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	 FORMCHECKBOX 
 Copy for the MA/NA
	 FORMCHECKBOX 
 Copy for the FLC-er


FIRST LEVEL CONTROL REPORT AND CHECKLISTS
on the validation of the project partner’s expenditures in the framework of the Bulgaria - ………… IPA Cross-Border Programme CCI Number……. 
No.       / Date:     
	Project name
	     

	Project
	No.      
	Project acronym
	     

	Project partner
	No.      
	Organisation
	     


	First level controller
	No.      
	Name
	     


	Reporting period
	Start      
	End      

	Project duration
	Start      
	End      


The first level control report and the checklists constitute an essential and obligatory part of the project audit trail. They have to be filled out by the first level controller of each project partner. Based on these documents the controller can confirm and sign the validation of the project partner’s expenditures of the respective project in the framework of the IPA CROSS-BORDER PROGRAMMES. The control report has to be submitted to Managing Authority (MRD)/National Authority for validation of the project’s overall expenditures.
FIRST LEVEL CONTROL REPORT

	1. Legal basis for the control

	· Regulation № 1085/2006 for the creation of the Instrument for Pre-Accession (IPA)
· Regulation № 718/2007 containing the implementation rules for Regulation  № 1085/2006, amended by Regulation 80/2010
· Council of Ministers Decree No 62/21.03.2007 – for the adoption of national rules on eligibility of expenditure under the operational programmes co-financed by the Structural Funds and the Cohesion Fund of the European Union, in relation to the 2007-2013 Financial Framework

· Guidelines of the Certifying Authority № 02/ 25.05.2011 г. (“National Fund” directorate in the Ministry of Finance), regarding the certifying of expenditures on the cross-border cooperation programmes on the external borders of the EU for the period 2007-2013 between Bulgaria and FYROM, Bulgaria and Serbia and Bulgaria and Turkey.
· Bulgarian Council of Ministers Decree No 221 of September 11, 2009 for adoption of detailed rules for eligibility under the IPA Cross-border Programme (CCI: 2007CB16IPO006) for the programming period 2007 – 2013

· Bulgarian Council of Ministers Decree No 222 of September 11, 2009 for adoption of detailed rules for eligibility under the IPA Cross-border Programme (CCI: 2007CB16IPO007) for the programming period 2007 – 2013

· Bulgarian Council of Ministers Decree No 275 of November 23, 2009 for adoption of detailed rules for eligibility under the IPA Cross-border Programme (CCI: 2007CB16IPO008) for the programming period 2007 – 2013
· Respective Financing Agreement signed between the Beneficiary country and European Commission
· Memorandum of Understanding signed between the Republic of Bulgaria and the Beneficiary country 


	2. Scope of the first level control

	Details

Please describe the scope of the FLC (for example, how the check was organised, what documents were checked, which expenditure was validated -expenditure from the current period, non-reported expenditure from previous periods, etc.)
	     


	3. Methodology

	Description of the validation covering 100% of the project partner’s expenditure
	Have you validated 100% of the partner’s expenditure?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	
	Have you checked 100% of the partner’s expenditure as required?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	
	

	Description of the control carried out
	 FORMCHECKBOX 
 On-the-spot check - on the site of the project implementation
 FORMCHECKBOX 
 Documentary checks (in the premises of the LP/PP)
 FORMCHECKBOX 
 Other - please describe: 

	On-the-spot checks
(Please describe where the on-the-spot check was carried out (e.g. in the project partner’s premises / place of the project results/outputs, project events)
	

	Date(s) of the on-the-spot check(s)
	


	4. Project partner’s declared expenditure

	Eligible expenditure declared in this Invoice report
	EUR
	

	Verified expenditure from the previous reports (according to Notifications for verified amount by the MA)
	EUR
	

	Cumulative eligible expenditure
	EUR
	


	5. Specification of ineligible expenditure detected by the controller

(add additional lines, if necessary)

	Project Activity
	Budget sub-line
	Item description
	Ineligible amount
	Comments and reference to the breached EC regulation(s), Programme rule(s) or national legislation

	
	
	
	EUR 
	

	
	
	
	EUR 
	

	
	
	
	EUR 
	

	
	
	
	EUR 
	

	Total ineligible expenditure not accepted by the controller and deducted from the project partner’s expenditures
	EUR 


	6. Management and other findings

(add additional lines, if necessary)

	Please state other findings that do not have financial effect to the EU budget (e.g. specific shortcomings in accounting documents, incomplete documentation or other remarks to the project management system).

	

	


	7. Project partner’s comments to the findings

(add additional lines, if necessary)

	

	


	8. Irregularities

	Irregularity 


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Suspected Irregularity
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Suspected Fraud
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


	9. Conclusions and key recommendations

	General observations

(Please state your conclusions of the first level control in respect to the PP’s accounting system, financial management system, audit trail, etc.)
	

	Observations/ reservations concerning the eligibility of declared expenditure

(Please give more details about your conclusions on the partner’s eligibility of expenditures.)
	

