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1. Introduction
In line with the Decision on the Integrated Lifelong Learning Programme 2007-2013
 actions are implemented at national level by a network of National Agencies in the framework of centralised indirect management, in accordance with Art. 54 of the Financial Regulation adopted on 25 June 2002 and Art. 38 of its Implementing Rules
. It should be noted that the related provisions on management modes in the new Financial Regulation adopted on 28 October 2012
 will apply only as of 1 January 2014 (cf. Art.214(a) of the new Financial Regulation).
The organisation designated as National Agency (NA) by the national authority of the Member State (MS), 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 under the National Agency procedure
. Compliance with these requirements is compulsory to ensure sound management of EU funds.

In addition, National Agencies are responsible for the successful implementation of the programme at national level, to ensure an efficient management of EU funds. 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.

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 life-cycle, to ensure both a sound and efficient management of EU funds. 
As part of the agreement signed between the Commission and the NA (Commission-NA agreement), the Guide for NAs is contractually binding for NAs. As such, it forms the reference framework for the key controls that will be undertaken by the Commission and the national authority in view of supervising the NA. 
The Commission reserves the right to amend the Guide for NAs as appropriate and in accordance with the Commission Decision relating to the respective responsibilities of the Member States, the Commission and the National Agencies in the implementation of the Lifelong Learning programme (2007-2013)
. A NA wishing to deviate from any of the obligations set out in this Guide for NAs shall obtain prior authorisation in writing from the Commission.

The present Guide for NAs introduces a number of changes integrated into the document itself and respective annexes, resulting from the adoption of the new Financial Regulation and its Rules of Application
. However, the rules applicable as of 2013 shall not apply retroactively to the management of actions which have already been finalised before the entry into force of the 2013 version of the Guide for NAs. 
Annexed to the Guide for NAs are:
· a glossary with the most frequently used terms in this Guide for NAs and its annexes;

· model and standard documents for NAs (checklists and assessment sheets, grant agreements, etc.);

· technical instructions for various parts of the project lifecycle;

· forms to be used by the NA for its reporting to the Commission. 
2. Standards of internal control for NA operations
2.1. Ethics and integrity 

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 ethics and integrity, 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. 

5. NA staff shall be systematically and formally informed of the applicable rules on ethics and integrity, 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. 
6. The NA shall systematically inform the Commission of (presumed) cases of irregularity and fraud
 occurring at NA level. 
2.2. NA staffing

2.2.1. General requirements

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

· Information and promotion, as well as dissemination and exploitation of results in all areas of the Lifelong Learning programme;

· Project management in all programme sectors, in particular with regard to the evaluation of grant applications and counselling/monitoring of beneficiaries; 
· Contract and financial management;

· Checks and audits of programme actions;

· Human resource management;

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

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 related NA staff shall have adequate knowledge of the national and European policy context and of international cooperation in the field of education and training.
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.

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 applicants and avoiding possible 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 NA shall be represented as appropriate.

2.3. Organisational structure
2.3.1. Internal 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.

2. The NA has to be organised in such a way as to have an adequate level of internal control. The NA management shall identify the activities and operations representing the highest risk, in particular in relation to the management of programme funds, and develop measures that are proportional to the risks run.
2.3.2. Segregation of duties
1. The NA shall apply the principle of segregation of duties for ensuring a high-quality internal control environment. 

2. Overlap between certain functions is incompatible by nature. 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, on the spot checks of the same beneficiaries and authorising payments to these 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.
2.3.3. Delegation and supervision

1. 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. 
2. The NA shall have adequate supervision arrangements in place, including where appropriate ex post check of a sample of transactions to ensure that the applicable procedures are carried out effectively.
2.3.4. 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 catastrophic event or situation. 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.
2.
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.
2.4. Documentation of internal procedures 

1. The NA shall document its main internal procedures, preferably in a single manual of 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 what document". 
2. The document shall:

· include the main operational, administrative and financial 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.
· be available to all NA staff members.

2.5. 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 and how they shall be recorded.

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. Financial management
2.6.1. Accounting system and management information tools

1. For the management of the EU funds for decentralised programme actions, a computerised accounting system shall be set up that allows for accurate and detailed identification of all grants awarded to beneficiaries of the decentralised programme actions covered by the Commission-NA agreements and of all individual transactions in relation to these grants. 
2.  The following transactions shall be registered in the NA accounts: 
· EU pre-financing of decentralised action funds received from the Commission;

· amounts of interest received and accrued on EU pre-financing of decentralised action funds;

· payments made to grant beneficiaries distinguishing between pre-financing and balance payments;
· reimbursements received from grant beneficiaries.
3. In addition to the above, the NA shall record the following information in LLPLink:

· 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. The NA accounting of the decentralised actions funds shall be held in euro. All financial information in LLPLink shall also be registered in euro.

5. The NA accounting system shall allow to distinguish between on the one hand the EU funds for decentralised programme actions and the related grants and on the other hand 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
.
6. 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. 

7. To avoid manual treatment of data for reporting purposes, it is strongly 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 LLPLink on the other hand. The NA shall be responsible for the creation and maintenance of any such interface. 
8. The NA shall ensure that the data in LLPLink are up to date, preferably on a continuous basis and at least by the end of each calendar month. 

9. The NA shall reconcile the data on decentralised action funds held in its accounting and any local management system on the one hand and the data registered in LLPLink at least once a month. The NA shall keep a proper audit trail of these monthly reconciliations.
10. The NA shall produce the required financial reports on EU funds for decentralised actions in the format requested by the Commission, both with regard to hard and electronic copies. 
11. In the case that payments of EU grants to beneficiaries of decentralised actions will be made in national currency, the translation into euro for reporting purposes shall be made at the actual conversion rate used by the bank.

2.6.2. Bank accounts and treasury management

1. The NA shall have two separate bank accounts for receiving the EU funds under the agreements signed between the Commission and the NA under the present programme: one for the EU payments related to the decentralised actions and another one for the NA operating grant respectively. Any NA bank accounts held in another country than that of the NA can be held only in a country of the European Union.
2. The single bank account on which the Commission will transfer the EU funds for the decentralised actions 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 the decentralised actions in the context of the Commission-NA agreements under this programme.
3. Payments of EU funds to beneficiaries of decentralised programme actions shall be made exclusively by bank transfer. 

4. An effective 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 decentralised programme actions not to be 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. 

5. 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 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. 

6. 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 related to the decentralised actions. These accounts will further be called the "NA bank accounts". The Commission shall retain the ownership of all funds on the "NA bank accounts".
7. Each year all interest earned or accrued on the "NA bank accounts" shall be declared to and recovered by the Commission on the basis of the information provided thereon in the yearly declaration of assurance issued by the national authority on the probity of the NA accounts.

8. The NA shall reconcile the bank balances in the bank statements of the "NA bank accounts" with the bank balances in the accounting at regular intervals (once a month at least). These reconciliations shall be reviewed and formally approved by the NA management.

9. Operating costs 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 allocated for decentralised actions or from the amount of interest earned thereon.

2.7. 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 Commission-NA agreements to a third party without the prior written agreement from the Commission or unless expressly provided for in the ex-ante declaration of assurance 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 Commission-NA agreements and the obligations arising from it. 

2.8. IT systems and tools
1. The NA shall use the IT systems made available by the Commission in view of the management of EU funds for decentralised actions as well as the required IT tools 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 the maintenance services. 
2. All exchanges with the 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.
3. The NA shall use the LLPLink tool for the management of the lifecycle of the decentralised actions, from the application to the final closure stage. In addition and in particular with regard to the winding up of decentralised actions funded from previous budget years under the present programme and its predecessor programmes, the NA shall use the IT tools provided by the Commission for their management until the related Commission-NA agreements
 will have been closed.
4. The NA shall put in place an adequate IT security policy with due attention for back-up of data and protection from (intentional) damage and natural disasters. 
5. Access to computer hard and software shall be restricted to those staff members who really need it and shall be regularly reviewed. 

2.9. Document management and filing systems
1. 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.
2. 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. 
3. All documents related to the Commission-NA 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 Commission-NA agreement, or b) the end of programme lifetime. 
4. If the nature of an original document related to the Commission-NA agreement is digital, the NA may store this document in digital/electronic format. 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. 
5. 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.

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 a handicap.
2. The NA shall take all measures necessary to avoid losses of data which could jeopardise the continuity of its activities, as well as to prevent unauthorised interventions which could cast doubt on the accuracy and authenticity of the data. 

3. The NA shall ensure an adequate visibility of the programme in and outside the building in which the NA is located, in accordance with the instructions regarding visual identity and use of the programme logo set out in Annex III-A. 
2.11. 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 provide the NA management 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. The internal auditor shall check the proper application of the internal control procedures that are in place, report on any weaknesses found and propose corrective measures. The internal auditor shall report directly to the NA director.
2. 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. The staff member who performs internal audit tasks shall be independent from the audited activities. Any conflict of interest shall be avoided.
3. The internal auditor of the NA shall be different from the body in charge of the secondary controls for which the National Authority is responsible.

4. The internal auditor is encouraged to 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.
2.12. Data protection

1. The NA shall respect Directive 95/46/EC
 and EC Regulation n° 45/2001
 with regard to the protection of personal data of applicants/beneficiaries under the LLP. 

2. In the context of the Lifelong Learning Programme, 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 LLP project.
2.13. 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 decentralised funds as well as the relevant selection roadmaps for the actions concerned.. 
3. Management of the project life cycle
3.1. Programme actions

1. The NA is contractually responsible for the management of the project life cycle of the actions referred to in the Commission Decision relating to the respective responsibilities of the Member States, the Commission and the National Agencies in the implementation of the Lifelong Learning Programme
. 

2. The detailed description of these actions including the type of activity, the target public, the duration, the financial arrangements (level and type of grant, eligible expenses, maximum rates etc.), and award criteria are set out in the Lifelong Learning Programme Guide and in the relevant Call for proposals, as well as in the related grant application forms issued by the Commission. 
3. In case additional elements are set at national level, the NA shall see to it that they are in full compliance with the above general rules and conditions.
3.2. Call for proposals

1. In order to invite potential candidates for programme grant support to submit a grant application, the NA shall publicise the related European Call for proposals. If needed, the NA may complement the European Call for proposals with national information or publish an additional national Call for proposals. Grant applications submitted outside the framework of a specific Call for proposals cannot be considered for support under the programme. 
2. The national Calls for proposals shall comply with the guidelines and instructions contained in the Lifelong Learning Programme Guide and the relevant Call for proposals issued at EU level by the Commission. Any national criteria or priorities shall be fully in line with EU criteria and priorities; the Commission reserves the right to review national criteria and priorities and, in case of non compliance, refuse them. 
3. The national Calls for proposals shall specify at least:

· the objectives pursued, 

· the criteria for exclusion, eligibility, selection and award
, 

· the scoring mechanism and weighting of the European and national award criteria, if any;

· the required supporting documents, 

· the EU funding arrangements: the grant allocation rules including national rates and grant reduction criteria, if any, 

· the procedure and final date for the submission of applications,
· the planned date by which all applicants are to be informed of the outcome of the evaluation of their application and the indicative date for the signature of grant agreements.
· the possible start-up date for the actions, 

· the planned date for closing the grant award procedure
· possible financial and administrative penalties that may be applied to applicants providing false declarations in their grant application.

4. In case the LLP Guide provides for the possibility that national grant rates are established, the national grant levels shall never exceed the maximum EU grant rates for the actions concerned. The NA shall also respect the minimum levels applicable to national grant rates as detailed for the decentralised actions concerned in the sector programme specific parts of this Guide for NAs.
3.3. Information and promotion

1. In order to reach a maximum of potential applicants in a non discriminatory way, the NA shall develop an information and promotion strategy taking into account national and regional specificities as well as programme sector specific requirements.

2. In addition to the publication of specific Calls for proposals, the NA shall develop information and promotion material that will be conducive to attracting a sufficient number of interested applicants so as to guarantee a genuine competition between good quality applications.

3. The NA shall set up and keep up to date a programme website providing all necessary information on the programme and its actions. This includes in particular access to the Lifelong Learning Programme Guide, to EU and national Calls for proposals, application forms, contact points for further information and counselling, as well as all relevant information and useful links, including to the EU programme website.

4. The NA shall establish and develop contacts with the media and the various sectors of education and training to ensure wide dissemination of information on the possibilities offered by the programme.

5. The NA shall organise conferences, meetings, seminars and other events with the aim of ensuring publicity and visibility for the programme.

6. The NA shall cooperate with the Commission, where necessary, through involvement in the European Union stands at events relevant to the programme (trade fairs, exhibitions, conferences, launch days, etc.).
7. 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 (see Annex III-A of this Guide for NAs). 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.

8. In case the national authority has designated several NAs to implement the programme in the country, these NAs shall seek to create synergy between each other. They shall at any rate set up a single programme website at national level as well as develop coherent programme materials avoiding unnecessary overlap. 
3.4. Counselling of potential applicants
1. The NA shall provide information, advice and assistance to potential applicants throughout the process of project planning. To that effect, the NA shall make information material available and organise meetings, which will take due account of the specific needs of the target public of each decentralised action.

2. The NA shall assist potential applicants in finding partners and in developing and consolidating transnational partnerships and networks between the various players in the programme, including the organisation of information meetings and international contact seminars. 
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. Grant applications submitted in hard copy shall be dated on receipt. Proof of the sending date (e.g. retention of envelope or registration of on-line application) shall be kept for two years after the end of the selection round concerned.
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 minimal data specified by the Commission shall be entered on all grant applications in the management tool required by the Commission. 
5. 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. 
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. 
2. The grant award decision shall be based solely on the criteria for exclusion, eligibility, selection and award pre-announced in the Lifelong Learning Programme Guide and the relevant Call for proposals.
3. The grant award procedure shall foresee that any actor involved in any stage of the award process shall sign a formal statement on the prevention of conflicts of interest and disclosure of information in relation to the given selection round. The declaration shall follow the model text provided in Annex II-A to this Guide for NAs.

4. All the stages in the grant award process shall be formally documented. To this end the NA shall develop standardized checklists and assessment forms. For those actions for which common European checklists and assessment forms are provided by the Commission, the NA shall use these checklists and forms as such (cf. forms in annex II-B to this Guide for NAs). 
5. Each of the actors in the grant award process shall perform their assessment individually and independently. They will each use a separate assessment form and date and sign it upon completion. 
6. 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 on the applicable grant award rules. Depending on the complexity of each decentralised action, the NA will provide written guidelines as necessary. 
3.6.2. Evaluation of grant applications
1. 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. Requests shall be made in writing, notifying the final date for submission of missing information. This shall apply to both the formal eligibility check and quality assessment stages,
2. Such information or clarifications shall not substantially change the application or alter the terms of the call for proposals. 

3.6.2.1. Formal eligibility check
1. The aim of the formal eligibility check is to check whether all grant applications comply with the exclusion criteria and the eligibility criteria
 pre-announced in the Lifelong Learning Programme Guide, the relevant Call for proposals and the application form applicable to the selection round concerned.
2. The formal 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. The formal eligibility check of any type of grant application may be undertaken by a single NA staff member.

3.6.2.2. Quality assessment of grant applications

1. All grant applications that have successfully passed the formal eligibility check shall undergo a quality assessment on the basis of the award criteria
 pre-announced in the Lifelong Learning Programme Guide and the relevant Call for proposals applicable to the selection round concerned. 
2. The outcome of the quality assessment and – when required - financial capacity check shall be a list of proposals sorted either in order of individual merit or in blocks of comparable quality levels, with a proposed grant amount by grant application. 

3. For the quality assessment of decentralised grant applications, different rules apply with regard to the type and number of assessors required. In general terms, the more complex the grant application, the higher the required number of assessors and the more specific their profile should be. Beyond the minimum requirements indicated in annex III-B to this Guide for NAs, the NA is advised to make as much as possible use of external experts to increase the (perceived) objectiveness of the assessment exercise.
4. 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. 
5. In order to prevent double funding, the NA shall ensure that the lists of proposals selected for funding are cross-checked for programme actions where overlaps are possible, including across different Call years. In countries where programme actions are managed by different NAs, an interagency cross-checking of the lists of proposals selected for funding shall be carried out before the grant award decision is taken so as to ensure that no proposal for a programme action is funded twice with EU grants.
3.6.2.3. 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 should 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.

4. 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. 
5. The members of the evaluation committee shall be called to a meeting in view of preparing the grant award proposal. However, they may be consulted exceptionally by written procedure if necessary for organisational reasons and if provided for in the rules of procedure of the evaluation committee. 
6. 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 acknowledge 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).
7. 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. 
8. 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 Commission-NA agreement.

9. The opinion of an evaluation committee is also required with regard to applications for a certificate on the basis of which the applicant will be entitled to apply for grant support.

10. For the actions that require a selection based on interagency consultation/matching, the NAs may organise a single evaluation committee meeting, after the national pre-selection phase and before the consultation/matching phase. In such case, the NA shall formally notify the evaluation committee about the final selection results; however, no further evaluation committee meeting or approval is required.
3.6.2.4. Grant award decision

1. The grant award decision shall be taken by the person or body who is legally authorised to sign grant agreements on behalf of the NA. In case this person or body intends to delegate this authority to another NA staff member for reasons other than substitution in the case of absence, a prior written agreement shall be obtained from the Commission.
2. 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.

3. The grant award decision shall be dated and signed and kept for future reference until 5 years after the closure of the related Commission-NA agreement.

4. 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.

5. 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;

· 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 retrospectively for activities already completed at the time of submission of the grant application.

6. 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.
3.6.3. Prevention of conflicts of interest

1. Neither the legal entity representing the NA nor its staff members are eligible for funding under any action of the Lifelong Learning 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.

2. The declaration on the prevention of conflicts of interest and disclosure of information may be signed as a separate document by each participant in the selection round concerned or may be integrated in the standard checklists and assessment forms to be used by the actors in the award process.
3. External experts assisting the NA in the grant award process shall be selected following a transparent procedure, preferably through an open call for tender.

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

5. 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.

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

3.6.4. 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, by means of a letter or the grant agreement not later than six months from 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 LLP Guide and the selection roadmaps included in the Guide for NAs.
2. In case of programme actions requiring formal consultation between NAs in the participating countries before the final grant award decision can be taken, the NA may choose to inform its applicants of the results of the national pre-selection procedure. In such case due care shall be taken to specify the provisional and non-binding character of the information provided to applicants. The Commission may decide on common deadlines that NAs have to respect as the earliest date for informing applicants of the national pre-selection results. 
3. The notification of applicants placed on the list of rejected applications or on the reserve list shall follow within fifteen calendar days after the award decision has been notified to the successful applicants. If the grant application is not approved, the NA shall give the reasons for rejection, with reference to the pre-announced criteria and priorities. Applicants placed on the reserve list shall be notified of the final date by which they may be offered a grant agreement for the selection round concerned.
3.6.5. Ex-post publication 
1. Within six months of the end of each selection round, the NA shall make the grant award results public. For programme actions with rolling deadlines, grant award results may be published at 6-monthly intervals. This shall be done at least via a 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.

As far as personal data referring to natural persons are concerned (e.g the info 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. By 28 February 2013, 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 2013 COM-NA Agreeement will be published. The NA or national programme website – in countries with more than one NA – 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.

3.7. Grant agreements
3.7.1. Types of grants

1. Grants may take the form of a lump sum, a flat-rate grant based on a scale of unit costs, or the reimbursement of a percentage of eligible real costs. Depending on the grant type, a combination of all or some of these types of grant support is possible.
2. The Lifelong Learning Programme Guide, Calls for proposals and application forms shall set out which (combination of) types of grant apply to which decentralised actions. These rules shall apply as such for grants awarded by NAs.
3. In the case of (the part of) a grant awarded on the basis of eligible real costs, the beneficiary shall keep and be able to produce upon request proof of expenditure related to the expense items based on real costs. 

