STUDENT:..............................................................................     First Name: ..........................................................................................................................


Date and place of birth: ....................................................................    Sex : M      /  F          


Matriculation date: ................................................................................  Matriculation number: ...............................................................................................


E-MAIL ADDRESS: ...........................................................................................................................................................................................................................................


NAME OF RECEIVING INSTITUTION: ...................................................................................................................................................................................................


Faculty/ Department of ..............................................................................................................................................................................................................................


ECTS departmental coordinator: .........................................................................................................................................................................................................


Tel: .............................................................................  Fax: .................................................................E-mail:..................................................................................................


Course 
Unit Code (1)* Title of the course unit Duration of course 


unit (2)* Local  grade (3)* ECTS credits (4)*


to be continued on a separate sheet Total : ..................
 


*(1) (2) (3) (4) see explanation on back page 


Date:..................................................................


Signature of registrar/dean 
administration officer:..........................................................................   Stamp of institution:........................................


NB : This document is not valid without the signature of the registrar /dean/administration officer and the official stamp of the institution
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Course unit code :  Refer to the ECTS Course catalogue (1)	
 


Duration of course unit :(2)	


Y = 1 academic year 


1S= 1 semester				    2S= 2 Semesters


1T=1 term/trimester			   2T=2  terms/trimesters  
 


Grading:(3)	


a)  Description of the institutional grading system:  
b)  Grading distribution in the department or programme (please specify) (For this section please refer to ECTS Users’ Guide, Annex 3) 
 


ECTS credits :(4)	


1 academic year                    = 60 credits 
1 semester                              = 30 credits  
1 term/trimester                    = 20 credits 


Transcript of Records - page 2







THE DIPLOMA SUPPLEMENT 


This Diploma Supplement follows the model developed by the European Commission, Council of Europe and 
UNESCO/CEPES. The purpose of the supplement is to provide sufficient independent data to improve the inter-
national ‘transparency’ and fair academic and professional recognition of qualifications (diplomas, degrees, 
certificates etc.). It is designed to provide a description of the nature, level, context, content and status of the 
studies that were pursued and successfully completed by the individual named on the original qualification to 
which this supplement is appended. It should be free from any value judgements, equivalence statements or 
suggestions about recognition. Information in all eight sections should be provided. Where information is not 
provided, an explanation should give the reason why. 


1. INFORMATION IDENTIFYING THE HOLDER OF THE QUALIFICATION 


1.1 Family name(s): 


1.2 Given name(s): 


1.3 Date of birth (day/month/year): 


1.4 Student identification number or code (if available): 


2. INFORMATION IDENTIFYING THE QUALIFICATION 


2.1 Name of qualification and (if applicable) title conferred (in original language): 


2.2 Main field(s) of study for the qualification: 


2.3 Name and status of awarding institution (in original language): 


2.4 Name and status of institution (if different from 2.3) administering studies (in original language): 


2.5 Language(s) of instruction/examination: 


3. INFORMATION ON THE LEVEL OF THE QUALIFICATION 


3.1 Level of qualification: 


3.2 Official length of programme: 


3.3 Access requirements(s) 
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4. INFORMATION ON THE CONTENTS AND RESULTS GAINED 


4.1 Mode of study: 


4.2 Programme requirements: 


4.3 Programme details: (e.g. modules or units studied), and the individual grades/marks/credits 
obtained: 


(if this information is available on an official transcript this should be used here) 


4.4 Grading scheme and, if available, grade distribution guidance: 


4.5 Overall classification of the qualification (in original language): 


5. INFORMATION ON THE FUNCTION OF THE QUALIFICATION 


5.1 Access to further study: 


5.2 Professional status (if applicable): 


6. ADDITIONAL INFORMATION 


6.1 Additional information: 


6.2 Further information sources: 


7. CERTIFICATION OF THE SUPPLEMENT 


7.1 Date: 


7.2 Signature: 


7.3 Capacity: 


7.4 Official stamp or seal: 


8. INFORMATION ON THE NATIONAL HIGHER EDUCATION SYSTEM 


(N.B. Institutions who intend to issue Diploma Supplements should refer to the explanatory notes 
that explain how to complete them.)
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Annex 5   Overview of national regulations on the number of learning hours  per academic year 


Annex 5  
Overview of national regulations on the 
number of learning hours per academic year


 
Countries Hours range/


academic year
Hours range/


credit Status of the proclamation


Austria 1,500 h 25 h Law


Belgium (Fl) 1,500/1,800 h 25/30 h Decree (law on the Flemish level)


Belgium (Fr) 1440 h 24 h Decree(law of the French Community)


Czech Re-
public 1,500/1800 h 25/30 h Good practice, recommendation of ECTS Key Features.


Cyprus 1500h/1800 h 25/30 h New Law for Higher Education (under consideration in 2008)


Denmark 1,650 h 27/28 h Letters from the Ministry 


Estonia 1,560 h 26 h University Act law


Finland 1,600 h 27 h Act of the Council of State


France 1,650 h 25/30 h Recommendation by the University Presidents’ conference


Germany 1,800 h 30 h KMK (Kultusministerkonferenz = Standing Conference of the Minis-
ters of the Federal States). Element of Accreditation


Greece 1,500/1,800 h 25/30 h Ministerial Decision


Hungary 1,620/1,800 h 30 h Act on Higher Education and attaching Governmental Decree


Iceland 1,500/2,000 h 25/33 h No proclamation, but understanding among universities


Ireland   20/30 h Recommendation on the principles and operational guidelines de-
vised by the National Qualifications Authority of Ireland


Italy 1,500 h 25 h Ministerial Decrees


Latvia 1,600 h Law


Lithuania 1,600 h   Law and Decree
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Malta 1,500 h 25 h In Educational Act, 2004 and subsidiary legislation


Netherlands 1,680 h  28 h Law


Portugal 1,500/1,680 h 25/28 h Decree 42/2005 of 22 February.


Norway


no range per 
academic year 
proclaimed/
decision of 
universities


no range 
per credit 


proclaimed
Law


Poland 1,500/1,800 h 25/30 h Decree 


Romania 1,520/1,640 h 25/27 h Order of the Ministry of Education (from 1999)


Slovakia
no range per 


academic year 
proclaimed


25/30 h Good practice, recommendation of ECTS key features


Slovenia 1,500/1,800 h 25/30 h Law (2004)


Spain 1,500/1,800 h 25/30 h Royal Decree (law)


Sweden 1,600 h 26/27 h Higher education ordinance (Government regulation) states full 
time studies during 40 weeks


Switzerland 1,500/1,800 h 25/30 h Swiss University Conference  (SUC) Regulation for the implementa-
tion of Bologna 


Turkey 1,500/1,800 h   Law 


United King-
dom 1,200-1,800 h 20 h national Qualification (and Credits) Frameworks
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