	Recommendations / measures / proposals for correction of the findings

(In case of any findings, please state your recommendations or corrective measures to be taken.)
	

	Recommendations for follow up measures
	

	Follow up on findings stated in the previous control report
(Please state if the findings detected in the previous project partner report that needed further follow up were solved and how.)
	

	Other comments
	


	10. Controller’s signature

	Place
	

	Date
	

	Name
	

	Signature
	
	Stamp
	


FIRST LEVEL CONTROL OVERALL CHECKLIST

	1. Relevant documents

	Question
	Answer
	Comments

	
	YES
	NO
	N/A
	

	Is the first level control based on the following documentation?

	· Subsidy Contract
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Project Application Form
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Partnership Agreement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Project partner’s Invoice Reports and financial reports from the previous periods
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Invoice Report with the attached financial report
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Project Procurement Plan
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Timesheets and calculation of the personnel costs and overheads 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Employment / labour/civil contracts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· PP’s accounting documents (e.g. invoices, receipts, bank statements, pay slips)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Documents related to the procurement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Proofs of compliance with information and publicity rules
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Contracts with external supply/service/work providers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Proofs of delivery of works, services and goods
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Other relevant project correspondence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	If “yes”, please specify



	2. Documentation in the accounting system

	Question
	Answer
	Comments

	
	YES
	NO
	N/A
	

	Has the project partner set up a separate project’s (sub-) bank account or established another method for identification of the project partner’s expenditure in the general partner’s accounting?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the correct bank account number stated in the project partner’s payment request and does it belong to the project partner’s organisation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are all expenditures correctly and accurately recorded in the project partner’s:

· computerised accounting system;

· Invoice Report and the attached financial report?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have all expenditures declared in the project partner’s invoice report actually been paid?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Were all expenditures incurred during the eligible period?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are all expenditures supported by invoices or accounting documents of equal probative value?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are all expenditures in the project partner’s cost Invoice Report expressed in Euro and do they correspond to the expenditures in the financial report?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Has the correct monthly exchange rate (pertaining to the submission date of invoice report to FLC-er) of the European Commission been used?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	- Month of submission of IR: ………….;

- Month of the exchange rate used by the PP: …………….

	Is there any expenditure made by PP that is not covered by any invoice report previous to the current invoice report?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	3. General checks

	Question
	Answer
	Comments

	
	YES
	NO
	N/A
	

	Is there a clear separation of functions between staff responsible for ordering and certifying the receipt of goods and services and those who release the payments?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Please describe who is responsible for ordering of goods, checking the validity and accuracy of invoices / accounting documents before they are paid. At least a simplified separation of functions and responsibilities for payments ensuring the four-eyes principle-(two responsible officers) should be in place. 



	Was the first level control check carried out on the basis of original documents?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	In case of copies, please give more details (excluding the risk of double financing).



	Is there on this stage a mechanism applied in order to avoid double financing from the Community Funds of expenditure declared within the project co-financed from the IPA Cross-border Programmes? (e.g. marking/indication text on the invoices, etc).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Please specify what kind of mechanism is applied by the PP?
1. ……………..;

2. ……………...;

…

	Are there any suspicions, that the expenditure reported by the PP to the IPA Cross-border Programme has been already co-financed from other EU Funds?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Please be aware that this expenditure is not eligible.



	Did the Lead Partner (LP) transfer the Funds of the previous payment claims to the PP according to the project partner’s request (taking into consideration the agreements on cost-sharing)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	If “no”, please describe the deviations and the reason for them:


If “yes”, please indicate the date of the bank transfer:



	Is every item of expenditure directly linked to the implementation of the project? (taking into consideration activity plan of project)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the breakdown of the project’s (PP’s) expenditure:

	· Correspond to the correct Project Activity (PA)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Correspond to the correct Budget Line (BL)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Contain only expenditure that was actually paid?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	If the partner exceeded BLs as initially agreed/approved: Did he observe the flexibility rule allowed by the Subsidy Contract provisions? (e.g. is there request for approval for such deviation, and resp. reply from the MA)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the PP report expenditure for VAT observing the necessary requirements for eligibility of such expenditure? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is there evidence that the activities for which the expenditure is reported have taken place, the delivery of services, goods and works is in progress or has been completed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do all project activities comply with the information and publicity rules?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	4. Budget lines

	Question
	Answer
	Comments

	
	YES
	NO
	N/A
	

	BL1 – ADMINISTRATIVE COSTS

	Are all personnel costs related to the PP’s staff/employees working for the project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the calculation of personnel costs based on actual salaries (incl. compulsory contributions to the health and social systems) and on signed timesheets (for every PP’s employee working part time for the project)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the calculation of personnel costs for employees working less than 100% of their working time for the project based on the actual salary, the real hours worked for the project and/or the organisation and/or for another project during an acceptable reference period (at least one reporting period)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are the personnel costs based on a labour/employment/civil contracts and supported by relevant accounting documents?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is there approval of the MA in case of change in personnel who were paid remuneration?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	In case overhead expenses are calculated as a part of the common expenses of the PP’s organisation, is there a protocol or order for the distribution of expenses? (i.e. base on which the expenses are calculated – electricity, water, heating, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	BL2 – TRAVEL AND ACCOMMODATION