4. In the case of grants awarded as a lump sum, the beneficiary has to be able to prove the reality of the activity for which grant support is awarded rather than the actual amount of expenditure. If the supported activity is realised in a satisfactory manner, the full grant amount is acquired. In the case of underperformance, the NA will normally require reimbursement of (part of) the grant awarded on the basis of the criteria laid down for each decentralised action.

5. In the case of flat rate grants using scales of unit costs (for example maximum daily rates for subsistence), the beneficiary does not have to justify the costs incurred but has to be able to prove the reality of activities resulting into the entitlement to a specific grant amount (for example the number of days spent abroad determine the amount to which one is entitled for the stay).
6. Beneficiaries shall keep records, supporting documents, statistical records and other records related to a grant 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 € 60.000, the record keeping obligation is three years.
3.7.2. Issuing of grant agreements 
1. The NA shall use the standard texts for the grant agreements enclosed in Annex II-C of this Guide for NAs. 
2. If required by national legislation, the NA may introduce minor changes to the standard texts provided that these do not conflict with any of the provisions of the standard grant agreement texts 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.
3. For grant amounts exceeding € 60.000
 and if the applicant complies with the typology of organisations as laid down in Art. B.7 of the Annex to the Decision
, the NA shall – before issuing the grant agreement - formally check the financial capacity of the applicant on the basis of the selection criteria
 pre-announced in the LLP Guide and the relevant Call for proposals applicable to the selection round concerned. A model for the assessment of the financial capacity is provided in Annex III-B of this Guide for NAs.
4. In case the analysis of the financial capacity of a beneficiary has revealed 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 protective measures (e.g. fractioned payments, full payment of the grant upon completion of the action, financial guarantee, etc.). A financial guarantee on pre-financing may only be required on a case–by--case basis subject to a risk analysis. The NA shall not require a financial guarantee in the case of grants lower than or equal to EUR 60.000.
5. 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. 
6. 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. 
7. 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.
8. 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 decentralised funds (cf. Annex of the COM-NA Agreement) and no later than three months from the grant award notification to successful applicants.
9. Provided that the underlying Commission-NA 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. 

10. 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. 

11. 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, financial control or audit on their behalf.
3.7.3. Grant payments

1. The NA shall make payments in Euro or in the national currency depending on which of both ensures the most cost-effective terms of payment to the beneficiaries. However, in particular in the case of grant amounts exceeding € 60.000 and if enforceable taking into account the legal status of the beneficiary, the NA is strongly recommended to require the beneficiary to open a bank account in euro in order to avoid exchange rate risks on pre-financing payments.
2. EU grants are payable in full to the beneficiaries. The NA may not make any deductions whatsoever there from 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 texts provided by the Commission for the different types of decentralised actions (cf. Annex II-C).
4. Provided that the treasury situation of the EU funds on the "NA bank accounts"
 allows it with regard to the payment obligations that the NA has in relation to the open Commission-NA agreements
, the NA shall transfer grant payments to beneficiaries within:
a. 30 calendar days of the triggering event (e.g. signature of grant agreement, request for payment) or

b. 60 calendar days of the triggering event (e.g. request for payment) when the amount of payment is subject to the approval of a report or certificate or

c. 90 calendar days of the triggering event (e.g. request for payment) when the amount of payment is subject to approval of a report or certificate that is particularly complex to evaluate.
The list of the applicable deadlines for each LLP action is available in the Calendar for the Use of 2013 Decentralized Actions Funds.  
N.B. The same deadlines apply to all the grant agreements issued as of 1 January 2013 regardless of whether they are funded from the 2012 or 2013 COM-NA Agreement.
5. Unless other specific payment conditions apply to the decentralised action concerned (cf. Lifelong Learning Programme Guide, Call for proposals, application form), the total amount of pre-financing payments shall not exceed 80% of the maximum grant amount.

6. On expiry of the period for payment specified in the grant agreement, the beneficiary is entitled to interest on the late payment at the rate applied by the European Central Bank for its main refinancing operations in euro, plus three and a half points. The reference rate to which the increase applies shall be the rate in force on the first day of the month of the final date for payment, as published in the C series of the Official Journal of the European Union
. This provision shall not apply to recipients of a grant which are public authorities of the Member States of the European Union.

7. Interest on late payment shall cover the period from the final date for payment, exclusive, up to the date of payment, inclusive. The interest shall not be treated as a receipt for the action for the purposes of determining the final grant. The suspension of payment by the National Agency may not be considered as late payment.

8. By way of exception, when the interest calculated is lower than or equal to EUR 200, it shall be paid to the beneficiary only upon demand submitted within two months of receiving late payment.

9. By way of exception, for grant agreements issued before 1/1/2008, the contractual provisions relating to interest on late payments remain applicable as stipulated in the grant agreement.
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 texts (see Annex II-C).

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. Depending on the type of amendment, the modification to the grant agreement may be confirmed by a formal letter signed solely by the NA or by a supplementary agreement to be signed by both parties in the same manner as applicable to the signing of the initial grant agreement (see section on issuing grant agreements above).

4. Any request for amendment submitted by the beneficiary shall be received by the NA in good time, before any changes are planned to take effect, and in all events one month before the end of the eligibility period as outlined 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-funding percentage are authorised only if the NA puts in place a transparent procedure guaranteeing the equal treatment of all applicants/beneficiaries. This may be done by informing all beneficiaries of the possibility of applying for an increase of the grant amount and of the applicable conditions.
3.8. Checks of grant beneficiaries

3.8.1. Primary checks
1. The NA shall give assurance on the 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".
2. The primary checks to be undertaken by the NA in relation to programme beneficiaries consist of the following types:

· Analysis of final reports;

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

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

· On the spot check (audit) undertaken upon completion of a supported activity;

· Systems audit of recurrent beneficiaries.

3. Depending on the type of decentralised action and the type of grant awarded, different types of primary checks may be combined in relation to the risk levels and control objectives as set out in Annex III-C. 

3.8.2. Selection of beneficiaries/projects for desk and on the spot checks
1. The type and number of primary checks to be undertaken by the NA shall be based on a risk analysis. The risk analysis shall take account of the risk of error within each decentralised action managed by the NA. Every year, the Commission shall issue a document that provides the minimum percentages and minimum numbers of beneficiaries/projects to be checked by the NA for each decentralised action, see Annex III-C. 

2. For each type of primary check that is required for the decentralised action concerned, the NA shall select a sample of the beneficiary population in accordance with the instructions provided in Annex III-C. 
3. 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 minimum numbers and percentages set out in Annex III-C apply to the extent that the type of grant (in terms of grants based on real costs, lump sum grants or flat rate grants based on scales of unit costs) and contractual rules remain the same for the successor decentralised action under the LLP. In the opposite case
, the required minimum numbers and percentages of beneficiaries/projects to be checked set out in the relevant decentralised action agreements remain unchanged.
4. In order to get sufficient assurance that the final reports reflect reality and eligibility of activities and expenses and that the underlying transactions are legal and regular, the NA may 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.

5. In addition to the sample of beneficiaries/projects referred to above, the NA shall undertake checks of beneficiaries/projects on the basis of specific problems noted or suspected, depending on the seriousness of each case. 
6. Every year, the Commission will establish a maximum tolerable error rate
 for primary checks, cf. Annex III-C. The following situations may occur for one or several decentralised actions:

· the actual error rate resulting from the checks that the NA shall undertake is significantly higher than the maximum tolerable error rate set by the Commission: the NA shall immediately inform the Commission of this situation in order to agree on the introduction of appropriate measures
; 

· 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; 
· In both above cases, the Commission will notify the NA formally of its decision, with copy to the national authority.
3.8.3. Formal requirements

1. The grant agreements shall specify the types of checks to which the beneficiary may be subject and has to agree with as a consequence of accepting the grant offer.

2. The NA shall keep a record of all checks of decentralised actions undertaken and of all errors detected, in view of reporting thereon to the Commission in accordance with the reporting requirements set out in this Guide for NAs.

3. The NA shall make use of standardised checklists for all types of checks of decentralised actions that it is required to undertake. The checklists shall:

· provide evidence of the elements checked;

· describe anomalies found;

· contain a conclusion and proposal for follow-up.
4. 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).

5. Every person involved in the checks shall be given a separate checklist that shall be dated and signed upon completion of the assessment.
3.8.4. 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 assessing the results of the supported action, to establishing the final amount of the EU grant and issuing the final grant payment or recovery order, as well as to closing the grant agreement administratively. The NA shall check 100% of final reports for all decentralised actions.
2. Grant beneficiaries shall make use of the standard report forms issued by the NA. The report forms shall allow for the collection of content related, statistical and financial data required for the monitoring of programme implementation, for the check of the use of EU funds and for the evaluation of programme results, as established by the Commission.

3. The NA shall record in its registration system the date of receipt of the reports from beneficiaries in order to be able to monitor the treatment of the reports and the respect of time limits set in the grant agreements, as well as to 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 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 type of grant (in terms of grants based on real costs, lump sum grants or flat rate grants based on a scale of unit costs or any combination of these three types of 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 Leonardo da Vinci transfer of innovation projects, the final activity report shall be assessed by at least one external expert to the NA.
6. Final report checklists shall indicate any amounts considered ineligible and the final amount of EU grant proposed, in respect of the predefined contractual rules. The checklists 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 shall be finalised respecting the deadlines for balance payments given (60 or 90 calendar days, depending on the action, of receipt of the report). The period for payments can be suspended if further reporting elements are requested from the beneficiary.   

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 necessary. 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 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 30 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 cancelling the grant and requesting the reimbursement of the full amount of pre-financing payment(s). 

10. The same procedure applies in case of non receipt of an interim/progress report due, according to the provisions of the standard grant agreements for the actions concerned.

3.8.5. Desk checks of supporting material
1. At final report stage, the NA shall undertake a desk check of supporting material of a sample of beneficiaries/projects in accordance with the minimum numbers and minimum percentages set per type of decentralised action in Annex III-C. 
2. Depending on the type of action and inherent risk involved, a desk check of supporting material may be required for all or part of the grant agreements involved. In case that a desk check of supporting material is required only for part of the grant agreements, the NA shall select the random sample upon receipt of the final reports, in accordance with the instructions provided in Annex III-C. 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.
3. Normally, the NA shall request originals for all documents requested for the desk checks of supporting materials. In exceptional circumstances only (i.e. legal reasons preventing the beneficiary to provide originals, electronic supporting documents legally allowed), desk checks of supporting material can be made on the basis of copies.
4. Upon review of the supporting documents the NA shall establish the final grant amount and proceed to the balance payment or recovery, as well as to the closure of the grant agreement as set out above (cf. section on assessment of final reports). 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.
5. 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 double funding.  
3.8.6. 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.
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, an on the spot check shall be undertaken by another person than the one who has assessed the final financial statement for the grant agreement concerned.

3. Different types of on the spot checks exist:

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

· Financial audit after the receipt of the final report;
· Systems audit of a recurrent beneficiary.

4. The NA may combine:

· An on the spot check during the implementation of a supported activity with a monitoring visit (see section on monitoring visits hereafter);

· An on the spot check during the implementation of a supported activity with a systems audit of a recurrent beneficiary; 

· A financial audit after the receipt of a final report with a systems audit of a recurrent beneficiary.

5. On the spot checks require a careful preparation and organisation. A financial audit after the receipt of a final report can only be announced to the beneficiary after the actual reception of this report by the NA. In case of an on the spot check during the implementation of a supported activity, the check shall be announced with a short notice period before the planned date of the visit. Systems audits may be announced to the beneficiary a long time before the planned visit date.
6. 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. 
7. At the end of the on the spot check, feedback on the findings shall be given to the beneficiary, who shall be invited to give his/her first comments. Within 30 calendar stays 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. 
8. 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.
9. 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. 

10. Within 30 calendar days after the reception of the comments made by 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 decentralised action specific requirements – requiring a follow-up by the beneficiary, within a concrete timeframe. 

11. 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. 
12. In case an on the spot check is undertaken simultaneously with a monitoring visit (see monitoring visit section below), two different persons shall be in charge of the monitoring visit and the on the spot check respectively. The different functions of the two aspects of the visit shall be made clear to the beneficiary from the preparation stage on. In case a single visit report is drafted on both aspects, the report shall clearly distinguish between the monitoring and the check aspects of the visit. 

3.9. Recovery of EU funds from beneficiaries
1. Once the NA has calculated and established the amount receivable from any beneficiary – either as the result of a normal final report treatment or following further desk or on the spot checks – the NA shall formally notify the debtor thereof, either within the draft closure letter or by a separate letter. Depending on the situation the NA may find it useful to 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 states the amount due for reimbursement and provides the necessary details on the calculation of the final grant amount. It sets out the procedure for contestation, providing a maximum period of 30 calendar days of receipt for appeal. It sets out the recovery mechanism that will be applied in the case of acceptance of the reimbursement due by the debtor.
3. 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 are requested from the beneficiary.
4. The NA may choose between the following recovery mechanisms as appropriate and depending on the nature of each individual case:
3.9.1. Recovery by offsetting

1. If the NA is managing several grant agreements with the same beneficiary over the same or successive periods, it can recover funds through offsetting. 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. 
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 Commission-NA agreements.

3.9.2. Recovery of small amounts receivable

1. If the amount due is less than or equal to € 200 and there is no further grant agreement with the beneficiary 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 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 € 200, based on the cost-effectiveness principle. The system shall be documented and authorised at the appropriate level in the NA.   
3.9.3. Direct recovery

1. In its formal notification letter, the NA shall request the execution of the reimbursement within a period of two months of the dispatch date of the letter. If the NA decides to shorten the notice period for specific and duly justified reasons, it shall record the case as an exception in accordance with Section 2.5 of the present Guide for NAs.
2. If the debtor has not reimbursed the sum due within the period set by the NA, the NA shall send a first reminder requesting an immediate repayment of the sum due. The sum due shall bear interest at the rate indicated in the agreement with the beneficiary and the formal notification 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 one month after the dispatch date of the first reminder letter, the NA shall send a second reminder by registered mail requesting an immediate repayment of the sum due and explaining that non-compliance with this request may result in legal action against the debtor referring to the applicable contractual rules 
4. If, at the expiry of the third period of formal notice, the NA has not succeeded in recovering the sum due from a debtor, the NA shall notify the Commission thereof in writing, either:
· informing of its intention to pursue legal action to recover the funds, or

· requesting authorisation to waive the recovery. In this case, the letter shall be accompanied by a full description and evidence of the measures already taken to recover the funds (e.g. registered letters), plus an explanation of why the amount is either unrecoverable (e.g. extract from bankruptcy register) or why the effort and expenses involved cannot be justified.
5. The Commission may authorise the waiver of a recovery order above € 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.

6. If the NA wishes to abandon the claim concerned, it informs the Commission thereof in writing, using the form provided in annex IV-E to this Guide. In case of acceptance, the Commission shall give its explicit authorisation in writing for a total or partial abandonment of the amount concerned. In the absence of a formal authorisation from the Commission, the NA is not allowed to abandon the claim. 
3.10. 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 Commission-NA 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 Commission-NA 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 send the initial ad hoc irregularity report to the Director in charge of the programme within DG EAC and a copy thereof to the contact person within DG EAC as indicated in the Commission-NA 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 reporting (see section 6 on NA reporting hereafter).

3.11. 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 various decentralised actions of the programme, the distinct NAs shall closely cooperate for the organisation of monitoring activities, in order to ensure the necessary coherence between the different decentralised actions at national level.

3.11.1. Desk monitoring

1. The NA shall make the necessary resources available to give advice by phone, e-mail and letter to beneficiaries seeking help. The contractual documents shall provide the necessary contact details of the desk officers in charge of specific programme actions, 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 can be put on the NA website, sent by e-mail or regular mail to all beneficiaries concerned.

3. The NA may create an electronic forum on its website to which beneficiaries may send their questions and get a direct reply from the NA. Such forums may be open to the general public or take the form of an extranet restricted to those having a password.

3.11.2. General monitoring 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 Commission-NA 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 exploit the results of the granted activity effectively. Practical advice thereto shall be provided at monitoring meetings.

3. The NA shall provide the necessary expertise for these monitoring 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 educational authorities 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 monitoring meeting.
3.11.3. Monitoring visits

1. The NA shall implement a programme of on site visits in view of monitoring the implementation of individual projects and thereby of the decentralised action as a whole. 

2. Monitoring visits are required for all decentralised actions covered by the Commission-NA agreement, except for those actions using Individual mobility grant agreements.
3. 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 (institution/organisation). The visits shall be used to support the beneficiary, gather and disseminate examples of best practice and establish/maintain good relations between the beneficiary and the NA. 

4. Monitoring visits can take place at any moment during the lifetime of a supported activity. Contrary to an audit visit, a monitoring visit is not necessarily related to a specific grant agreement and may cover a different period of time. 
5. To ensure a balanced spread of the sample of beneficiaries to be monitored, the selection criteria shall include at least the following: 

· the size of the beneficiary institution/organisation, ensuring a fair mix between large, medium and small ones;

· the type of beneficiary institution/organisation, depending on the national specificities of the sector;

· the geographical spread throughout the country;

· the level of EU grant awarded.

6. In addition to the above, the NA may wish to add its own criteria, thereby seeking to establish a random sample of all the beneficiaries concerned by the programme action. Furthermore, a monitoring visit may be considered necessary in consequence of the beneficiary’s past difficulties or in response to current problems, as well as it having been the subject of other monitoring and/or audit visits by the NA, the Commission or any other (inter)national body.

7. 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. 

8. In case a monitoring visit is organised simultaneously with an on-the-spot check (see section 3.8.6 above), the role of the team members in charge of the audit shall be clearly separated from the activities of the person(s) in charge of the content monitoring. 

9. Monitoring visits require an equally careful preparation and organisation as on the spot checks (see section 3.8.6 above). 

10. The actual monitoring visit is organised on the basis of a draft agenda agreed in advance with the beneficiary institution to ensure that all issues to be reviewed can be properly covered. At the end of the visit, a first oral feedback shall be given to the beneficiary institution. 

11. Within one month after the visit, the conclusions and points identified for follow-up shall be formally communicated to the project/action coordinator within the beneficiary institution. The institution is given the opportunity to comment on the draft report in relation to matters of fact or interpretation. 

12. When comments are received from the institution, the draft report is either amended if the comments/factual modifications are accepted by the NA or the institution’s response is included under a separate section of the final report. At that stage, the final report is sent formally to the head of the institution. The report shall clearly specify any points for follow-up within a concrete timeframe. 

13. Depending on what is deemed appropriate, the report from the visit may be disseminated through different channels with the purpose to spread good examples and best practices in working methods. Reports may be published on the NA website, discussed in conferences and seminars and the outcomes from the reports can be used to feed into recommendations and guidelines to the institutions in the sector concerned to help them improve the work they do within the programme action.

3.12. Dissemination and exploitation of programme results

1. The NA shall develop a consistent policy in view of an effective dissemination and exploitation of results of activities supported under the decentralised actions of the programme.
2. The NA shall undertake to identify the potential target audiences in the country and their respective needs.

3. The NA shall put in place a mechanism to identify activities particularly worth being disseminated and exploited, focusing on the evaluation of quality and transfer potential of supported activities.
4. The NA shall systematically gather results from activities undertaken with programme support and make them available to potential users.

5. The NA shall provide the Commission with the requested data on the results of supported activities in the required format.

6. To maximise the exploitation of results of supported activities and thus the impact of the programme at national level, the NA shall develop networks and/or use existing networks of stakeholder bodies and organisations which may play an active role in multiplying and transferring the results achieved by programme beneficiaries.

7. The NA shall organise and attend suitable events in order to identify, showcase and debate programme results.

8. In countries where more than one NA has been designated for the management of the various programme actions, the distinct NAs shall organise activities of dissemination and exploitation of programme results in close cooperation, in order to ensure a maximum impact at national level.

