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1. Contacts at CEPS

Research issues and implementation questions :

Jorgen Mortensen

Tel: +33 1 34946710

Fax : + 33 1 34946611
Email : jorgen.mortensen@wanadoo.fr
Financial and contractual questions :

Sally Scott

Tel : + 32 2 2293954

Fax : + 32 2 2194151

Email : sally.scott@ceps.be
2. The role of CEPS

· CEPS acts as the intermediary between the Commission and the partners

· Transmits all documents and correspondence to the Commission 

· Submits deliverables to the Commission

· Receives payments from the Commission & distributes to the partners

· Informs Commission of any budget changes

· Informs partners of any event which may affect the project implementation

3. The role of the partners

The partners (contractors) should:

· inform the coordinator of any event likely to substantially affect the project

· keep signed original copies of any subcontracts

· Forward data to the Coordinator needed to draw up reports

· Forward Cost Statements to the Coordinator

· Inform the Coordinator of any budget changes

· take part in meetings concerning the supervision, monitoring & evaluation of the project relevant to them

4. Project Deliverables

1. Scientific Deliverables
· Annual reports

Progress of work, resources employed, departures from work schedule, results

· Other deliverables

Working papers & workshops specified for each Work Package

2. Financial Deliverables

· Annual Cost Statement

This is submitted at the same time as the Annual Report

5. Direct Costs

This covers personnel and travel costs

The amounts are specified in your Contract Preparation Forms (CPF) Forms.  

Personnel

· use the categories in your CPF form

· time devoted to the project should be recorded on timesheets

Travel costs

· Each Institute pays their own travel and accommodation for workshops

· The basic budget is 600 Euro for travel, 150 Euro per diem
· The breakdown of the travel & accommodation costs is shown in the Annex on the Justification of Costs. 

· Most workshops are budgeted at 2 nights accommodation, for one person.

· Travel outside EU or an Associated State needs the prior approval of the Commission
· The partner organising a workshop covers the costs of the Scientific Advisor, and up to two external participants. For external participants, prior justification of why they should be involved has to be provided to the Scientific officer.

6. Indirect Costs

These are the overheads. They include the following:

· Administration & management costs

· Administration personnel costs

· Depreciation of buildings &  equipment

· Water, electricity, telecom & postal charges

· Office Supplies

7. Overhead rates:

For FF participants - 80% of personnel costs

For FC participants - actual overhead rate on personnel costs

For AC participants - 20% of all direct costs.

Remember: FF and FC only receive 50% of total costs as contribution from the Commission.  On all costs.

8. Cost Statements

· Should be based on information contained in the Contract Preparation Forms

· The total, 100% value of all eligible costs should be reported.

· For FC & FF participants, the Community financial contribution is 50% of the eligible costs

· For AC participants, the Community financial contribution is 100% of the eligible costs

· Cost Statements should be expressed in Euro and the currency used in the accounting of the contractor (based on the Euro exchange rates published by the Commission and in force on the first working day of the month following the period covered by the Cost statement concerned.)

· They should be submitted within 2 months of the end of the period covered. The period is every 12 months from the start of the contract.

· CEPS will send out relevant information & deadlines at the time.

· Each partner should retain supporting evidence. This is the invoices and timesheets that forms the basis of the Cost Statement

· The Commission can conduct an audit of this material

Forms are found at this website and are at the back of Annex 2: General Conditions.

http://www.cordis.lu/fp5/management/provisions/r-cr-delive-1.htm 

9. Payment Schedules

· Advance Payment of 40% of Community’s financial contribution. The amount is specified at the back of the contract

· Further instalments are made based on the Commission’s approval of the Cost Statements and Periodic Reports

· For the Final Payment – the Commission retains 15% of the total contract amount until the last project deliverables are approved

10. Budget changes

They can be carried out provided the scope of the project & conditions of participation are not fundamentally altered

The amounts transferred cannot exceed 20% of the amount allocated to the beneficiary in the table of the indicative breakdown of estimated eligible costs, which is found at the end of the contract.
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