	Do all contracts with external service providers comply with the procurement requirements? (in particular the Practical Guide to contract procedures for EU external actions)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do the travel and accommodation expenditure comply with the respective Programme rules, incl. any national legislation rules and/or such of the partner’s organisation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Were all project related business trips properly documented? (e.g. supported by meeting agenda, business trip report or equivalent memo, original tickets and other evidence)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	In case of business trips outside the Programme eligible territory, do these comply with the approved project Application Form and/or have they been previously approved by the MA?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Was the use of business class, taxi or car justified and properly documented?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	BL3 – MEETINGS, CONFERENCES, EVENTS etc.

	Do all contracts with external service providers comply with the procurement requirements? (in particular the Practical Guide to contract procedures for EU external actions)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Were the meetings and seminars clearly justified by invoices and has the documentation been kept by the partner (minutes, participants’ list, agenda, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	BL4 – INFORMATION AND PUBLICITY

	Do all contracts with external service providers comply with the procurement requirements? (in particular the Practical Guide to contract procedures for EU external actions)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is all publicity and communication expenditure justified by invoices and was it already planned in the Project’s Application Form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are all published materials, notices and delivery of other provided promotion materials checked?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	BL5 – EXTERNAL EXPERTISE AND AUDIT

	Do all contracts with external service providers comply with the procurement requirements? (in particular the Practical Guide to contract procedures for EU external actions)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are there any project partners or employees of project partners that act as external service providers to other project partners?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are the following documents available to justify external expertise and services’ expenses paid by the partner: contracts/agreements; invoices/requests for reimbursement, protocols for delivery of the services; evidence for the services provided, etc.?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	BL6 – INVESTMENTS

	Do all contracts with external service/delivery providers comply with the procurement requirements? (in particular the Practical Guide to contract procedures for EU external actions)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the purchased equipment or investment comply with the approved latest version of the Subsidy Contract (Project Application Form)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the purchased equipment or investment physically available?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is all equipment or investment expenditure justified by invoices and has the documentation been kept by the partner?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Were the items properly recorded in the PP’s accounting system with an inventory number?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the equipment and investment comply with the information and publicity measures?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the depreciation of the equipment comply with the national accounting rules and does the depreciation relate to the time the respective equipment is used for the project purposes?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Was the equipment or investment already financed or depreciated with funds from other financial sources (e.g. EU, national)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	If “yes”, please be aware that this expenditure is not eligible.




	In case of land purchase: is it up to 10% of the total eligible costs for the operation concerned?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does the investment also comply with the following criteria?

· In case of land and real estate purchase, either a document explaining the direct link between the purchase and the objectives of the co-financed operation, or a certificate from an independent duly authorised official body confirming that the purchase price does not exceed the market value, have been kept for accounting, control and audit purposes.

· In case of building works, documents specifying the ownership of land and/or buildings where the works are carried out may be required as well as proof of commitment to establish and maintain an inventory of all fixed assets acquired, built or improved under the EU-grant.
	 FORMCHECKBOX 

 FORMCHECKBOX 


	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

	

	Is the investment implemented according to the EU and national regulations and are all relevant documents available?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have all the relevant permits and licenses, required by the EU and national rules regarding the investment, been made available?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	BL7 – OTHER

	Is the expenditure directly related to the project activities and essential for the project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are the cost items properly documented?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do all contracts with external service/delivery providers comply with the procurement requirements? (in particular the Practical Guide to contract procedures for EU external actions)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Was all project preparation expenditure incurred during the eligible period and activities finalised during the preparation phase?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Were all project preparation expenditures mentioned and foreseen in the Application form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	In case a contingency reserve sub-budget line is utilised by a PP, is there an evidence/correspondence with the MA for preliminary approval of such expenditures?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	5.  Other horizontal issues

	Question
	Answer
	Comments

	
	YES
	NO
	N/A
	

	Has the PP respected and complied with the specific rules and regulations for:

	· Environment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· State aid?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Equality between men and women?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	· Non-discrimination?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Was any conflict of interest detected?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have the information and publicity requirements of the EU and the programme been respected?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	6. Attachments of the first level controller:

(Attachments to this report should be listed in this section including CD with scanned copies of the verified documents and checklists for conducted procurement procedures. Add additional lines, if necessary)

	

	

	


	7. Controller’s signature

	Place
	

	Date
	

	Name
	

	Signature
	
	Stamp
	


� The monthly exchange rate of the Commission according to the requirements of the EC Regulation 718/2007 – for official exchange rates see: � HYPERLINK "http://ec.europa.eu/budget/inforeuro/index.cfm?language=en" \t "_parent" �h�� HYPERLINK "http://ec.europa.eu/budget/inforeuro/index.cfm?language=en" \t "_parent" �ttp://ec.europa.eu/budget/inforeuro/index.cfm?language=en� 





PAGE  
1

[image: image2.jpg][image: image3.png]