3.12.1. 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 quality related themes. These meetings shall foster the exchange of experiences between beneficiaries/projects working in the same field or that are concerned by a common crosscutting theme (e.g. quality of education and training, quality of management structures, recognition of qualifications and learning outcomes etc.) during the lifetime of the supported activities. 

2. All sectoral programmes shall be covered by at least one thematic monitoring meeting per year. In order to increase their added value, they shall cover projects funded under both the decentralised and the centralised actions of the programme.
3. Thematic monitoring meetings may be organised specifically for a given sectoral programme or gather several sectors on a theme or topic of common interest.
4. The thematic area(s) chosen at national level shall be in line with the programme priorities set at EU level.
3.12.2. National valorisation conferences

1. The NA foster the dissemination and exploitation of programme action results by bringing together the results of supported activities and end users and organise the showcasing of good practice examples of programme activities that carry the potential to be transferred based on criteria such as suitability for end users, innovation, adaptability to new contexts. This is particularly important for innovation transfer projects. 
2. The NA shall organise at least one national valorisation conference per year, bringing together beneficiaries, potential users and other stakeholders such as local, regional and national authorities. 
3. National valorisation conferences shall be used to disseminate and exploit at nation level the results of activities supported under both the decentralised and centralised actions of the programme. Where the wider exchange of experience may be particularly worthwhile, the NA may consider involving other EU or national programmes or initiatives.

3.12.3. Publication of programme results
1. Programme beneficiaries shall be motivated to clearly describe the results of the supported activities and publish them on the internet. The NA shall establish links from its website to websites of beneficiaries with interesting activities and results.

2. The NA is encouraged to develop or use a database in which beneficiaries can input and update their project results themselves. Contact details of former beneficiaries and links to their results should be regularly updated.
3. The NA shall implement and use the databases Adam for Leonardo da Vinci Transfer of Innovation projects and European Shared Treasure (EST) for Comenius, Grundtvig and Leonardo da Vinci Partnerships, Comenius Regio and Grundtvig Senior Volunteering. The NA shall:

· Ensure that the necessary infrastructure and maintenance is in place for the use of these databases by the beneficiaries;
· Monitor and ensure that all projects and partnerships that have a contractual obligation to input and maintain the required data in these databases comply with this requirement in accordance with the standard grant agreements provided by the Commission for these actions.
4. In addition to its yearly report to the Commission on programme implementation in the country, the NA shall exploit the data collected on the basis of reports from beneficiaries and of its own monitoring activities for the benefit of the target groups that it will have identified. Such publications shall adequately address the respective target groups. The reports shall be published on the NA website and made available to the respective target groups in any other suitable manner. The Commission will establish a link to the relevant web address provided by the NA in its yearly report to the Commission. 
4. Management of centralised programme actions

1. The NA has no formal responsibility with regard to the management of the centralised actions of the programme, which falls in the scope of competence of the Executive Agency.

2. As a consequence the NA is not required to organise information and promotion activities nor to advise and counsel potential applicants with regard to the centralised actions of the programme. However, in the context of its general information/promotion activities, the NA may provide basic information on the centralised actions. In the case of questions from individual (potential) applicants, the NA shall take care to refer to the Executive Agency with regard to any issue that may have a legal, administrative or financial bearing.

3. The NA shall not participate in the evaluation and grant award procedure, nor in the administrative, contractual and financial management of grant agreements, including monitoring and checking of beneficiaries of centralised actions. Applicants or beneficiaries seeking advice or assistance in relation to these issues shall be referred to the Executive Agency. 

4. The NA has an important role to play with regard to the dissemination and exploitation at a national level of the results of activities supported under the centralised programme actions. Thus, it is recommended to invite to national thematic monitoring meetings and valorisation conferences at national level also beneficiaries of centralised programme actions. The Commission together with the Executive Agency will ensure that the NA will be provided with the necessary information on the supported projects under the centralised programme actions in order to be able to establish contacts with the project participants for these purposes. 

5. Neither the legal entity representing the NA nor its staff members are eligible for project grants under the centralised actions of the Lifelong Learning Programme. Other parts of the legal entity hosting the NA are eligible for participation in the centralized actions of the programme provided that there is no conflict of interest with the legal entity in its role of NA.   
6. Any information that the NA may receive regarding centralised actions managed by the Executive Agency shall be kept confidential. The NA shall not publish or disseminate information received in this context without obtaining the formal agreement of the person/organisation concerned – coordinator or partner in a centralised project (application) - and shall ensure that the rules applicable to personal data protection
 are respected. 

5. Use of EU funds

5.1. General principles

1. The Commission-NA agreement includes the EU funds destined for programme beneficiaries under the decentralised actions managed by the NA as well as the EU contribution to NA operating costs.

2. Transfer of funds in either direction is not allowed between the sums allocated for the decentralised actions and the NA operating grant respectively. Amendment requests relating to such transfers will not be considered regardless of the level of absorption of either type of EU funds.

5.2. NA operating grant
5.2.1. General rules
1. As the EU contribution to NA operating costs is allocated in the form of an operating grant based on lump sum financing, 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 minimum requirements set out in the Specifications for the NA work programme and in the present Guide for NAs. 

2. Any interest generated by the operating grant will not be the subject of recovery by the Commission.
3. In addition to the EU contribution, the NA shall receive the necessary resources from the national authority to undertake the NA work programme agreed with the Commission and the national authority.

4. The use of the NA operating grant will be in respect of the principles of sound financial management.

5.2.2. Operating grant for Comenius Individual Pupil Mobility

1. In case the NA manages the Comenius Individual Pupil Mobility action, the NA receives as part of its operating grant and in addition to the EU contribution to its operating costs (cf. above), also an EU contribution for pre-departure and on-arrival training for outgoing and incoming mobility respectively.

2. In such case, the COM-NA agreement will distinguish between these three elements of the operating grant:

· EU contribution to NA operating costs: awarded as a lump sum grant;

· EU contribution to pre-departure training for Comenius Individual Pupil Mobility: awarded as a flat rate grant based on the number of outgoing pupils and a flat rate amount/person;

· EU contribution to on-arrival training for Comenius Individual Pupil Mobility: awarded as a flat rate grant based on the number of incoming pupils and a flat rate amount/person;

3. The maximum EU contribution to NA operating costs is a ratio of the amount of decentralised action funds, as adopted by the LLP Committee. The part thereof that is calculated on the basis of the amount of decentralised action funds for Comenius Individual Pupil Mobility is not earmarked in the COM-NA agreement. Thus, this part of the NA operating grant will not be affected by the actual number of outgoing/incoming pupil mobilities, as long as the Comenius Individual Pupil Mobility action is managed by the NA in accordance with the EU requirements set for this action in the Comenius section of this Guide for NAs and other relevant reference documents. 
4. The initial maximum EU contribution to pre-departure training is a flat rate grant based on the estimated number of outgoing pupils. 

5. The initial maximum EU contribution for on-arrival training is a flat rate grant based on the estimated number of incoming pupils following the grant award process. The maximum EU contribution for on-arrival training will be awarded to the NA by way of an amendment to the COM-NA agreement, at the same time as the possible adjustment of the EU contribution for pre-departure training.

6. In the Yearly NA Report (see section 6.1) following the end of the school year during which the Comenius Individual Pupil Mobility was undertaken, the NA shall report on the actual number of persons participating in each of the training sessions. The EU contribution will be limited to the actual number of pupils having participated in the training and maximum one accompanying person per pupil. On the basis of these actual numbers and the flat rate amount/person, the final amounts of the EU contribution towards pre-departure and on-arrival training will be established. In case one or both of these amounts is lower than the maximum amounts awarded in the COM-NA agreement and amendment thereto, the Commission will recover the difference.

5.3. EU funds for decentralised actions

1. The Commission-NA agreement defines the overall maximum amount of decentralised action funds allocated from the budget year concerned, as well as the amounts allocated to each of the sectoral programmes and to the Transversal Programme within the LLP. The NA shall respect the calendar for the use of decentralised funds annexed to the Agreement. 
2. The amounts set by sectoral programme and for the Transversal Programme shall be used primarily to support the decentralised actions within the sectoral/Transversal programme concerned. However, depending on the availability of quality applications within each of the sectoral programmes and the Transversal Programme, a limited transfer of maximum 10% of the amount allocated to each of the sectoral programmes and to the Transversal Programme may be applied. For transfers of over 10% the NA shall submit a prior written request for a formal amendment of the Commission-NA agreement to the Commission. The request for a formal amendment to the Commission-NA agreement shall specify the sub-programmes and the actions concerned by the transfer(s), the amount(s) to be transferred and due justification of the transfer request. The NA shall also present the planned remedial actions to prevent the necessity for such transfers in future. Transfer requests shall be submitted in respect of the deadline set in the COM-NA agreement.
3. In order to ensure that the priorities of the LLP are implemented coherently across all participating countries and that the overall balance between different types of activities/grants is maintained, indicative guidelines in relation to the use of decentralised action funds apply, as set out in Annex III-D. 
4. Within the budget allocated to each sectoral programme, the NA may deviate from the indicative percentages set in Annex III-D depending on the availability of grant applications of sufficient quality to be supported within each decentralised action. For such deviations, no amendment to the Commission-NA agreement is required. However, the NA shall explain the deviations in its Yearly NA report. 

5. The NA may use a limited share of the overall amount of EU funds allocated for decentralised actions to Preparatory visit grants in view of the preparation of decentralised and centralised project applications. The maximum percentage share is indicated in Annex III-D. In case the NA wishes to exceed this ceiling it is required to submit a justified request and obtain a prior written approval from the Commission. As 2013 is the last year of the LLP, specific rules apply to Preparatory visits as set out in the 2013 LLP Guide. The EC will keep the NA informed on the related implementation measures. 
6. The NA shall set up a fair and transparent system for the reallocation of funds in case of funds remaining unused by grant beneficiaries, funds transferred between the amounts allocated to the sectoral programmes or any additional funds made available to the NA from the EU budget. The instructions for the reallocation of funds for the various decentralised actions are set out in the sector specific sections of the Guide for NAs. In no case the NA shall allocate additional funds to grant beneficiaries in view of increasing the grant amount ex-post for activities already completed. 
7. EU funds recovered by the NA from grant beneficiaries may be re-used in view of supporting other activities under the decentralised actions of the programme. In such case, the NA shall see to it that the dates specified for the various decentralised actions are fully respected as set out in Annex 1 of the Commission-NA Agreement.
8. If, after having carried out the main selection round for a given action 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 additional national selection rounds in order to support further new applications for the action concerned. To that effect, the NA shall publish a national Call for proposals including all the elements required in section 3.2 of this Guide. The deadline for submission of applications under such additional national selection rounds has to be set before the end of the calendar year to which the Call refers.

9. In so far as additional national selection rounds aim at the reallocation of funds exclusively to existing grant beneficiaries already supported from the budget year concerned, the national selection rounds have to be organised in such a way that the final date for the commitment of the funds for the action concerned and the final end date for the activities supported under the related Call are respected. Depending on those final dates, the deadline for submission of applications does not necessarily have to be set before the end of the calendar year to which the Call refers. 
10. The NA shall not transfer EU funds for decentralised actions between successive Commission-NA agreements. Funds remaining unused after the final dates set out in Annex 1 of the Commission-NA Agreement will be recovered by the Commission following analysis of the related NA reports and closure of the Commission-NA agreement concerned.
5.4. National co-funding for decentralised actions

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

2. The participating 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. 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, calls for proposals, Guide for NAs and other reference documents, thus apply to the actions supported.

4. The NA shall manage all applications received under a given programme 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. 

5. The NA shall use the EU standard grant agreement 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 one total amount 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. 

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

7. 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. 

8. The NA shall report on the use of the relevant national funds in the Yearly NA Report subject to the Yearly Declaration of Assurance. The reporting on programme actions benefitting from national co-funding will be identical to that on actions supported exclusively by EU funds.

9. 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.

10. 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 COM-NA 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 COM-NA agreement concerned, the difference will be recovered for the EU budget.
· The contractual limits for transfers between sectoral programme budgets apply only to the EU contribution for decentralised actions as defined in the COM-NA agreement.
11. 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.).
12. EU funds and national funds have to be managed on separate bank accounts. EU rules for treasury management (see section 2.6.2) 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, which will be subsequently recovered by the EC.

13. 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 LLPLink, 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 total amount for the action(s) concerned.
6. National Agency reporting and contractual modifications
6.1. 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 to this Guide for NAs. In accordance with the LLP COM-NA agreement, it shall be drafted in English, French or German. 
2. The Yearly NA Report consists of four main parts:

· A declaration by the legal representative of the NA;

· 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 Commission-NA 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. By 28 February at the latest, the NA shall send the Yearly NA Report on the previous calendar year to its National Authority in charge of establishing the Yearly Declaration of Assurance. 
4. The National Authority shall send its Yearly Declaration of Assurance to the Commission by 30 April at the latest, with all parts of the Yearly NA Report attached thereto. The NA shall see to it that the National Authority receives both hard and electronic copies of all parts of the Yearly NA Report in the required format in view of a complete paper and electronic transmission to the Commission. 
5. The NA management shall see to it that the Yearly NA Report is complete, correct and coherent.

6. In view of possible future checks and audits, the NA shall keep a clear audit trail of the process followed to prepare the Yearly NA Report. In particular, it shall establish a file with all relevant documents and keep trace of all checks undertaken and actors involved in the preparation of the Yearly NA Report. Notably, 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 (notably LLPLink for the LLP COM-NA agreements as of the budget year 2008).
6.2. Pre-financing payment requests for decentralised action funds
1. The Commission-NA agreement sets out the payment arrangements for the EU decentralised action funds.

2. The first pre-financing payment is being made by the Commission without a specific request from the NA.
3. The NA requests for further pre-financing shall:

· Take the form of an original report and an accompanying letter specifying the amount of the pre-financing requested, both dated and signed by the NA legal responsible;

· Be accompanied by a statement summarising the financial transactions made with the EU decentralised action funds until the date of the request. This statement shall be produced using the LLPLink financial report module for pre-financing payments requests;

· Be sent by regular mail for the attention of the contact person for the Commission to the address mentioned in Article 7 of the Commission-NA agreement.

6.3. Ad hoc reports on cases of irregularity or fraud
1. In accordance with Section 3.10 of the present Guide for NAs, the NA shall report any case of irregularity or (suspected) fraud in relation to EU funds for decentralised actions under the Commission-NA 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 director shall send the initial ad hoc irregularity report to the Director in charge of the programme within DG EAC and a copy thereof to the contact person within DG EAC as indicated in the Commission-NA agreement. The ad hoc report shall be made using the template provided in Annex IV-D to the present Guide for NAs.
6.4. Amendment requests
1. Any amendment request has to comply with the provisions of Article 19 of the Commission – NA Agreement
2. Any request for amending any Article of the Agreement should be introduced by formal letter indicating the reference number of the Agreement and signed by the legal representative of the NA. The letter should be addressed to the Commission contact person as stated in Article 7 of the Agreement.

3. Specifically in case of a change of the name or address of the Agency or of its legal representative the formal request should be accompanied by an update of the following documents: 

· Overview of LLP NA contract and bank details (see Annex IV-C);

· Financial Identification sheets for both bank accounts referred to in the 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 Agency, a copy of the formal nomination act shall be provided in addition.

4. In the case of any change related only to the NA bank accounts (e.g. following a change of bank etc.), it is sufficient to provide a revised "Overview of the LLP NA contract and bank details", as well as of the related financial identification sheet(s) and supporting bank abstracts. In relation to changes to NA bank accounts, the financial management rules set out in Section 2.6 of this Guide for NAs shall be fully respected.

5. For any other amendment request, the NA should in the first instance consult the NA desk officer in charge in unit EAC-B-1. Depending on the change requested, the NA desk officer will clarify with the NA whether a formal amendment is required and if so, whether any further documents have to be provided.
6.5. Request for waiving a recovery order
1. In accordance with Section 3.9 of the present Guide for NAs, the NA shall request prior formal authorisation to the Commission in view of abandoning any recovery order exceeding € 200. 
2. In such case, the NA director shall send the request using the template provided in Annex IV-E to the present Guide for NAs, including the requested support documents.

6.6. Report on interest earned

1. In accordance with the COM-NA agreement, the NA shall report by 15 January N+1 on all interest earned in the year N on EU pre-financing for decentralised actions.

2. For this report, the NA shall complete Annex IV-F of the present Guide for NAs and send it in electronic format by 15 January N+1 to EAC-LLP-NA-reports@ec.europa.eu.
7. Comenius specificities
N.B.
 The sections concerning the Comenius Individual Pupil Mobility action apply only to those National Agencies implementing the action under the 2013 Call.
7.1. Specific eligibility criteria 

7.1.1. Eligibility criteria - special cases concerning schools in Comenius

N.B. 
In all the cases mentioned below, the school shall be located in a country which is participating in the Lifelong Learning Programme. 

7.1.1.1. Schools under the supervision of national authorities of another country

1. These types of schools (e.g. lycée français, German school, UK “Forces” schools) may participate in Comenius. The national authorities responsible for supervising the administrative, financial and curricular regime of the school concerned shall decide which establishments are eligible to participate. 

2. This principle implies the following operational modalities :

· The participation of the “national schools” located in a different country shall be supported by the Comenius budget of the supervising country (= "country of origin"). 

· These national schools can participate in any type of Comenius activity and the same rules shall apply to them as to any other eligible school from the supervising country. 

· Given the specific situation of these schools, it is important to ensure an appropriate mix of countries, cultures and languages in their Comenius Partnerships. Therefore :

· in case such a school participates in a Multilateral school Partnership, there shall be further partners from at least two participating countries other than the supervising country and the host country of the school ; 

· in case of a Bilateral school Partnership, the other partner shall be from a country which is neither the host country nor the supervising country, since otherwise the objective of language learning cannot be reached (i.e. the languages concerned should be different).

7.1.1.2. Other national schools 

3. The decision on the participation in Comenius of other national schools, such as minority schools, private schools for expatriates etc is the remit of the national authorities of the country in which the institution is located. 

4. In the case of a Multilateral Partnership, there shall be further participation of schools from at least two other countries apart from the country in which the school is located.

5. In the case of a Bilateral school Partnership, there shall be a partner school from a country other than that in which the school is located. Depending on the specific language regime that may exist in such schools, the NA shall check that the target languages of the two schools in such Bilateral Partnerships are different.

7.1.1.3. European Schools

6. European schools are eligible institutions for participation in Comenius. They shall apply to the NA of the country in which they are located and shall be subject to the same selection procedure as local schools. In the case of Belgium, the three NAs will agree on appropriate arrangements. 

7. European schools are subject to the same Comenius rules as any other eligible school in the country in which they are located. However, the participation of European schools - either as a coordinator or as a partner - shall be limited to one European school in each Partnership. 

8. Staff from European schools is entitled to participate in Comenius in-service training under the same conditions as staff from any other eligible school. 

7.1.2. Eligible institutions in Comenius Regio Partnerships

9. Only local and regional authorities with a role in school education are eligible to submit an application for Comenius Regio Partnerships. A list of all types of eligible institutions in all participating countries is agreed with the national authorities, will be updated in case of need and is provided on the Commission's website. This list shall be taken as a reference to decide on the eligibility of the applicant institution. NAs are required to regularly check if the list is up to date.

7.2. Grant award procedure

1. The NA shall comply with the grant award rules set out in sections 3.5 and 3.6 of this Guide for NAs.

7.2.1. Interagency consultation procedures

2. The technical instructions and calendar for matching and selection of Partnerships and Assistants are defined in Annex III-B of this Guide.

7.2.2. Comenius Individual Pupil Mobility

3. The NA may decide, on the basis of the quality of the grant application:

· To grant a lower number of mobilities than requested by the applicant; 

and/or 

· To decide to which host school/s the mobilities will be granted.

4. The NA shall inform the sending schools about the grant award results so that they can proceed to the nomination of a contact teacher, selection of pupils and the preparation of the learning agreements. The NA shall remind the selected sending schools to inform the host school/s immediately about the selection results so that the host school can nominate a mentor, identify and select host families.

