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THE 7 MOST FREQUENT ERRORS IDENTIFIED
1. The description of the tasks performed  during the reporting period should be linked to 

the WP that you are mentioning on the Timesheets

2. There is a difference between the title of the WP and the type of the WP. Please read 

carefully the description and the tasks of each WP before completing the timesheets 

For example:  The title of the WP1 is “Analysis phase in project implementation” and the 

type of this WP is Preparation.  If you have spent time preparing relevant documents for 

the project, contracts etc this type of activity is linked to the Management WP (WP6) and 

not the WP1

3. The contracts of the staff involved in the project must be between the staff member and 

the partner organization.

4. The contracts must indicate the period that the person will be working on the project 

and not the month of payment

5. Staff costs, travels costs and costs of stay are “unit costs”
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6. According to the budget the amounts referred for the travel costs 
are not per participant but for all the participants travelling from the 
same organization:

For example: For the meeting in Dresden the P7 (
Portuguesa) has 550€ for travel costs for 2 participants. 550
participants =275€ per participant

7. If the payments are made in cash you should send along with 
the supporting documents an official document which states that 
according to your national legislation system, payments in cash are 
legal. We strongly advise you to make all the payments via bank 
transfers 
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are not per participant but for all the participants travelling from the 
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Potential errors in “Equipment 
and Subcontracting” costs.

1. Make changes without informing the Project Coordinator.  The Project 
Coordinator must first approve any changes before you proceed with the tendering 
procedure or any purchase

2. General: invoices are not detailed enough to establish a clear connection to 
project activities.
3. Deductible VAT is included in the invoice and charged as project expenditure;

4. Tendering procedure is not applied for the purchase of goods or services 
exceeding 25.000 EUR, or applicable national legislation is not applied where the 
estimate value of a contract to be awarded exceeds EUR 134.000;

5. Purchase of equipment is split into smaller contracts with individual amounts 
lower than the 25.000 EUR threshold;
6. Proof of expenditure is a pro-forma invoice, an offer or a quotation instead of an 
invoice.
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