7.2.3. Reserve lists

5. The NA shall, whenever possible, establish a reserve list of activities that could be supported, should further funds become available or certain beneficiaries be unable to use the grant already awarded to them. In all cases, the NA shall respect the deadlines for issuing grant agreements in Annex 1 of the COM-NA Agreement. 

7.2.3.1. Reserve lists for Partnerships

6. Good quality applications for Bilateral School Partnerships and Comenius Regio Partnerships which cannot be funded due to a lack of funds can be put on a reserve list and accepted later if funds become available.

7. The NA can also establish a reserve list for Multilateral School Partnership applications which were rejected due to lack of funds while the overall project was approved. If funds become available as a result of cancellations by originally approved applicants, these funds can be used to approve the next institution/organisation on the European selection list which is part of an approved Partnership but was rejected due to lack of funds. The NA shall respect the raking order of the list.

7.2.3.2. Reserve lists for in-service training grants

8. In order to prevent cancellation of training activities, the NA shall formally notify applicants for an in-service training grant of the outcome of their application as quickly as possible. 

9. Good quality applications for in-service training grants which cannot be funded due to lack of funds can be put on a reserve list and accepted later if a selected applicant withdraws from the scheme. The NA does not have any responsibility towards the training organiser in finding replacement for the applicant who has withdrawn from a particular training event.
7.2.3.3. Reserve lists for assistants 

10. Good quality applications for Comenius Assistantships which cannot be funded due to lack of funds can be put on a reserve list and accepted later if a selected applicant withdraws from the scheme.

11. In order to prevent cancellation of Comenius Assistantship activities, the NA shall formally notify applicants for a grant of the outcome of their application as quickly as possible. For the same reason, the NA is encouraged to directly inform host schools of their selection decision.

12. If a selected applicant withdraws from an Assistantship, the NA may send another participant from its reserve list to the same host school, but it does not have any responsibility towards the host school in this regard.

13. If the Comenius Assistantship is cancelled by the host school after the applicant has been awarded a grant, the NA may give the participant the possibility of going to another school. In all cases, the calendar for use of funds in Annex 1 of the COM-NA Agreement must be respected. 

7.2.3.4. Reserve lists for Comenius Individual Pupil Mobility

14. Good quality grant applications for Comenius Individual Pupil Mobility which cannot be funded due to lack of funds can be put on a reserve list and accepted later if funds become available.

7.3. NA role in the database of Comenius and Grundtvig in-service training activities 

1. The NA is responsible for validation and, if appropriate, publication in the database of training proposals submitted by training providers from its country: http://ec.europa.eu/education/trainingdatabase/. The Commission and the NA shall establish a link from its website to the database. 

2. The selection of training events for publication must be based on the criteria defined in the "Instructions for providers of Comenius and Grundtvig training events"
 and the “Database eligibility checklist" (cf. Annex III-B of this Guide for NAs). The NA shall not enter information on activities offered by providers who have not applied for inclusion in the database.

3. If the NA receives negative feedback on a particular training activity from its participants, it shall inform the NA of the country of the training provider. This will allow investigation of the problems reported, and, if necessary, removal of the activity from the database by the NA of the country of the training provider.

7.4. Grant rules for Partnerships

7.4.1. Grant rules for Bilateral and Multilateral school Partnerships

1. Partnership grants for Comenius Bilateral and Multilateral School Partnerships are made as lump sums, in accordance with the grant amounts published on the NA website and as indicated in the compulsory electronic grant application form. 

2. Applicants that have higher than usual mobility costs due to participants with special needs or travel to or from overseas territories
 may request, after the approval of their application, a reduction of the minimum number of mobilities. The NA will assess the need for the reduced number on the basis of information provided by the beneficiary on the additional costs involved. Depending on the amount of extra costs, the NA may agree to reduce by up to half the minimum number of mobilities. 
3. In a Bilateral Partnership, the required minimum duration of the class exchange may be reduced for classes of pupils with special needs on request of the applicant, if this is compatible with the objectives of the Partnership. Furthermore, under the condition that the objectives of the Bilateral Partnership can be accomplished, the travelling time may be included in the required minimum duration of 10 days for Bilateral Partnerships.
4. Cases of a Multilateral Partnership with 3 participating institutions or of a Bilateral Partnership that need to be terminated due to the withdrawal of one partner can be considered as "force majeure". For such cases, the rules for the calculation of the final grant are defined in the standard grant agreement in Annex II-C to this Guide.
5. In cases where a Multilateral/Bilateral Partnership becomes ineligible because of the withdrawal of (a) partner institution(s) and the grant agreement has to be terminated, the NA informed by its beneficiary institution about the withdrawal shall immediately notify the other partner NAs in writing about the termination of the grant agreement. 

7.4.2. Grant rules for Comenius Regio Partnerships

6. Comenius Regio Partnership grants are based on a mixed financing: lump sums for mobility (published in annex to the application form) and real costs for additional direct non-mobility project costs. Indirect costs are not funded under Comenius Regio. Direct non-mobility costs are funded up to 75% of the eligible direct non-mobility costs up to and including a maximum grant amount of € 25.000.
7. Beneficiaries having higher mobility costs due to participants with special needs or travel to or from overseas territories33 may request, after the approval of their grant application, a reduction of the minimum number of mobilities. The NA shall assess the need for the reduced number on the basis of the information provided by the beneficiaries on the additional costs involved. Depending on the amount of extra costs, the NA may agree to reduce by up to half the minimum number of mobilities.

8. In cases where a Comenius Regio Partnership becomes ineligible because of the withdrawal of a local partner and a resulting non-compliance with the minimum criteria of the composition of Comenius Regio Partnerships, the Partnership shall have the possibility to replace the leaving local partner by another organisation. If this is not possible, the rules set out for the Comenius School Partnerships in the points 3 and 4 above under section 7.4.1. shall be applied also to the Comenius Regio Partnerships. 

9. Following a request from the beneficiary, the NA may agree to prolong the duration of a Comenius Regio Partnership grant agreement only in exceptional and duly justified cases and with a maximum of six months. In such case, the NA shall consult the NA of the partner organisation in the Comenius Regio Partnership before agreeing to the requested prolongation. Prolongation of the grant agreement of only one of the two beneficiaries in a Comenius Regio Partnership is possible only in cases in which only one beneficiary needs to finalise his activities without any impact on the activities or reporting of the other beneficiary organisation. The prolongation shall take the form of an amendment to the grant agreement as described under section 3.7.4. The prolongation shall have no effect on the maximum grant amount. 

7.5. Grant rules for individual mobility

1. The NA shall publish national grant rates in its national Call for Proposals and its information materials and shall ensure equal treatment of applicants by granting the same rate to all applicants in a comparable situation.

2. For the Comenius Individual Pupil Mobility action, the level of the grant shall respect the amounts set at European level.

3. If the beneficiary fails to complete the mobility activity for reasons other than force majeure, the NA shall recover any pre-financing payments made partially or in full.
7.5.1. Grant for travel and subsistence costs

4. Grants cannot be awarded for mobility within the country in which the applicant is resident, unless this is an integral part of the travel to another country for training.

5. The NA shall grant not less than the following minimum percentages of the maximum subsistence rates published in the LLP Guide
:

· not less than 50% for in-service staff training;

· not less than 80% for Assistants;

6. In the case of persons with special needs, the NA shall assess the additional grant towards both subsistence and travel costs case-by-case and based on real costs estimated/incurred. In such case, the additional grant may provide for the subsistence and travel costs of an accompanying person if justified. The NA may set a maximum percentage of real costs or a maximum amount.

7.5.2. Grant for preparatory activities

7. A lump sum may be granted as support towards linguistic, pedagogic and cultural preparation. For in-service training, the lump sum concerns linguistic preparation (note, however, that a grant for linguistic preparation is not allowable where the training itself is oriented exclusively or predominantly towards the improvement of language skills). For assistantships, the lump sum concerns pedagogic (CLIL), linguistic and cultural (induction courses) preparation. With regard to Comenius Individual Pupil Mobility, the sending school may ask for a lump sum grant for linguistic preparation per pupil, as indicated in the LLP Guide.

8. The NA may establish a national lump sum amount per action, which cannot exceed the European maximum amount as indicated in the LLP Guide
 and/or, if they consider it necessary, per activity (linguistic, pedagogic and cultural preparation). 

9. Within one activity, the NA may establish different lump sum amounts for a specific kind of preparation activity. For example in the case of linguistic preparation, different lump sum amounts can be set for participation in a language course and for self study (e.g. purchase of related language aids). In the case of pedagogic preparation, different lump sum amounts can be set for participation in a CLIL course and for self study (e.g. purchase of related materials on CLIL methodology). 

10. The lump sum shall be based on cost levels derived from NA's experience from managing the respective actions and should be established in compliance with the Financial Regulation (Implementing Rules), Article 165: "Lump sums and flat rate financing shall be determined […] on the basis of the costs or category of costs to which they relate, established by statistical data and similar objective means, in such a way as to exclude a priori a profit." 
11. The NA shall keep the calculations for determining the lump sum amounts in view of possible future checks on the justification for setting these amounts. 

12. The NA shall check case by case if the grant request for the linguistic, pedagogic and/or cultural preparation is justified. If this is not the case, no grant support should be allocated for such preparatory activities.

13. The NA shall allocate the same lump sum amount to all applicants who are awarded a grant for a preparatory activity. The only exception relates to cases where the grant request for the preparatory activity is lower than the lump sum applied as national rate by the NA. In such cases the lump sum awarded by the NA shall be limited to the grant amount actually requested.

14. The beneficiaries have to be able to provide proof of the preparatory activities undertaken, for example a photocopy of the course attendance certificate or the invoice for purchase of relevant language aids, etc. However, in the case of an invoice, it will not serve to check the amount of expense incurred but as a proof that the planned activity has been carried out.

7.5.3. Specificities for Comenius In-Service Training

15.  In case the NA receives a number of applications from individuals linked to the same institution for participation in the same activity, each application shall be assessed on its own merit.

16. The NA shall issue a separate grant agreement per individual beneficiary who has been awarded an in-service training grant.

7.5.3.1. Management of the budget for in-service training grants
17. At European level there are common application rounds for which specific training periods are set with common start dates only. To ensure efficient management of the action and of the available resources, NAs can decide to set also end dates for these training periods. All the training activities must end by the final end date indicated in the relevant call for proposals. 

18. The NA shall ensure that the In-Service Training budget is distributed in advance among all application rounds. Depending on demand and other specific circumstances which may arise during the year, the NA will have the possibility to adjust this ex-ante distribution to ensure a maximum absorption of the budget. In case part of the budget for in-service training grants remains unused after implementation of the common European application deadlines for the action, the NA may launch an extra application round under the same Call year. The NA shall ensure, however, that the final date for commitments as set out in Annex 1 to the COM-NA Agreement is respected in all cases (see the conditions set out in Section 5.3 of this Guide for NAs).

19. In case an applicant requests a Comenius In-Service Training grant for participation in a Study Visit, please refer to the instructions set out in section 10.7 on Study Visits.

7.5.3.2. Cancellations of In-Service Training events

20. If a) the beneficiary withdraws from the training activity due to force majeure or b) a training event has been cancelled by the organiser after the grant agreement has been signed between the NA and the beneficiary, and the beneficiary has already incurred costs in relation to the cancelled event, then the case of force majeure can be invoked and the NA may reimburse the eligible costs incurred as provided for by the grant agreement. Having reimbursed once the eligible costs, the NA cannot award an additional grant amount to the beneficiary within the same grant agreement.

21. For the cases when the beneficiary has been officially informed in writing about the grant award decision, but the grant agreement could not yet be signed for duly justified reasons, the NA may proceed with the reimbursement procedure as described in the preceding point. Such cases shall be included in the NA exception registry.

22. If the beneficiary would like to participate with the remaining grant in another course whose theme and contents are similar to those of the course initially approved, he/she shall submit a written request, giving details of the new training event. If the NA agrees to this request, it shall issue a formal amendment to the grant agreement to reflect the changes to the activity and other contractual provisions (e.g. title of the course, eligible period, duration, reporting requirements etc.). 

23. If a) the newly chosen course differs substantially from the course initially approved or b) the beneficiary does not agree to carry out the activity with the remaining grant, the grant agreement for the cancelled training event shall be terminated by the NA. The applicant may submit a new application at a relevant application deadline. The new application must go through the regular assessment and selection process and cannot receive any preferential treatment. 

24. In all cases, the calendar for use of funds in Annex to the COM-NA Agreement shall be respected.

7.5.4. Specificities for Comenius Assistantships

7.5.4.1. Pre-grant agreement for matched assistants

25. The NA shall send to the assistants matched a pre-grant agreement (see model in annex II-B to this Guide) in order to ask for the details of the assistantship (e.g. country of the host school, duration, start and end dates, linguistic, cultural and pedagogical preparation). This information will help the NA to establish the grant amount.

7.5.4.2. Language preparation 

26. One of the types of language preparation available to Comenius Assistants is participation in Erasmus Intensive Language Courses. The NA shall inform selected Assistants of this possibility and encourage them to consult the course details listed on the website: http://ec.europa.eu/education/programmes/llp/erasmus/eilc/index_en.html.
27. Assistants shall apply directly to course organisers using the application form available at the address above, respecting the deadlines specified in the form. Erasmus students have priority for course places, but Assistants are also considered eligible. Whether a course is suitable will depend on the timing of the Assistantship; the Assistantship grant is not intended to cover 2 return travel tickets, so the course would have to take place close enough to the Assistantship start date to allow participation. The Assistantship grant made by the NA would in such a case include additional subsistence funding for the period of language preparation, using the same rates as apply to the Assistantship period itself. These courses do not charge any tuition fee.

7.5.4.3. Induction courses for Assistants and Host Schools

28. The NA is strongly recommended to organise induction courses for Comenius Assistants. Organisation costs incurred shall be met from the operating grant of the NA organising the course. In relation to funding the participation of Assistants and host schools, the following rules apply:

7.5.4.4. Induction courses organised by the sending NA before departure

29. In the case of induction courses organised by the sending NA for outgoing Assistants, these costs may not be covered using decentralised action funds. The costs may be met by the Assistants themselves or from the operating budget of the sending NA. 

7.5.4.5. Induction courses organised by the host NA upon arrival in the host country

30. If induction courses are organised by the host NA for incoming Assistants, the grant shall contribute to the Assistant's related travel and accommodation costs. The Assistant's NA determines the level of support towards the costs of an induction course and the grant is awarded as a lump sum. The beneficiaries have to be able to provide proof of the activities undertaken, for example a photocopy of the induction course attendance certificate.

7.5.4.6.  Induction courses for host schools

31. The NA is encouraged to organise induction courses for its host schools receiving a Comenius Assistant. Costs incurred by school staff attending such courses should be met by the host schools themselves or from the operating budget of the NA. 

7.5.4.7. Pedagogic preparation for Assistants

32. The NA may award support for pedagogic preparation for Comenius Assistantships in the field of CLIL. The NA determines the level of support towards the costs of pedagogical preparation and the grant is awarded as a lump sum. The beneficiaries have to be able to provide proof of the activities undertaken, for example a photocopy of the CLIL course attendance certificate or an invoice for purchase of relevant study materials, etc.

7.5.4.8. Host school obligations 

33. The NA shall notify the host schools of the following hosting obligations:

· Normally, an Assistant will be based at only one school. The maximum number of establishments at which an Assistant can be based is three. If schools agree to share an Assistant, one of them shall take responsibility for coordinating the hosting of the Assistant. In such case, the coordinating school makes the necessary arrangements for the costs of travel between these establishments to be met by the schools concerned or by the local education authorities. The Assistant cannot be required to cover such travel costs from the Assistantship grant.

· Host schools should arrange temporary accommodation for the Assistant's arrival and provide whatever assistance is possible in helping the Assistant to find more permanent accommodation. As assistants are not salaried but receive a basic grant, it might be appropriate in some circumstances for a school to support the Assistant with free or subsidised meals, subsidised accommodation, travel or training, where these are possible.

· The host school must draw up an agreement with the Assistant as soon as s/he arrives at the institution. The agreement between the host establishment and the Assistant must be copied to both host and home NAs. This agreement should specify a work plan for the first months and be regularly updated. The work plan describes the lessons to be taught, the projects to be completed, the themes to be introduced, etc. 12-16 hours per week of school-based activity is appropriate for the Assistant. This number excludes class preparation time, but includes all pupil contact hours and other school based activities such as helping with European projects, teaching, and organising European events in the school or locality. 
7.5.4.9. Duration of the Assistantship

34. The NA may prolong the duration of the assistantship up to a maximum of 45 weeks if sufficient unallocated funds are available. The following procedure shall be followed: 
·  The sending NA informs all selected assistants about the possibility to request a prolongation of their assistantship (this may be done by informing them of the possibility to request a prolongation of their Assistantship in the accompanying letter which is issued by the NA together with the grant agreement);
· The sending NA may agree to the request by way of a formal amendment to the grant agreement under the following conditions:
· the request is submitted well before the end date of the grant agreement concerned;

· the NA respects the deadline for re-allocation of funds in Annex 1 of the COM-NA Agreement;

· the NA ensures an equal treatment of all Assistants. 

35. The NA may put a cap on the initial duration of the assistantship provided that this duration is within the limits defined by the LLP Guide and provided that the relevant information is published in the national call, in order to inform the applicants in advance, and planned in the respective NA work programme.

7.5.5. Specificities of the Comenius Individual Pupil Mobility 

7.5.5.1. Grant rules

36. The NA shall send to the sending schools, a pre-grant agreement (see model in Annex II of this Guide) in order to confirm the details of the pupil mobilities indicated in the application form (e.g. duration, age, travel costs, linguistic preparation, special needs). Together with the pre-grant agreement the sending school shall also provide the name, age and the contact details of the pupil (as well as of his/her parent/guardian), the contact details of the host school, the mentor and the host family as well as the dates of the mobility. The sending NA shall send this information to the host NA for the purposes of the organisation of the on-arrival training and to monitor possible problematic situations. The NA shall request the sending school to provide a copy of the signed Parental/Guardian consent form and Learning agreement.

37. In accordance with the LLP Guide, grants for Individual Pupil Mobility consist of the following elements:

· a lump sum for the administration of the action by the sending school

· a lump sum for the administration of the action by the host school

· a lump sum for the linguistic preparation of the pupils participating in the mobility paid to the sending school

· a flat rate monthly allowance for the pupils participating in the mobility; 

· A contribution towards real cost for the travel of the pupils participating in the mobility. The NA should ensure that the cheapest means and fares were used. The NA may establish a ceiling for the travel costs (to be published ex-ante in the relevant national call). Costs for arranging the accompanied travel by the air company are eligible for minors. 
38. The NA shall notify the sending schools of their obligation to manage the project and distribute the grant according to the rules for the action. The sending school is responsible for:

· transferring the amount to the host school on the basis of a written request from the latter and using the template provided in the Guide to Comenius Individual Pupil Mobility; 
· transferring the monthly allowance to the parent(s)/guardian(s) of the pupil or to the pupil; 
· purchasing the pupil's travel ticket. 
The NA shall verify the respect of the grant management procedure as part of the final report check.

39. The NA shall terminate the grant agreement in case of withdrawal by the sending school. In case the pupils are already on mobility, the termination can take place only after ensuring that the mobilities have been completed. The NA shall require a final report from the sending school to establish the final grant amount. If a host school withdraws, but there is/are still other host school/s available, the NA, can, at the request of the sending school, allow to send pupil/s to the other host school/s. If there is/are no more host schools available, the NA shall terminate the grant agreement after ensuring that the mobilities have been completed. 

40. The sending NA has the right – in agreement with the host NA – to cancel, suspend or terminate a pupil's stay abroad at any time when the pupil's safety is jeopardised or when the pupil does not abide by the rules of the programme.
41. In case a pupil mobility is terminated before the end of the mobility period indicated in the grant agreement, the following principles shall apply:

· If after a mediation with the pupil in which the benefits of the mobility and the possible solutions to the problems faced were presented, the pupil still wishes to terminate the mobility, this wish shall be respected;

· in case the termination is not due to the pupil's breach of the rules indicated in the Parental/Guardian consent form, the monthly allowance for the actual mobility period, the costs for linguistic preparation and the travel costs can be supported; the sending and the host school can also keep the lump sums for the administration of the action; 

· the pupil as well as the sending and host school shall fill in the report form and send it to the NA. Any supporting documents indicated in the final report, including the Confirmation of the payment received and the Report on the Learning agreement by the host school shall be provided to the NA at its request;

· if the sending school has unspent grant funds available, it may send another pupil or prolong the duration of another ongoing pupil mobility provided that the host school and the host family agree and that the relevant documentation and insurance are adapted accordingly.
42. The NA may grant a higher number and/or longer mobilities to the selected sending schools if sufficient unallocated funds are available. The following procedure shall be followed:

· The NA informs all selected schools about the possibility to request a higher number and/or a prolongation of pupil mobilities (e.g. in the accompanying letter issued by the NA together with the pre-grant or grant agreement);
· The sending school shall agree on the exact terms with the host school(s) concerned and request in writing extra grant support from the NA if it wishes to send out more pupil(s) and/or prolong the pupil mobility periods foreseen in the grant application (budget only for indicative purposes) or the pre-grant agreement. 

· Both schools shall sign a written consent to confirm the increase/prolongation of mobilities which shall be sent by the sending school to the sending NA. The sending NA shall inform the host NA.

· The sending NA may agree to the request under the following conditions:

· the request is submitted before the deadline for re-allocation of funds in Annex 1 of the COM-NA Agreement;

· the NA respects the deadline for re-allocation of funds in Annex 1 of the COM-NA Agreement;

· the NA ensures an equal treatment of all sending schools;

· In case the NA agrees to increase the grant amount, it shall issue a formal amendment to the grant agreement with the sending school. 
· The costs related to the prolongation of mobilites are eligible. 

7.5.5.2. Compulsory training sessions

43. The NA is required to organise a pre-departure and an on-arrival training session for participating pupils and teachers, respecting the minimum content requirements for these training sessions (cf. Annex III-B of this Guide).
7.5.5.3. Pre-departure training 

44. The sending NA has to organise a pre-departure training session for outgoing pupils and a parallel training session for contact teachers from sending schools before the departure of pupils. The training for pupils and teachers shall take place simultaneously so that pupils and teachers can travel together. A certificate of attendance should be issued to the participating teachers in order to recognise their involvement. It is also recommended to issue a certificate of attendance to participating pupils. 

45. The cost of the pre-departure training sessions shall be covered from the NA operating grant (cf. Section 5.2.1 of this Guide). 

7.5.5.4. On-arrival training 

46. The host NA has to organise an on-arrival training session for pupils and a parallel training session for mentors from host schools upon the arrival of pupils. The host NA must establish two dates for the on-arrival training (one at the beginning of the school year N/N+1 and one at the beginning (in January or February) of the calendar year N+1). The dates for the on-arrival training shall be communicated to the other NAs (via LLP NA Forum). 

47. The sending NA has to inform the sending schools about the date of the on-arrival training as soon as the dates are notified by the host NA. The training for pupils and teachers shall take place simultaneously so that pupils and teachers can travel together. A certificate of attendance should be issued to the participating teachers in order to recognise their involvement. It is also recommended to issue a certificate of attendance to participating pupils. 

48. The cost of the on-arrival training sessions shall be covered from the NA operating grant (cf. Section 5.2.1 of this Guide). 

7.5.5.5.  Training costs

49. In addition to the EU contribution to the general administrative costs, the Commission will complement the NA operating grant with an earmarked amount for reimbursement of pupils and teachers participating in pre-departure and on-arrival training, as detailed in the COM-NA agreement and section 5.2.1 of this Guide. Both for pre-departure and on-arrival training, the outgoing/incoming pupil/s from the same school can be accompanied by one teacher only. The NAs shall reimburse the costs of travel and subsistence of the participants on the basis of 100% of real costs incurred. 
7.5.5.6. Guide to Comenius Individual Pupil Mobility 

50. If necessary, the NA shall adapt the templates provided in the Guide to Comenius Individual Pupil Mobility to national legislation, including the data protection legislation. The Guide shall be published on the NA website. The sending and host NAs shall notify the sending and the host schools about the requirement to

· use and respect the guidance and templates provided, and 
· transmit the necessary information to other actors involved (pupils, parents/guardians, host families).

7.5.5.7. European insurance scheme

51. All pupils participating in the Comenius Individual Pupil Mobility will be covered by a European health insurance scheme contracted by the European Commission. It shall be defined at the national level whether the sending NA or the sending school shall register pupils for this insurance scheme. The sending NA shall provide the necessary information on the insurance scheme to the schools and report the feedback from participants to the insurer. 

7.6. Analysis of final reports from beneficiaries

1. The NA shall check 100% of final reports for decentralised actions. The requirements for the additional checks (e.g. desk checks of supporting documents, on the spot checks) that the NA shall make on grant beneficiaries are defined in section 3.8 of this Guide.

2. Narrative information in the reports is of two types: quantitative and qualitative. The NA shall analyse the beneficiary final report information in view of providing the requested information on results of the actions supported in the context of the Yearly NA Report (see Annex IV-A). 

8. Erasmus specificities

8.1. Erasmus – terminology and roles

N.B.
This section includes the main terms and roles introduced for Erasmus with the Lifelong Learning Programme. For more information, the NA is invited to refer to the Lifelong Learning Programme Decision and the Lifelong Learning Programme Guide. 
1. "Erasmus (Extended) University Charter" (EUC): The Erasmus University Charter (EUC) provides the general framework for the European cooperation activities a higher education institution (HEI) may carry out within the Erasmus programme. The European Commission signs the EUC. It is a prerequisite for the HEI to: 

· Organise student mobility, teaching and other staff mobility, to carry out Erasmus Intensive Language Courses and Intensive Programmes, to undertake preparatory visits (for these actions, the grant application shall be sent to the NA);

· Apply for Multilateral projects, Networks, Accompanying measures (for these actions, the grant application shall be sent to the EAC Executive Agency).

The charter is awarded until the end of the current Lifelong Learning Programme (2013). 

There are three different types of charters: 

· The "Standard Erasmus University Charter" is for institutions which wish to apply for Erasmus funding for student mobility for studies and for transnational mobility activities for staff, and /or act as a co-ordinator of a consortium applying for Erasmus intensive programmes, multilateral projects, networks or accompanying measures.

· The "Extended Erasmus University Charter" (student placements only) is for institutions which wish to apply only for Erasmus funding for transnational student placements.

· The "Extended Erasmus University Charter" (Standard Charter and student placements) is for institutions which wish to apply for activities covered by both the Standard and the Extended University Charter (student placements only).

2. "Placement Consortium": 

· A placement consortium can be defined as a group of higher education institutions (HEIs holder of an extended Erasmus University Charter) and possibly other organisations (enterprises, associations, chambers of commerce, foundations, etc.) working together to facilitate placements for higher education students. Most consortia do not have a separate legal entity but rely on the legal entities of their members. Consortia involved in the LLP may be active under other programmes of placements. 

· For administrative purposes the normal configuration of a consortium can be defined as follows:

· The consortium coordinator is the organisation at the head of the consortium. Its legal status can be private or public and its type can be an association, a HEI, a foundation, an enterprise, etc. The consortium coordinator is the beneficiary for the NA; it bears the administrative and financial responsibility for all members of the consortium. The consortium coordinator is in charge of applying for Erasmus placement grants and of the administration and reporting on the corresponding funds. The coordinator can play an active role in fostering contacts with enterprises and finding opportunities for placements, in information and promotion, etc. 

· Besides the coordinator, the consortium may comprise two types of partners :

· Higher education institutions: they are the sending institutions. Each partner HEI is responsible for the quality, the contents and the recognition of the placements of its students;

· Other partners: by "other partners" is meant any organisation which is not a HEI: associations, foundations, networks, enterprises, etc. They can have varied functions in implementing the placements.

· The minimum required composition of a placement consortium is a coordinating institution and at least one partner HEI. Each partner HEI is required to sign an agreement with the consortium coordinator to specify the roles and responsibilities and the administrative and financial arrangements; the modalities of cooperation shall specify matters like the mechanisms for preparation, quality assurance and recognition of placements. 

3. "Erasmus Consortium Placement Certificate": the Erasmus Placement Certificate is required for the organisation of student placements by consortia. The Placement Certificate, awarded by the National Agency, recognises the financial and operational capacity of the consortium to apply for Erasmus placement funding. The Erasmus Placement Certificate is awarded to experienced consortia for a renewable 3-year period with the academic year 2013/2014 as limit date of validity. 

4. "The Placement Agreement" is the contractual document signed by the home institution and the student and has 2 annexes:

· The "Training Agreement" (the "equivalent" of the Learning Agreement for studies, see 8.3.4.1) is a personalised document that includes: the job or work programme to be carried out, the possible learning outcomes in terms of the knowledge, competences and skills to be gained, the mentoring arrangements, the correspondence of the placement with the studies/degree of the student, the recognition to be awarded on completion, etc. In order to help HEIs to develop placements, the Training Agreement may contain information on support which might be given by a partner HEI in the host country in view of helping with the monitoring of the mobility. The inter-institutional agreement may cover agreements on partnership for placements. Such kind of support may also be provided by the coordinator of a consortium. The "Quality Commitment", an integral part of the Training Agreement, is the standard document which outlines the roles and responsibilities of the parties to the student placement;

· the "general conditions" of the agreement.

5. "Short–term/short-cycle higher (vocational) education" in principle refers to vocationally oriented courses that can be taken after the completion of secondary education and lead to a degree on completion of two years (sometimes 1 year and a half) of studies. This corresponds to the "short-cycle qualifications - approximately 120 ECTS" as described in the document "A framework for qualifications of the European higher education area" adopted in the 2005 Bologna Ministerial Conference in Bergen. 

6. "Staff mobility for teaching assignments": refers to the mobility of teaching staff from higher education institutions and staff from enterprises in order to teach in a partner institution abroad.

7. "Staff mobility for staff training": refers to the mobility of teaching and other staff of higher education institutions for the purpose of undergoing training.

8. "Teaching programme": persons to be awarded a grant for a teaching assignment will be selected on the basis of a short teaching programme submitted by the applicant after consultation with the host. The essential elements of this shall be: objectives and added value of the mobility, content of the teaching programme, expected results.

9. "Training programme": persons to be awarded a grant for undergoing training will be selected on the basis of a training programme submitted by the applicant after consultation with the host. The essential elements shall be: objectives and added value of the mobility, expected results in terms of the additional expertise / competences to be acquired, activities to be carried out and if possible a programme of the period. 

10. "Enterprise": An enterprise shall comply with definition in the LLP legal base (art. 2, nr. 25) to be eligible: " 'Enterprise' means all undertakings engaged in economic activity in the public or private sector whatever their size, legal status or the economic sector in which they operate, including the social economy". The definition of 'enterprise' implies that further to companies, HEIs, research centres, the self-employed, family firms, partnerships and associations regularly engaged in an economic activity may be considered as enterprises. It is the economic activity that is the determining factor, not the legal form.
11. "One full month": this is the period from day X in month N to day X-1 in month N+1 inclusive.
12. Acronyms used:

· SM: student mobility (studies and placements).

· SMS: student mobility for studies

· SMP: student mobility for placements

· ST: staff mobility (teaching and training)

· STA: staff mobility for teaching assignments (the former 'TS')

· STT: staff mobility for training

· OM: organisation of mobility

8.2. Mobility and support for mobility: relationships between the NA and higher education institutions and consortia

8.2.1. Application to the NA for student and staff mobility and organisation of mobility funds by eligible HEIs

1. Funds for standard student mobility and staff mobility may only be allocated to a higher education institution (HEI) that holds a Standard Erasmus University Charter (EUC) or an Extended Erasmus University Charter (Standard Charter and student placements). Where student mobility involves placements, the institution will be required to hold an Extended EUC.

2. Institutions shall apply to the NA of their country using the relevant official application forms. 

3. A HEI may apply for student grants via two different channels: a) directly to the NA as an individual HEI (in the case of either studies or placements), (b) (in the case of placements) via a consortium of which it is a member. Both channels may be used simultaneously for placements by an individual department or faculty. However, the HEI/department remains responsible to prevent double funding of a beneficiary when the two channels are used in the same academic year. 

8.2.2. Application to the NA for student placement by eligible consortia

1. As a general rule, funds for the student placement mobility grants may only be allocated to a consortium which holds a valid Erasmus Placement Certificate awarded previously or which will be awarded as a result of the current application.

2. Consortia shall apply to the NA of their country using the relevant official application form. It contains a description of the consortium, its management and organisational capabilities and its experience. This part will be used for the assessment in view of awarding an Erasmus placement certificate to consortia which don't have a valid one. The assessment method shall comply with the assessment handbook for placement consortia. The other part of the application form contains the number of student placements requested.

8.2.3. Inter-institutional agreements

8.2.3.1. Mobility between HEIs

1. All Erasmus mobility for studying and teaching between HEIs shall take place as part of an inter-institutional agreement between HEI each of which holds a valid EUC. The inter-institutional agreement may be extended to cover the cooperation between institutions in the field of student mobility for placements relying on their partner institutions' knowledge of enterprises to identify host enterprises/organisations abroad. This may also cover the preparation and follow-up of the placements. In any case, the final responsibility remains with the home institution of the student as reflected in the Training Agreement. 
2. It is recommended to include in the inter-institutional agreement a clause on its termination. Based on the optional clauses in the standard inter-institutional agreement provided in Annex II-C to this Guide for NAs, the NA may establish guidelines on the termination of the inter-institutional agreement. 
3. The NA, in conjunction with the institutions, shall ensure that all administrative arrangements for the management of mobility under an inter-institutional agreement are reliable, transparent and easily managed. Such arrangements shall also ensure to the greatest extent possible the quality of mobility and the number of mobilities achieved.

8.2.3.2. Mobility between HEIs and enterprises

4. For student placements, there is no need for an inter-institutional agreement between the sending HEI and the host eligible enterprise/organisation (which could be another HEI), as they will be legally bound by the individual student Training Agreement signed by the 3 parties involved and annexed to the placement agreement between the HEI and the student (see 8.3). 

8.2.4. Policy for management of funds

5. The NA shall establish for the different types of mobility the possible individual grant rates (amounts, range, average, etc, as appropriate) to be used by the institutions in its country within the limit of the maximum rates defined by the LLP Guide. 

6. The NA shall convey those provisions to the HEIs/consortia of its country by issuing the appropriate guidelines. 

8.2.5. Allocation of funds for mobility grants and organisation of mobility to HEIs and consortia

8.2.5.1. Initial allocation

1. For student study mobility (SMS), staff mobility for teaching assignments (STA) and for staff training (STT), the NA shall allocate funds to institutions on the basis of past performance, i.e. the number of students and staff who went on mobility in the preceding years. The NA may also take into account other criteria like the availability of funds, verifiable demand and requirements of the current year (number of students/staff, country of destination and duration) or qualitative achievements when establishing the SMS, STA and STT allocation. 

2. For student placements (SMP), the number of grants awarded to the HEI or consortia (the funds awarded) will depend primarily on past performance and secondarily on other factors such as overall availability of funds, total demand, national strategy, qualitative achievements, etc.

3. The NA shall indicate the part of the budget reserved for persons with special needs (see 8.2.10).

4. In the case of new institutions or placement consortia - that are institutions/consortia which apply for the first time - the NA shall establish a transparent allocation system based on the number of grants requested by the institutions/consortia.

5. No eligible institution, level or area of study shall be excluded from consideration for financial support.

6. The NA shall ensure consistency and transparency in deciding the criteria for grant calculation and award and in setting individual grant levels.

7. For organisation of mobility, the grant is awarded to the institutions and consortia and is a contribution to the costs of organising mobility. The amount to be allocated derives directly from the number of outgoing mobilities plus the number of invited staff from enterprises. 

8.2.5.2. Reallocation of funds for student and staff mobility

8. The NA shall organise a system of reallocation of a) unused funds by HEIs or consortia and b) possible additional funds made available to the NA by the Commission. This system shall be transparent and equitable. The national call shall be accompanied by clearly formulated information to institutions and consortia on the procedure and criteria for allocation which will be applied in the event of additional funds being available later for (re)allocation to the beneficiary institutions selected at the initial allocation. 
9. Every HEI or consortium shall send an intermediate report to the NA. It shall indicate the number of grants already committed under the first instalment, the best estimate of the number of grants that it will be able to use by the end of the grant agreement period and the amount of funds which will remain unused if any. The institution or consortium will also indicate whether, in the case that additional funds become available, it would be able to use more grants than initially allocated. This information will enable the NA to assess the extent to which priorities have been met. 

10. On the basis of this information, the NA will then adjust the initial allocation of grants to reality, if necessary by shifting funds between institutions and/or consortia in order to ensure an optimal use of the available funds in accordance with the overall priorities. The amounts to be redistributed shall be calculated by means of a mathematical formula on the basis of a set of predefined parameters and quantitative data.

8.2.6. Complementarity of Erasmus grants with national support schemes

1. Students’ entitlement to a national grant or loan scheme for studies at their home institution shall be maintained during their period abroad. 

2. The NA shall ensure complementarity of Erasmus mobility grants with the national, regional and/or other systems, including systems which provide for compensation of the additional costs of studying abroad.

8.2.7. Financial rules for student mobility

1. The grant is a contribution to covering the additional costs of a study period or a placement abroad. It is calculated per month and paid as a flat rate. 

2. For student study grants, the LLP Decision stipulates that the "average student grant shall be maintained at an average of € 200 per month in real terms for the duration of the programme"
. In order to comply with this provision, the countries that were below this amount in 2012 shall increase the average grant in 2013 by at least two thirds of the rate of increase of their budget for student grants. In successive years, if need be, these countries shall increase the average grant until the target of € 200 per month is met. This shall be reflected in the guidelines given to HEIs (see 8.2.13).

3. Unless there is a reduction in overall budget as compared to the previous year, the initial budget to be allocated to student study mobility in 2012 may not be lower than the budget allocated in 2012.

4. Unless there is a reduction in overall budget as compared to the previous year, the initial budget to be allocated to HEI and consortia for student placements in 2013 may not be lower than the budget allocated in 2012.

5. The average monthly amount for placements may be higher than that for studies. It may take into account varying circumstances and the real additional costs to be supported by the student because the institution in the host country may not offer the facilities usually provided by a host institution. 

6. The individual grants are subject to the maxima per country of destination set out in the LLP Guide. Within the above-mentioned limits, the NA may establish rules for the minimum and maximum rates for study and placement grants to be applied by the institutions of its country. Those may be defined taking into account various criteria such as the cost of living in the host country, the distance to the host country, the facilities offered by the host institution, etc.

7. Within these limits, the NA may allow the HEIs some room for applying a number of criteria such as the available sources of cofinancing. In particular, NAs shall encourage HEIs to take the socio-economic background of the beneficiary as well as other financial support already awarded to the student into consideration to determine the grant amount, if possible using official supporting documents. On this basis, the calculation of the individual amounts will be done by the home HEI. 

8. By way of derogation, a student placement may run over 2 subsequent periods of COM-NA agreements for years N and N+1
, but must in such case start before 1 June N+1 and end on 31 October N+1 at the latest. The grant for the full duration of the placement shall be paid from the budget of the COM-NA agreement for year N in such case.

8.2.8. Financial rules for teaching and other staff mobility

1. The financial rules for the two types of staff mobility are the same. The grant is a contribution to the travel and subsistence costs for a period of teaching assignments or staff training abroad:

· Subsistence costs are calculated on the basis of daily or weekly rates respecting the maxima per country of destination set out in the LLP Guide
. They are paid as a flat rate.

· Travel costs are calculated taking into account the estimated (ex-ante) or actual (ex-post) costs of travel. They are paid on the basis of real costs.

2. The NA may establish rules for the minimum and maximum rates for subsistence costs and for the partial coverage of the travel costs to be applied by the institutions of its country.

3. Calculation of the individual amounts is done by the home institution on the basis of the guidelines issued by the National Agency. 

8.2.9. Financial rules for Organisation of Mobility (OM)

8.2.9.1. Grant amount per mobility – scale of unit costs
1. The grant is a contribution to the costs of organising mobility. It is allocated on the basis of:

· the number of outgoing students, teachers and other staff and the number of invited staff of an enterprise;

· a declining rate of per capita amounts applied to the scale of unit costs of mobility numbers as defined in the previous indent;

· a minimum amount of 500 € per institution
;

· in practice the estimated amount when preparing the NA-HEI or NA-consortium grant agreement is calculated as follows: The estimated amount for an OM grant depends, in the case of HEI, on the total number of mobilities of outgoing students and staff and the invited incoming enterprise staff as determined by the NA in the grant agreement and in the case of consortia, on the total number of mobilities of outgoing students for placements as determined by the NA in the grant agreement. The estimated amount of the OM grant is determined by applying the scale of unit costs to the total number of mobilities, based on a declining rate of per capita unit costs;

· The calculation of the final amount of the OM grant is set out in section 8.2.12.4. 

2. Each NA may decide the per capita grant respecting the maximum rates set out for in the LLP Guide
.

8.2.9.2. Financial contribution to OM costs (including ECTS costs)

3. The OM grant is a contribution to any cost (independently of its nature except for insurance costs for outgoing students, cf. below) incurred by the institutions which is related to activities in support of student and staff mobility, both incoming and outgoing (e.g. selection of students and staff, language courses, information and assistance to students and staff, academic and organisational arrangements with partner institutions including visits, arrangements for the monitoring of outgoing students, organisation of feedback from returning students and staff, specific arrangements to ensure the quality of student placements in enterprises cf. the non exhaustive list of activities in the Lifelong Learning Programme Guide). The grant may also be used for activities related to the implementation of the European Credit Transfer and Accumulation System (ECTS). The final amount of the contribution will be calculated according to the rules defined in section 8.2.12.4 and paid as a flat rate. The HEI shall provide the number and the list of participants as a proof of the organisation of the mobility. As the OM grant is based on a scale of unit costs, the HEI do not have to justify, in case of a check, the cost incurred but they have only to prove the reality of the activities resulting in the entitlement to the OM grant (i.e. prove the reality of the number of outgoing mobilities (students and staff) and invited incoming enterprise staff).

4. OM and insurance: Insurance costs shall be covered by the students themselves through the Erasmus grant if not covered otherwise. The sending HEI shall verify that the outgoing student has sufficient insurance coverage. Students shall be informed in advance about the situation in the host country in terms of insurance.

5. OM and preparatory visits: OM grants may also be used to cover "preparatory visits" to HEIs which hold an EUC, to explore and establish inter-institutional agreements. In the case of Preparatory visit (PV) grants (cf. section 11 of this Guide), the applicant HEI must hold an EUC, but this is not required for the visited HEI. 
8.2.10. Support to Erasmus mobility grants for students, teachers and other staff with special needs

8.2.10.1. Policy background

1. The Commission has adopted a general policy aimed at integrating people with disabilities into all EU policies and actions, particularly in the field of education. This policy development was the subject of a Commission Communication dated 30 July 1996
 and of a Council Resolution dated 20 December 1996
, relating to equal opportunities for people with disabilities. The implementation of this policy in the area of mobility in higher education involves promoting the conditions that will make it possible for people with disabilities to participate as fully as possible in EU teacher and student mobility programmes.

2. The LLP Decision states that there is a need to widen access to the LLP for persons from disadvantaged groups and to address actively the special learning needs of persons with disabilities, including through the use of higher grants to reflect the additional costs of disabled participants. One specific objective of LLP is to contribute to increase participation by people of all ages, including those with special needs and disadvantaged groups, regardless of their socio-economic background. The LLP implementation shall contribute fully to furthering the integration of learners with special needs promoting their integration into mainstreaming education.

3. The LLP Guide defines a person with special needs as a potential participant whose individual physical, mental or health-related situation is such that his/her participation in the project / mobility action would not be possible without extra financial support.

8.2.10.2. Specificities of the mobility grants for persons with special needs 

4. Extra funding for Erasmus students and staff with special needs including IP and EILC participants may be financed from the LLP Erasmus student/staff mobility grant funds allocated to the NAs and from additional funds at local, regional and/or national level.

5. From its reserved budget for mobility of persons with special needs (see 8.2.5.1), the NA may allocate additional funding for student and staff and accept higher individual grant amounts than the approved maximum individual grant amounts as set out in the LLP Guide, under the following circumstances: 

· The student/staff member concerned has been selected by his/her home institution/IP coordinator/EILC organiser for a mobility period under Erasmus, and

· the additional costs cannot be covered by other sources such as funds from the local, regional or national level. 

6. The student/staff member will receive extra funding, additional to his/her standard Erasmus grant. He/she may receive the extra funding either from his/her home institution or directly from the NA – depending on the procedure chosen by the NA. In case of Erasmus Intensive Programmes, the IP coordinator may receive extra funding in order to cover the additional costs of the participant(s) with special needs.

7. The following measures shall be implemented to assist in the distribution of the extra grants: 

· Each National Agency shall invite HEI including IP coordinators to apply for special allocations for students and staff with special needs or the NA may decide to publish an invitation/call directly for students/staff with special needs.

· The student/staff member concerned shall fill in a form giving a description of his/her special need. In case of a person with disabilities, the application shall include a statement delivered by an authorised instance or institution attesting the handicap and its degree of severity, its impact on the mobility and an estimation of the additional costs for the mobility of the student/staff member concerned (as compared to a student/staff member without special needs). 

· The application shall provide information about any other financial support (other than the Erasmus grant) that the student/staff already receives and shall indicate why this is insufficient for the proposed study/placement/teaching/training period abroad.

· The student/staff member’s home institution shall ensure that application forms are correctly and fully completed and that the necessary arrangements are being made at the host institution to meet his/her special needs.

· The NA shall decide on a case-by-case basis whether to support the student/staff member with extra funding.

· The NA may limit the extra funding granted to a person with special needs by applying a maximum percentage to the estimation of the additional costs as provided by the person in its application and/or by setting a maximum amount of extra funding.

· The extra funding can be allocated to the student/staff member with special needs in the following ways:
· Either by increasing the monthly subsistence flat-rate grant of the participant, up to the maximum amount set out in the LLP Guide;
· And/or by giving an additional grant to cover (part of) the additional costs on the basis of real costs incurred. 

8.2.11.  Placement Certificate for consortia

1.
The Consortium Placement Certificate is an "entry ticket" for consortia to the grants for placements by analogy with the Extended Erasmus Charter, which is an entry ticket for the HEIs. As a general rule the certificate shall be awarded for 3 academic years and shall be valid at the latest until the end of the academic year 2013/14. Newly constituted consortia without any previous experience or achievements shall be awarded a Certificate valid for one academic year only. Compliance with the Consortium Placement Certificate shall be subject to the monitoring by the National Agency (see section 3.11.). In case of major problems
, violation by the consortium of its commitments may lead to the withdrawal of the Placement Certificate by the National Agency. The National Agency shall require the consortium coordinator to notify the National Agency without delay of any change in the composition, situation or status of the consortium which might necessitate changes to or withdrawal of the Placement Certificate.
2.
Each year, the possibility to be awarded a Placement Certificate will remain open allowing consortia not yet certified to have a chance to apply for placement grants. No institutions or consortia which have submitted satisfactory applications may be completely denied placement grants, but the number of grants awarded may be lower than requested depending on the available budget and, if possible, the quality of the application. 

3.
Award of the Erasmus Placement Certificate in 2013
· For those consortia which hold a valid Certificate for 2013/14, no additional evaluation for a Certificate will be needed (the NA shall check that the administrative data given in the application for the Certificate are still valid.

· The NA shall carry out the process of awarding Certificates. The decisions of the evaluation committee shall precede the award decision for the allocation of funds in respect of section 8.2.2.

· The evaluation system is based on the recommendation of external experts who shall make a qualitative assessment against the award criteria. The assessment of the experts shall comply with the assessment handbook.

· The model to be used for the Erasmus Placement Certificate is provided in Annex II-C to this Guide for NAs.

8.2.12. Grant agreements between the NA and the HEIs and consortia 

8.2.12.1. Grant agreements – types and compulsory standard text 

1. The eligibility/validity period for HEI/consortia mobility agreements shall be from 1 June N to 30 September N+1 (except for placements, see 8.2.7).

2. There shall be five types of grant agreements between the NA and the HEI and consortia:

· grant agreement with HEI on mobility grants: SMS, SMP, STA, STT and OM

· grant agreement with consortia on mobility grants: SMP and OM

· grant agreement with HEI on Intensive Programmes (see 8.5)

· grant agreement with HEI on EILC (see 8.4)

· grant agreement with HEI on Preparatory visits (see section 11)
.

3. The grant agreement with HEI on mobility grants shall indicate five strands with the corresponding budget headings 

· Student mobility for studies (SMS)

· Student mobility for placements (SMP)

· Staff mobility - Teaching assignments (STA)

· Staff mobility - Staff training (STT)

· Organisation of mobility (OM)

4. The grant agreement with consortia covers only two strands: 

· Student mobility for placements (SMP)

· Organisation of mobility (OM)

5. Concerning consortia, the NA shall issue a single grant agreement to the coordinating organisation of the consortium. The funds received by this organisation shall be distributed to the partner sending HEIs by the coordinating organisation in accordance with the bilateral agreements between the coordinating organisation and each of the partner HEIs. The consortium shall be able to distribute grants in a flexible way between the partner HEIs as to optimise the use of the available funds. 

6. The NA shall issue and administer grants using the compulsory standard grant agreements provided in annex II-C to this Guide for NAs and as defined under section 3.7.2 of the Guide for NAs.

8.2.12.2. Transfer between budget headings 

7. The grant agreement between the NA and the HEI or a consortium on mobility can include the following rules on transfers and flexibility. If the HEI decides to transfer funds out of the OM amount, it shall nevertheless continue ensuring an adequate level of quality of the organisation of mobility.
8. The beneficiary institution:

· may transfer up to 100% of the amount of SM for studies (SMS) and 100% of the amount of SM for placements (SMP) towards each other;

· may transfer up to 100% of the amount of STA and 100% of the amount of STT towards each other;

· may transfer up to 100% of the amount of OM towards SM;

· may transfer up to 100% of the amount of OM towards ST;

· may transfer up to 20% of the amount of ST towards SM;

· may not transfer any amount from the SM budget to any other budget heading. 

9. The beneficiary consortium may transfer up to 100% of the amount of OM towards SMP but no transfer is allowed from SMP to OM.

10. The above margins of flexibility are the widest margins that the NA can allow. The NA may decide to limit the flexibility or give no flexibility at all in the grant agreement.

11. Transfers to or from budget headings for Intensive Programme or EILC are not possible as there are included in separate grant agreements awarded on the basis of a specific Call for Proposals for these types of action.

8.2.12.3. Reallocation of unused or additional funds (cf. 8.2.5.2)

12. In the event of funds being available for reallocation between institutions (see 8.2.5), higher than anticipated outward mobility from an institution may result in an increase of the grant to the institution. Any such additional allocation shall require a written amendment to the grant agreement. 

8.2.12.4. Reporting principles and determination of the final OM amount

13. At the stage of the final report and closing of accounts, the beneficiary shall provide data on the separate strands (student study mobility, student placements, teaching assignments, staff training, and organisation of mobility) for the purposes of accurate grant calculation and collection of statistical data. In addition, "zero - grant students", “zero - grant staff” and grants for students and staff with special needs shall be mentioned explicitly by the beneficiary in the final report sent to the NA of its country. 

14. The final amount for OM grants shall depend on the outgoing mobilities actually realised based on the per capita amount per scale applicable to all institutions. In addition, the incoming mobility of invited staff from enterprises will be taken into account. 

15. In practice, the final grant amount after receipt and approval of the final report by the HEI or consortium covering the past academic year will be calculated as follows: the final amount for an OM grant depends, in the case of HEI, on the total realised mobilities of outgoing students and staff and the incoming enterprise staff and in the case of consortia, on the total realised mobilities of outgoing students for placements. The final amount is determined by applying the scale of unit costs to the total number of mobilities. In case the total number of realised mobilities exceeds the total number of estimated mobilities set out in the grant agreement, the amount of the OM grant cannot be revised upwards (as the final amount of the OM grant can never exceed the maximum grant amount established for OM in the grant agreement). In case the total number of realised mobilities is below the total number of estimated mobilities set out in the grant agreement, there will be a reduction of the OM grant amount established in the grant agreement using the scale of unit costs, unless the difference between the total number of realised and the total number of the estimated mobilities is less that 10 %, in which case there will be no reduction of the OM grant. The OM grant amount is a minimum of 500€, unless there has been no outgoing mobility and no incoming enterprise staff mobility, in which case the final OM grant will be zero.

8.2.12.5. Reporting on compliance with the Erasmus University Charter

16. NAs are requested to report on compliance with the Erasmus University Charter in their Yearly NA Report to the Commission. 

17. The information shall be collected through the report form annexed to this Guide. The reports shall be collected from the institutions in time for inclusion of relevant information in the Yearly NA Report to the Commission. 

18. NA shall at least collect the following sample: NAs with 10 or less EUC holders: 3 EUC holders; NAs with more than 10 EUC holders: 3 EUC holders plus 10% of all EUC holders, with a maximum of 30 EUC holders. The sample of EUC holders requested to complete the form shall include a variety of EUC holders in terms of grant amounts, size and type of HEIs and geographical distribution.
8.2.12.6. Reporting on mergers and splits of institutions holding the Erasmus University Charter

19. In the case of a merger of HEIs holding an EUC, the NAs shall inform the Commission and the Executive Agency (EACEA) specifying the type of merger and report on the eligibility of the newly created institution via CIRCA and send an email to EACEA (EACEA-EUC@ec.europa.eu). Splits of HEIs holding an EUC shall also be reported in the same way. In addition, via their website NAs shall require all institutions holding an EUC to inform them on any such changes occurring at their institution (see also section 8.2.13). 

8.2.13. NA guidelines for HEI, consortia and enterprises

1. The NA shall make available guidelines for HEIs and consortia of its country conveying the appropriate information on the provisions of this Guide and the NA policy for management of funds (cf. 8.2.4).
2. In the NA guidelines, the NA shall require participating HEIs and consortia to inform the NA on mergers and splits occurred in their institutions (see also section 8.2.12.6).
3. The NA shall issue appropriate guidelines to the participating HEIs and consortia to ensure that the host HEIs and enterprises take the appropriate safety and security measures for incoming Erasmus students and staff. They shall be able to provide a list of Erasmus students hosted.

4. In case of exceptional situations or events resulting in the interruption of activities foreseen during the mobility periods abroad of groups of students and staff (e.g. due to a general strike in the HEIs of a country or a natural disaster), the NA and the Commission will agree on a case by case basis on the possible recognition as “force majeure”
 and on the collective measures to be taken concerning e.g. acceptance of normally ineligible mobility durations and possible resuming of interrupted mobility periods.

5. For individual cases of 'force majeure' resulting in a student's earlier than anticipated departure during a mobility period, see section 8.3.2.3 point 15. 
6. The NA shall establish clear guidelines to the HEIs and placement consortia on how to calculate the duration of a student mobility period for the purpose of checking the respect of the minimum eligible period, calculating the grant amount and statistical reporting. As a general rule, the reported length of the period shall be the same as the one covered by the grant. In case of a partial or total zero-grant period, this zero-grant period shall be included in the reported period. The NA shall decide on rules of rounding up or down and on the use of a quarter, half or full month as the minimum measurement unit. In no case shall the rounding rules result in a rounding up of more than 30 days in total. However, for the purpose of checking whether the minimum and maximum eligible duration was respected, only the effective length of the period between the start and end date without any rounding up or down can be considered. It is recommended that the certificate of attendance issued by the host institution or host organisation is used as the primary basis for calculation, which may, if necessary, be complemented by other supporting documents.
7. Based on the optional clauses in the standard inter-institutional agreement provided in Annex II-C to this Guide for NAs, the NA may establish guidelines on the termination of the inter-institutional agreement.  
8.3. Mobility and support to mobility: relationships between higher education institutions/consortia and the individual beneficiaries 

8.3.1. Selection of individual beneficiaries

1. The following types of individual beneficiaries are considered under the LLP: 


· students involved in study mobility or in a placement; 

· teachers from HEIs and enterprises involved in mobility for teaching assignments;

· staff from HEIs involved in mobility for staff training. 

2. The selection of students, teachers and HEI staff shall be carried out by HEI respecting the guidelines issued by the NA to the HEI. The HEI shall ensure that these tasks are executed in a fair, transparent and coherent way. 

3. The following minimum requirements shall be included in the guidelines:

· The grant award procedure must be transparent, fair, equitable, coherent and documented; 

· The HEI shall take the necessary measures to prevent any conflict of interest with regard to persons who may be invited to take part in the selection bodies or selection process of individual beneficiaries; 

· All requirements relating to student, teacher or HEI staff selection shall be fully transparent, documented and shall be made available to all parties involved in the selection process. The grant award criteria and procedure shall be made public but the personal data of students and staff do not have to be published (cf. section 3.6.5. of the present Guide for NAs).

4. For the individual student grants, the sending HEI may set criteria, for example the academic performance of the candidate, the knowledge of the working language required in the host organisation, the motivation, etc. 

5. For the teaching assignments grants, teachers will be required to submit a draft teaching programme after consultation with the host. Prior to departure, the final programme shall be formally agreed by both the sending institution or enterprise and the host institution by exchange of letters or electronic messages (see 8.1). Minimum information requirements for the teaching programme have been defined and are annexed to the standard grant agreement between NA-HEI for mobility.

6. For the staff training grants, the selection of the HEI's staff will be done by the sending institution on the basis of a draft training programme (see 8.1) submitted by the staff member after consultation with the host institution or enterprise. Prior to departure, the final programme shall be formally agreed by the sending and the host institution or enterprise by exchange of letters or electronic messages. Particular attention shall be paid to potential conflicts of interest for applicant staff dealing with the organisation of Erasmus mobility. Both the home institution and host institution/enterprise shall be responsible for the quality of the mobility period abroad. 

7. In the case of a mobility of staff from an enterprise to an HEI, it shall be arranged by an invitation of the institution to the staff member of the enterprise; the grant is managed by the HEI.

8. The NA shall require that participating institutions keep the applications of all students, teachers and staff applying for Erasmus mobility until 5 years after the academic year to which they relate. Depending on the outcome of the selection, if possible, a reserve list shall be drawn at the same time and may be later used in case of withdrawal of a beneficiary or receipt of additional funding. Any case of potential conflict of interest shall be reported by the HEI to the NA.

8.3.2. Eligibility criteria for student mobility

8.3.2.1. Criteria applying to the student

1. 
Legal status of the student 

· The student must be either a national of a country participating in the Lifelong Learning Programme or a national of another country enrolled in regular courses in institutions of higher education in the participating country, under the conditions fixed by the participating country, taking into account the nature of the programme (see the relevant information on the NA website). 

2. Student's registration in a HEI holder of a EUC 

· The student shall be registered in a higher education institution which holds a EUC, whatever his/her field of study, in order to follow higher education studies leading to a recognised degree or other recognised tertiary level qualification, up to and including the level of doctorate.

3. Ineligible first year students 

· For standard student study mobility, the student shall be enrolled at least in the second year of higher education studies. For placements, this condition does not apply.

8.3.2.2. Criteria applying to the mobility and the institutions

4. Inter-institutional agreement between eligible HEI

· Erasmus student study mobility shall be based on inter-institutional agreements between participating institutions each of which holds an Erasmus University Charter. 

· This condition does not apply between the sending HEI and the host enterprise in the case of a placement. 

· A HEI can in some cases be the 'host enterprise' for a student placement. In such a context, the student does not go for a study period. S/he is going to acquire work experience. No confusion shall be possible. In that case, the rules are those for placements. Therefore, no inter-institutional agreements between participating HEIs is required and the host HEI is not required to hold an EUC. 

· At least the sending or the receiving country must be an EU Member State.

5. Full recognition

· The home institution shall give full recognition for the period spent abroad.

· For periods of studies and placements which are part of the student's curriculum, the sending institutions shall award full recognition preferably by using ECTS credits. In the particular case of a period of placement that is not part of the curriculum of the student, the sending institution shall provide recognition at least by recording this period in the Diploma Supplement or, if not possible, in the student's transcript of records. In addition, the use of the Europass mobility document is strongly encouraged.

6. No fees

· No university fees (for tuition, registration, examinations, access to laboratory and library facilities, etc.) are to be paid to the host institution for the agreed course of study. However, small fees may be charged for costs such as insurance, student unions and the use of miscellaneous material such as photocopies, laboratory products on the same basis as these are charged to local students. Students shall be informed that they continue to pay normal academic fees to their home institution during their period of study abroad.

· Outgoing Erasmus students shall not be liable to any additional fees or charges in connection with the organisation or administration of their Erasmus mobility.

7. Eligible enterprise for placement

· The host enterprise shall be eligible (see 8.1);

· The following types of organisations are not eligible as host organisations: 

· EU institutions and other EU bodies including specialised agencies (their exhaustive list is available on the website ec.europa.eu/institutions/index_en.htm);

· organisations managing EU programmes (in order to avoid a possible conflict of interests and/or double funding);

· national diplomatic representations (embassies and consulates) of the home country of the student (i.e. the country of the home institution of the student and the country of origin/citizenship of the student).
8. Duration and composition of student mobility 

· For Erasmus study and placement mobility the minimum period is 3 months (or one full academic trimester/term for studies) and the maximum period is 12 months. 

· As an exception, the minimum duration for Erasmus student placements in short-term higher vocational education is 2 months.

· A study mobility to multiple locations is only allowed when it takes place within a double or joint degree programme or within a single host institution having different branches (in the same or different countries) and within the same Learning Agreement.

· A placement mobility to multiple locations is only allowed when the host enterprise/organisation signing the Training Agreement takes the responsibility for the whole duration of the placement. This implies that there is a relationship between the multiple host enterprises/organisations (e.g. the hosts are the headquarters of an enterprise and its branches in the same or different host countries) and that only one Training Agreement is signed. 

· All mobility periods spent in more than one location (in the same or different countries) as part of an overall mobility in principle need to respect the minimum duration in each location. The mobility period in one location as part of an overall mobility may only be shorter than the minimum duration if there is a strong academic justification (or a professional justification in case of placements). In this case, the overall mobility period shall not be less than three months. The host location to be reported for statistical purposes is the one of the institution/enterprise/organisation that signed the Learning or Training Agreement or, in the case of double and joint degrees, the one where the student spent the longest period. In case of equal periods, one of the periods is reported.
· The overall mobility must take place in consecutive periods or – in the case of mobility for studies - at least in the same academic year.

· For placements, the period of mobility abroad may be interrupted by the enterprise holidays if the enterprise is closed during this period. The grant is maintained during this period. The closure period does not count towards the minimum duration of a placement period.

9. Recognition and Learning Agreement or Training Agreement

· Before a student commences an Erasmus study period, his/her home institution shall check that the programme of study to be followed at the host institution is acceptable for the purposes of the degree the student is currently working toward, and that the Erasmus studies can therefore be recognised following its satisfactory completion.

· For study mobility, each student shall be issued a Learning Agreement in advance of the study period. The initial Learning Agreement shall be signed by the home institution, the host institution and the student. It can be modified subsequently by common agreement.

· For placement mobility, the student must be provided with a personalised Training Agreement (see 8.1) regarding the programme of the placement period; the initial agreement must be signed by the home institution, the host enterprise/organisation and the student. It can be modified subsequently by common agreement. Within the first week of arrival the student shall discuss in detail the tasks to carry out with the mentor to come to a common understanding.

· Any revision to a Learning/Training Agreement found to be necessary when the student first arrives at the host institution shall be finalised and formalised within one month of the student’s arrival. Any subsequent changes to the Learning/Training Agreement which become necessary shall be formally agreed by all three parties and executed promptly.

· Upon satisfactory completion of the mobility period, the host institution/enterprise/organisation shall provide the student with a transcript of records or a transcript of work completed in accordance with the Learning or Training Agreement.

· Credits for, or recognition of studies or the placement undertaken by the student at the host institution/enterprise/organisation may be withheld only if the student fails to achieve the level of academic/professional attainment required by the host institution/enterprise/organisation or otherwise fails to satisfy the agreed conditions required by the participating institutions for recognition. 

8.3.2.3. Additional rules concerning student mobility

10. Student activity in the host country

· Erasmus student mobility periods shall consist exclusively of the following activities abroad: 

· Full-time undergraduate or postgraduate studies (short cycle, bachelor's, master's and doctoral or other equivalent diploma studies if the three-cycle structure is not implemented), including thesis preparation (but excluding research activities not specifically forming part of a course of studies), leading to a recognised diploma or degree, at an EUC-holding institution. 

· Full-time placements provided that the placement is recognised as a part of the student’s programme by the home institution.

· A combination of a period of studies and a placement (see point 16). 

11. Zero-grant students

· Erasmus allows for "zero-grant Erasmus students" (both for study and placement mobility), i.e. students who fulfil all Erasmus student mobility criteria and benefit from all advantages of being an Erasmus student without receiving an Erasmus mobility grant. The rules stated in this guide, except those relating to the allocation of grants, also apply to such "zero-grant Erasmus students".

12. Mobility to the home country

· A national of a participating country who is temporarily resident in another participating country for the purpose of pursuing a programme of education at a HEI shall be eligible to undertake an Erasmus study or placement mobility to its country of origin/citizenship, but shall be given lowest priority in the selection of applications.

· In case of study mobility, home institutions shall draw to the attention of the prospective host institution that "return to home country" students are being proposed. 

13. Multiple Erasmus periods 

· During his/her higher education studies, an individual may receive a maximum of two Erasmus mobility grants:

· one grant for a study period abroad;

· one grant for a placement period abroad;

· The total duration of all grants may not exceed 24 months. 
· The rules apply independently of whether it is a zero-grant
 student or not.

· Transition period: taking into account the grants awarded under the predecessor programmes Socrates and Leonardo da Vinci II, the following rules apply: 

· if a student has had one grant for a study period under the Socrates II programme, s/he can be awarded a grant for a placement under the LLP;

· if a student has had one grant for a placement under the Leonardo da Vinci II programme, s/he can be awarded a grant for a study period under the LLP;

14. Prolongation of a mobility period

· NAs are free to set the rules for HEIs regarding a prolongation of the mobility period under the following conditions.

· A prolongation of an ongoing mobility period may be agreed between the home and the host institutions subject to the following:

· The agreement must be made and arrangements completed in advance of the scheduled completion of the current Erasmus period.

· The additional period must follow immediately after the ongoing Erasmus period. There can be no gaps (holidays and university closures are not considered "gaps") unless duly justified and approved by the NA.

· No mobility period, including any prolongation granted, shall extend beyond 30 September (or beyond the end) of the academic year in which it commences. 

· By way of derogation, placements may end on 31 October N+1 at the latest under the circumstances and conditions stated in section 8.2.7 point 8.

· NAs have to set the rules for HEIs regarding grant allocation for the additional period within the limits set out in the relevant Call for proposals.

15. Interruption of a study or placement period

· If an Erasmus student has to interrupt his/ her study or placement period abroad due to an individual case of 'force majeure' before the minimum mobility period is finished, it is allowed to give him or her a second chance on the following conditions:

· the new mobility period shall be of the same type as the interrupted one (study or placement);

· a new learning/training agreement must be signed;

· reporting shall be done separately for each of both mobility periods.

· If the Erasmus student has to interrupt his or her study or placement period abroad due to an individual case of 'force majeure' after a period which is longer than the minimum mobility period, the student cannot benefit from a second stay abroad.

· For cases of 'force majeure' resulting in the collective interruption of the mobility abroad of groups of students, see section 8.2.13.(4).

16. Combination of placement and studies during a single study mobility period

· It is possible to combine a period of placement with a period of study in a single "study" mobility period abroad. Single period means that: a) the placement must take place under the supervision of the same receiving HEI where the student will carry out his/her study; b) the two activities must take place in consecutive periods or at least in the same academic year. The grant rates used for the "combined period" are the rates for studies.

· The duration of the combined period is between 3 and 12 months. This means that it is possible, for instance to combine 1 month of placement and 2 months of studies.

· If a student has had one grant for a placement under the Leonardo da Vinci programme as part of non-tertiary vocational education and training s/he can be awarded a grant for a higher education study period with an embedded placement period.

17. Particular conditions relating to students from Luxembourg for mobility for studies

· In addition to awarding grants to students and staff whose home institution is situated in Luxembourg, until the academic year 2010/11 the NA also awarded mobility grants for studies to eligible students who are Luxembourg nationals but whose home institution is situated in another country participating in the LLP. This particular condition is no longer applicable since 2011/12. 
· Those particular conditions do not apply for placements. 

18. The Erasmus Student Charter

· All the rights and obligations of an Erasmus student are written down in the Erasmus Student Charter, which is given to each student before leaving for his/her study period abroad. National Agencies shall ensure that each outgoing student receives a copy of the Student Charter. The Charter is available on the Erasmus website www.ec.europa.eu/education/erasmus . 

8.3.3. Eligibility criteria for staff mobility (teaching assignment / staff training mobility)

8.3.3.1. Criteria applying to the teaching and other staff 

1. Teaching assignment: to be eligible for a teaching assignment, staff shall be employed by an HEI holding an EUC or by an enterprise (see 8.1). The teaching assignment shall be carried out in an HEI holding an EUC.

2. Staff training: the staff involved in staff training shall be employed by an HEI holding an EUC. 

3. Teaching and non-teaching staff participating in staff mobility shall be a national of a country participating in the Lifelong Learning Programme or a national of another country employed or living in the participating country, under the conditions fixed by the participating country, taking into account the nature of the programme (see the relevant NA website).

8.3.3.2. Criteria applying to the mobility and the HEIs/enterprises

4. Eligible institutions and inter-institutional agreement between HEIs:

· The host HEI for a teaching assignment shall be the holder of an EUC;

· The enterprise shall be eligible (see 8.1) as host institution for staff training;
· Teaching assignment mobility between HEI to be carried out is based on inter-institutional agreements. This rule does not apply for mobility between HEI and enterprises.

· At least the sending or the receiving country must be an EU Member State.

5. Agreed teaching programme/training programme
· Teaching assignment: prior to departure, the partner higher education institutions shall have formally agreed on the teaching programme of lectures to be delivered by the visiting teacher by exchange of letters or electronic messages (see 8.1).

· Staff training: prior to departure, the partner institutions or the sending institution and host enterprise/organisation shall have agreed on the training programme (see 8.1) to be carried out by the visiting staff. Language training and attendance of seminars, workshops and conferences can be considered for staff training mobility. These training activities shall not represent the majority of total Erasmus-funded training days per sending institution and per HEI mobility grant agreement.
6. Duration

· Teaching assignment: there is an obligation to deliver at least 5 hours of teaching (i.e. at least one day). A minimum duration of 5 working days is strongly recommended to provide a meaningful contribution to the teaching programme and international academic life at the host institution. Shorter periods shall be exceptional. The maximum duration is 6 weeks.

· Staff training: the duration of the mobility shall be from 5 working days to 6 weeks. Stays shorter than 5 working days are allowed in the case of attendance of seminars, workshops and conferences. However, the institution shall provide a justification in such cases with specific attention to the content and relevance for the staff concerned.
8.3.3.3. Additional rules for teaching assignments/ staff training mobility

7. Priority to first time mobility and limits to multiple mobility
· To ensure the participation of the greatest possible number of teachers/staff priority shall be given to teachers/staff going abroad for the first time. 
· The NA may limit the number of staff mobility periods per teacher or other staff within a given time period.
8. "Zero-grant" Erasmus teachers or staff going on Erasmus staff mobility are allowed. 

9. The NA may apply a ceiling or a maximum covering percentage for the reimbursement of travel costs (cf. LLP Guide, Part I, chapter 4.C.B). The maximum ceiling or covering percentage may be zero. 
10. The contribution to subsistence costs may cover travel time. In such case the NA may award support in terms of an extra daily subsistence allowance for one travel day before and after the teaching or staff training period.
8.3.4. Grant agreement for student mobility
 

8.3.4.1. Grant agreement including Learning / Training agreement

11. A model grant agreement between HEI and students for placement mobility is annexed to this Guide for NA. This model includes the minimum requirements. 

12. The grant agreement documents shall include the Learning or Training Agreement (see 8.1). 

13. Written records shall be kept confirming that students who are awarded an Erasmus mobility grant have been informed of and have accepted the terms and obligations resulting from the grant agreement before the mobility commences.

8.3.4.2. Grant amount

14. The grant amount for each individual student is calculated by the home institution on the basis of the guidelines issued by the NA. Zero-grant students shall also be required to acknowledge the terms and obligations of their mobility agreement.

8.3.4.3. Student reporting and closure of grant agreement with students 

15. All students who have undertaken Erasmus mobility shall be required to complete a student report following completion of the mobility.

16. The HEI or the NA (depending on the management model) shall reclaim from students and staff any sum not used in accordance with the contractual provisions. 

17. The failure of a student to fulfil the requirements of his/her study/placement agreement may be grounds for a request for partial or full reimbursement of the grant. Reimbursement shall not be requested where a student has been prevented from completing his/her planned activities abroad due to a case of force majeure. Such cases shall be reported by the sending institution and be subject to the written acceptance as case of force majeure by the NA. 

8.3.5. Relationships for teacher assignment mobility – teaching programme

18. For teaching assignments, the NA will either provide all HEI with a standard grant agreement between the sending HEI and the teacher or approve the grant agreement format proposed by the HEI. Financial commitments must be specified. As regards the content of the assignment, the agreement must comply with the "minimum requirements for the teaching programme" annexed to the standard grant agreement between NA and HEI for mobility in Annex II-C to this Guide for NAs. The parties involved will be bound by the individual "teaching programme" (see 8.1) formally agreed prior to the mobility period by all parties by exchange of letters or electronic messages. The institutions will be responsible for the quality of the mobility period abroad. Upon return, the beneficiary shall draft a short report with the main results. 

8.3.6. Relationships for staff training mobility – training programme
19. For staff training, the NA will either provide all HEI with a standard grant agreement between the sending HEI and the staff member or will approve the grant agreement format foreseen by the HEI. Financial commitments must be specified. As regards the training activity to be carried out, the agreement must comply with the "minimum requirements for the training programme" annexed to the standard grant agreement between NA and HEI for mobility in Annex II-C to this Guide for NAs. The parties involved will be bound by the individual training programme (see 8.1) formally agreed prior to the mobility period by all parties by exchange of letters or electronic messages. Upon return, the beneficiary shall draft a short report with the main results. 
8.3.7. Changes to student and staff grant agreements
20. In case of changes to the student/staff grant agreement at the request of the student/staff or if the change is not to the detriment of the student/staff, a formal notification by letter or electronic message sent by the HEI or consortium at the appropriate level to the student/staff is sufficient. This shall be considered as a formal amendment to the grant agreement. 
8.4. Erasmus Intensive Language Courses (EILCs)

8.4.1. Financial and additional rules for EILC – lump sum financing of courses 

1. The grant is a lump sum amount granted per course to contribute to the costs incurred by the institution in organising and running the language course
 for host Erasmus students. This amount must be the same for all the courses organised in the country. 
2. In case the NA budget does not allow to support all quality applications, the NA may offer applicants that passed the minimum threshold in the quality assessment to organise a course without a financial contribution of the NA (zero-grant EILC). The applicants have to agree to undertake the EILC without grant support according to the conditions set out in the standard grant agreement and in the approved grant application.
8.4.2. Possible additional amount to the grant for Erasmus students

3. The home institution may award a supplementary grant to an outgoing Erasmus student participating in an EILC, from their SM budget to cover travel and subsistence costs of the students attending the course. An EILC grant is intended to offset a part of the additional costs of taking part in an EILC before the student has started his/her Erasmus period. In case an EILC is held parallel to the Erasmus period, an EILC grant shall under normal circumstances not be awarded. However, there may be circumstances when a supplementary EILC grant may be justified, i.e. when there are extra costs involved in participating in an EILC. The Erasmus student grant for the participation in an EILC and the EILC period shall be recorded in the study or placement grant agreement or in a separate grant agreement.
4. A time gap between the end of the EILC and the start of the student mobility period is allowed. However, both the EILC and the mobility period shall take place during the same HEI mobility grant agreement period. No separate travel grant for the participation in an EILC may be provided in case of a time gap. For statistical purposes, the beneficiary shall record as the starting month of the mobility period the starting month of the EILC and register the total duration of the mobility period (i.e. EILC plus mobility period but excluding the time gap between both). Further details on the exact dates of both periods shall be registered in the field provided for "Comments" in the reporting tool.
5. As a general rule, the EILC period shall always be included in the duration of the mobility period for reporting purposes even if the student has not been awarded a grant for the participation in the EILC.
8.4.3. Funding for participation of Comenius and Grundtvig Assistants

6. Erasmus students have priority for places in an EILC. If there are further places available in an EILC, Comenius and Grundtvig assistants may participate as well. 

7. The participating Comenius and Grundtvig Assistants receive funding from the Comenius or Grundtvig budget of their home country.

8.4.4. No EILC fees for Erasmus students and Comenius and Grundtvig Assistants

8. Erasmus students can not be charged a study fee for participation in an EILC. However, fees may be charged for excursions and similar optional events and for other charges that Erasmus students normally may be asked to pay. The same rules apply for Comenius and Grundtvig Assistants.

8.4.5. Duration of an EILC 

9.  The EILC must have a minimum of 60 teaching hours in total, but at least 15 teaching hours per week (plus self study and language lab). The duration of an EILC shall be 2 to 6 weeks.

8.4.6. Recommended number of participants 

10. Small groups of participants are strongly recommended (around 15 to 20). The minimum number of participants shall be 10. The cost-effectiveness of the EILC has to be ensured. If the final number of participants is less than 10, the NA may reduce the grant amount partially or fully (see section 3.7.1 point 4).

8.4.7. EILC organising institutions 

8.4.7.1. Call for Proposals and selection of EILC organisers 

11. The selection of organising institutions (OIs) may take place on the basis of a Call for Proposals published by the NA in addition to the general LLP Call for Proposals.

12. The eligibility/validity period of EILCs is 1 June N to 31 May N+1.

13. Eligible organisers of EILCs are HEIs that are holders of a EUC or other organisations specialised in language training in the less widely known languages of the participating countries. 

14. The organising institutions shall have excellent capacities for organising and hosting EILCs. It is an advantage when the institution already has the required infrastructure as well as solid experience in organising this type of event.

15. In selecting course organisers, the NA shall ensure that places are available nationally to students continuing their Erasmus study/placement period at institutions which do not offer EILCs. The calendars for the organisation of EILCs as well as for student application and selection are annexed.

16. The selected EILC organisers shall fill in the "Organising institution's information form" (annexed to the grant agreement on EILC) with information about the EILC for potential participants. The EILC organising institution shall provide accommodation for all participants. The assessment of the performance of the students, as well as issuing certification and ECTS credits are highly recommended.

17. The NA organises the grant award procedure in line with section 3.6 of the Guide for NAs.
8.4.7.2. Grant agreements 

18. The NA shall issue and administer grant agreements to OIs as defined under section 3.7 of the Guide for NAs, using the compulsory standard grant agreements provided.

8.4.8. Selection of participants in an EILC 

8.4.8.1. Eligible participants

19. Students who have been selected for an Erasmus study/placement period in an EILC-eligible host country/region are eligible. 

20. Comenius and Grundtvig Assistants are eligible for participation in an EILC.
21. The participants shall take an EILC in the same country as the study or placement mobility.
22. Courses are held at beginner and/or intermediate level. Students whose main subject of studies is the language of the organising country are normally not eligible for participation.

8.4.8.2. Application procedure and deadlines for students

23. Erasmus students apply through their home institution's designated Erasmus office using a standard application form. The home institution's Erasmus office shall be responsible for forwarding the applications by e-mail
 to the selecting institution, together with an electronic confirmation that the applicant has been selected for an Erasmus study/placement period
. The e-mail address to which the application form shall be sent is specified in the organising institution's information form.

24. The home institution shall ensure that the application data required by the organising institution are included in the application form.

25. The home institution decides on its own application deadline for outgoing students (preferably the same as the one which applies to the Erasmus study/placement period), taking into consideration the common deadlines as set out in the annex.

8.4.8.3. Responsibility for the selection of students

26. The final selection of students is the joint responsibility of the EILC organising institution and the NA in the host country.

27. The NA in the host country is responsible for monitoring the selection procedure at national level. It is recommended that NAs participate in the selection by attending or organising selection committee meetings or consulting the EILC organiser otherwise at selection time. The course participants shall be selected in a transparent and coordinated way. It is important to ensure balanced participation as regards geographical spread and subject areas. Priority could be given to students who intend to follow courses during their Erasmus study mobility period in the language of the EILC. This could e.g. be done through a joint selection meeting for all course organisers in the same country.

8.4.8.4. Specific application procedure for Comenius and Grundtvig Assistants

28. Comenius and Grundtvig Assistants apply directly to the EILC host institution (not through their home institution) using a standard application form (available on the EILC website). A confirmation of the Comenius or Grundtvig Assistant's status from his/her home NA must accompany the application. 

29. The Comenius and Grundtvig Assistants are informed individually about the selection results (approval/rejection and possible placement on a reserve list) as soon as possible after the application deadline for summer/autumn courses.

30. For winter/spring courses the same calendar applies to Comenius and Grundtvig Assistants as the one for Erasmus students. 
8.4.8.5. Other recommendations for selection of students

31. Each NA shall provide all HEIs in its country with information about the EILCs and indicative numbers of places available in the various host countries.

32. Each EILC organiser shall draw up a reserve list and be aware of the possibility of a relatively high number of withdrawals.

33. All applicants (both the selected and rejected applicants) shall be informed individually by the EILC organiser about the selection results (including a possible placement on a reserve list) or about the forwarding of their application to a different OI, as indicated by the applicant in the application form.

34. Information about the selection results must be sent to the students as soon as possible after the selection has been made, usually not later than one month before the start of the course. 

35. The OI shall send information on the selected participants to the home institution/NA after the student has confirmed acceptance of the place.

8.4.9. Reporting 

36. The participating students and Comenius and Grundtvig Assistants shall fill in a "Final report for students" (annexed to the grant agreement on EILC). This document shall be considered as "minimum requirements". 

37. The organising institutions shall fill in a "Final report for Organising Institutions" (annexed to the grant agreement on EILC). This document shall be considered as "minimum requirements".

38. The final report from the NA to the Commission will be a part of the yearly NA report of the Commission-NA agreement. For further reporting requirements see section 8.7 of this Guide for NAs. 
8.5. Intensive Programmes (IPs)

8.5.1. Financial and other rules for IPs

8.5.1.1. Eligible costs

1. There are three categories of eligible costs that may be covered by the grant:

· Lump sum financing for organisational costs relating to the preparation of the IP, its implementation and its follow-up. This grant amount must be the same for all IP courses organised in the country and must be published ex-ante, as part of the relevant national Call for proposals (cf. section 3.2 of the present Guide). The rates set by the NA cannot exceed the maxima set out in the LLP Guide. 
· In case the NA budget does not allow to support all quality applications, the NA may offer applicants that passed the minimum threshold in the quality assessment, to organise an IP without a financial contribution to the organisational costs (zero-organisational cost grant IP). The applicants have to agree to undertake the IP without grant support to the organisational costs according to the conditions set out in the standard grant agreement and in the approved grant application. Grant agreements with a zero contribution to the organisation costs will nevertheless contain the contributions to the subsistence and travel costs as for any other selected IP.
· A flat rate grant based on scales of unit costs for subsistence of students and members of teaching staff. The scales of unit costs must be published ex-ante. The rates set by the NA cannot exceed the maxima set out in the LLP Guide
. Teachers and students from the co-ordinating HEI are not eligible to receive a contribution towards subsistence, if the IP takes place in the town where the co-ordinating HEI is located. Similarly, teachers and students from a partner HEI are not eligible to receive a contribution towards subsistence, if the IP takes place in the town where the partner HEI is located. Only subsistence costs for a maximum of 60 students and a maximum of 20 teachers can be considered eligible. The contribution to subsistence costs of students and teaching staff may cover travel time. In such case the NA may award support in terms of an extra daily subsistence allowance for one day of travel before and after the IP period. 
· Travel costs of students and members of teaching staff. Travel costs for teachers and students from the co-ordinating HEI are not eligible, if the IP takes place in the town where the co-ordinating HEI is located. Similarly, travel costs for teachers and students from a partner HEI are not eligible, if the IP takes place in the town where the partner HEI is located. The number of eligible students travelling from countries other than the country hosting the IP must be at least 10. There is no minimum number for participating teachers, but the ratio of staff to students must guarantee active classroom participation. Only travel costs for a maximum of 60 students and a maximum of 20 teachers can be considered eligible for funding. Travel costs must be claimed on the basis of the real costs incurred (including any costs for entry/exit visas if appropriate); in such case, the NA may apply a ceiling or a maximum covering percentage for the reimbursement of travel costs (cf. LLP Guide, Part I, chapter 4.C.B) which shall be published ex-ante in the relevant national Call for proposals. The maximum ceiling or covering percentage may be zero. 
2. In so far as the NA wishes to have the possibility to limit the IP grant amounts under a given call for proposals, the rules applicable have to be published as part of the national call complementing the general EU call. Such reduction measures cannot be applied by the NA if they were not known to potential applicants at the outset. The reduction of grant amounts has to be applied to all applicants in a fair and transparent way.

3. In this context, only the number of participants in an IP may be reduced, and this in the following way:

· for renewal applications: based upon actual mobility take-up rate in previous year(s);

· based upon criteria for grant calculation published by the NA ex-ante. For example, if a project with a high number of planned participants is considered for funding, the NA may reserve the right (based upon the opinion of the evaluating experts) to reduce the number of mobile participants, with a corresponding reduction in the travel and subsistence costs.

The reduction in the number of participants may not have a negative effect on the feasibility, pertinence and cost effectiveness of the IP. The reduction may not lead to less than 10 mobile students.

4. Students cannot be charged a study fee for participation in an IP. However, appropriate cost-covering fees may be charged – for example for excursions and similar optional events and for other charges that Erasmus students normally may be asked to pay.

5. The IP coordinator will make sure that the grants for travel costs will be paid to the participants. It is recommended that the IP organising institution organises accommodation and/or meals for IP participants. The funds received for subsistence and travel must be used for this purpose and managed in a transparent way.

8.5.1.2. Reallocation of funds for IPs

6. The NA may organise a system of reallocation of funds in case of: 

· Unused funds by project beneficiaries;

· Additional funding available after reallocation of funds between LLP sectoral programme budgets within the Commission-NA agreement;

· Additional funding made available to the NA from the EU budget.

7. The reallocation of funds has to be organised within the timeframe set in the calendar for the use of funds (cf. Annex 1 of the COM-NA Agreement). The NA shall apply the following procedure:

· Projects placed on a reserve list following the initial selection round qualify per definition for support in the case of reallocation of funds;

· If the reserve list is exhausted, the NA may launch a restricted national call for proposals, addressed only to beneficiaries having an open grant agreement supported from the budget year N:

· The beneficiaries report on the use of funds and state any need for supplementary funds;

· The grant amount can only be increased for the budget headings for travel and subsistence to account for additional participating students and teaching staff; the lump sum allocated for the organisation of an IP cannot be increased in any case;

· The NA organises an appropriate evaluation committee according to the rules set in the Guide for NAs (section 3.6.2.3) and draws up a list of additional financing proposals;

· Subsequently, the NA issues the necessary amendments to the grant agreements.

8.5.1.3. Composition of an IP

8. The IP consortium involves at least three participating institutions from three different countries participating in LLP. At least one participating institution must be from a member State of the European Union.

8.5.1.4. Duration of an IP

9. The minimum duration of the IP is 10 continuous full days of subject-related work. The maximum duration is 6 weeks of uninterrupted teaching sessions. The subject-related working days do not include preparatory work, social programme outside the IP topic or travel days (arrival and departure are not considered as working days if no teaching activities take place). The IP must take place without interruption and subject-related work days can only be separated by weekends.

8.5.1.5. Location of an IP

10. The planned location of the IP must be in a country eligible to participate in the LLP.

8.5.1.6. Participating students and staff

11. Participating students and teaching staff shall be either nationals of a country participating in the Lifelong Learning Programme or nationals of other countries enrolled in regular courses in institutions of higher education of a country participating in the Lifelong Learning Programme or employed in a participating country, under conditions fixed by each of the participating countries, taking into account the nature of the programme (see the relevant NA website).

12. The participating students shall be registered in one of the participating institutions. The number of students travelling from countries other than the country where the IP takes place must not be less than 10.

8.5.2. IP selection and contracts

8.5.2.1. Call for proposals

13. The selection of IP may take place on the basis of a national Call for Proposals published by the NA in addition to the general LLP Call for proposals. No national priorities can be set for this action. 

14. The eligibility/validity period of IP is 1 September N to 31 August N+1. Exceptionally, the end date of the IP may be after 31 August N+1, provided that the starting date is within the above defined eligibility period.

15. The coordinating HEI for the IP will apply to the NA of its country using the official application forms (to be completed by the NA with its specific national information).

16. An IP with the same or very similar partnership and the same or very similar topic may be granted by only one National Agency under the same Call.
17. When there is a change of coordinator between years, but in the same country, the 2nd/3rd year's application shall be considered a renewal. However, if the coordination of an IP moves to another country than the one in which the initial coordinating institution was located, the application will be considered and assessed by the NA of the country of the new coordinating institution as a new application. The total duration of funding of the same or similar IP, however, cannot exceed three years.

8.5.2.2. Application procedure and selection 

18. The NA organises the grant award procedure in line with section 3.6 of the Guide for NAs and using the IP assessment handbook for NAs and experts as well as the IP assessment form provided in annex to this Guide.

19. The NA publishes the grant award results on its website in line with section 3.6 of the Guide for NAs.

8.5.2.3. Grant agreements 

20. The NA shall issue and administer grant agreements as defined under section 3.7 of the Guide for NAs, using the compulsory standard grant agreement for IP provided. 

8.5.3. Reporting

21. The report on IPs will be part of the yearly report of the Commission-NA agreement. For further reporting requirements see section 8.7. of this Guide for NAs. 
8.6. Frequently asked questions (FAQ)

1. A list with FAQ is accessible in CIRCA.

8.7. Further reporting requirements (final reporting by the beneficiaries)

1. The NA shall collect proper and timely statistical and financial data and possibly narrative information from the beneficiaries (HEI, consortia, EILC Organising Institutions), based on the minimum requirements set out by the Commission (including the data dictionaries and the IP and EILC final report forms provided in annex). The NA shall report the statistical data to the Commission through the NA reporting tool or any other tool provided by the Commission for that purpose (based on the Erasmus data dictionaries).

8.8. Analysis of final reports from beneficiaries 

1. The NA shall check 100% of final reports for decentralised actions. The requirements for the additional checks (e.g. desk checks of supporting documents, on-the-spot checks) that the NA shall make on grant beneficiaries are defined in the annex III-C of this Guide.

2. The NA shall introduce the required information from each final report into the IT management tool made available by the Commission. The NA shall analyse the beneficiary final report information in view of providing the requested information on the results of the actions supported, inter alia, in the context of the Yearly NA Report. 

9. Leonardo da Vinci specificities
9.1. Mobility projects

9.1.1. IT-Systems and tools 

1. In accordance with point 2.8 of this Guide, NAs shall use the IT systems made available by the Commission in view of the implementation of the decentralised actions. In the case of the Leonardo da Vinci programme, the Commission has developed the Rap4Leo tool for reporting on mobility. NA shall use and support this tool in order to allow beneficiaries and participants to complete their final report form on-line up to the finalisation of the projects financed within the call year 2010. The NA shall use and support the Mobility tool provided by the Commission in order to allow beneficiaries and participants to complete their final report form on-line up to the finalisation of the projects funded from the 2011 Call onwards. 
2. For projects funded from the 2008 Call onwards, LLP Link is the common IT tool for programme statistics and management. NAs must therefore ensure that the relevant project data are included in LLPLink.

9.1.2. Grant selection

3. Past performance of mobility intermediaries can be considered for the quality assessment of grant applications Project proposals that have intermediaries as partners with a poor quality and financial track record may be rejected, provided that this criterion has been published ex-ante in the relevant national Call for proposals. 

9.1.3. Rules for grant allocation

4. The general principles of the grant calculation are fixed in the relevant LLP Guide/Call for Proposals. The total grant for a project covers two main parts: the costs related to the mobility of the participant (subsistence and travel) and the costs related to the management of the project (including organisation of mobility and preparation of participants). The grants are calculated on the basis of scales of unit costs allocated as a per capita grant for outgoing mobility. The NA shall publish the rates applied on its website.

9.1.3.1. Grants for subsistence and travel

5. The rates for subsistence published in the LLP Guide/Call for proposals are maximum rates per country of destination. NA shall fix its national rates below or at the level of these maximum rates. The national rates shall not be less than 25 % of the maximum subsistence rates fixed in the LLP Guide/Call for proposals. The NA shall publish the rates applied on its website.

6. Travel costs are refunded on the basis of real costs in case of mobility stays below or equal to 12 weeks. The NA may fix maximum rates for the refund of travel costs. The maximum may be zero. The NA shall publish the rates applied on its website.

9.1.3.2. Persons with special needs

7. In the case of persons with special needs, the NA shall assess the additional grant towards both subsistence and travel costs case-by-case and based on real costs estimated/incurred. In such case, the grant may provide for the subsistence and travel costs of an accompanying person if justified. The NA may set a maximum percentage of real costs or a maximum amount; in such case, the NA shall publish the rates applied on its website. The applicant shall be able to justify in the application form the need for an increased grant amount and to prove real costs incurred at reporting stage. 
9.1.3.3. Management costs

8. Lower than anticipated mobility will result in a reduction of the Management costs grant in accordance with the per capita scales. The NA may foresee that grant amounts shall not be reduced to less than € 500 even where the realised mobility is less than the anticipated mobility. However, if no mobility has been realised at all, the final grant shall be zero. 

9. Should other organisations than the beneficiary (such as intermediaries) be involved in the project, they cannot receive a higher refund of management costs than foreseen in the budget of the project agreement. 

9.1.3.4. Preparation costs

10. The NA shall determine the amounts of the scales of unit costs to be used in their country by respecting the maximum rate fixed in the LLP Guide/Call for Proposals. The NA shall determine the rules and amounts applicable to the preparation of participants in their country which should be differentiated according to the needs of the participant and the conditions/content of the stay abroad. The NA shall publish the rates applied on its website.

9.1.3.5. Limitation of the level of a mobility grant

11. The NA may limit the grants for mobility projects by: 

· Fixing a maximum grant amount for mobility agreements:

· Fixing a maximum number of participants for mobility agreements.
12. The NA shall respect the requirements on ex-ante publication of national grant rates and reduction criteria as set out in section 3.2 of this Guide for NAs.
9.1.4. Grant agreements

9.1.4.1. Grant agreement between the NA and the beneficiary

13. The validity period may start on 1 June of year N at the earliest and has to end on 31 May of year N+2 at the latest (as indicated in the calendar in Annex 1 of the COM-NA Agreement). The NA cannot prolong the grant agreement and validity period beyond the 31 May of year N+2. In respect of the above dates, the NA shall furthermore adapt the validity period of the grant agreements to the actual duration of the mobilities planned, i.e. the validity period of the grant agreement shall not exceed the planned end date of the mobilities by more than two months.

14. The NA shall issue a grant agreement to the beneficiaries of the approved projects using the standard grant agreement provided by the Commission. The NA will be the beneficiaries' principal contact point for all aspects relating to the administrative and financial management of the agreement. Any request with a legal or financial implication must be sent to the NA in writing. The NA shall confirm receipts also in writing. 

15. The beneficiary is responsible to the NA for the implementation of the mobility project as well as for the use of funds received and amounts paid to participants. Accordingly, the beneficiary shall take the necessary steps to ensure appropriate reporting to the NA. The beneficiary shall thus collect all information and/or documents showing that the mobility project has been properly run.

16. The beneficiary may transfer amounts from the budget heading for organisation of mobility to the budget heading for subsistence without prior consent of the NA. Such a transfer has to be reported and duly justified in the final report. 

9.1.4.2. Agreement between the beneficiary and each participant

17. Before the start of the period abroad, the beneficiary has to sign an agreement with the participant, setting the main rights and obligations of both parties (individual grant amount, duration, payment modalities, reporting obligation). This agreement must be accompanied by a training agreement established in cooperation between the sending and the host organisations according to the needs of the participant. 

18. The NA has to use the standard grant agreement text and minimum requirements provided by the Commission.

9.1.5. Reallocation of funds

19. The NA shall organise a system of reallocation of funds in case of: 

· Unused funds by project beneficiaries;

· Additional funding available after reallocation of funds between LLP sectoral programme budgets within the Commission-NA agreement;

· Additional funding made available to the NA from the EU budget.

20. The reallocation of funds has to be organised within the timeframe set in the calendar for the use of funds (cf. Annex 1 of the COM-NA Agreement). The NA shall apply the following procedure:

· Projects placed on a reserve list following the initial selection round qualify per definition for support in the case of reallocation of funds;

· If the reserve list is exhausted, the NA may launch a restricted national call for proposals, addressed only to beneficiaries having an open grant agreement from the budget year N:

· The beneficiaries report on the use of funds and state any need for supplementary funds;

· The NA organises an appropriate evaluation committee according to the rules set in the Guide for NAs (point 3.6.2.3) and draws up a list of additional financing proposals;

· Subsequently, the NA issues the necessary amendments to the grant agreements.

9.1.6. Leonardo da Vinci Certificate for mobility

21. Since the 2009 Call year, it is possible to apply for a Leonardo da Vinci certificate. The certificate will have a link to one or more LdV mobility projects and will give the institution the right to request a grant for another contract period on the basis of a simplified grant application. A certificate will be delivered under the responsibility of an NA based on the usual evaluation and selection procedure.

22. The allocation of the budget between the certified organisations will be done on the basis of their past performance. A certificate is not an automatic guarantee for funding. It can be withdrawn in case of non compliance with the quality criteria set out in the application and in case of breach of financial and operational rules of the Leonardo da Vinci programme. The budgets for certificates will be set at a maximum of 40 % of the annual budget for LdV mobility. NA will set an indicative budget for grants for certified projects and ensure that the distribution of the grants within this group follows transparent rules. Exceptions to this rule have to be formally agreed by the European Commission in advance on the basis of duly justified arguments.

9.1.6.1. Eligibility criteria and general rules for selection

23. The institution has successfully completed at least one mobility project in Leonardo da Vinci in the past 3 years before the application; meaning that the final report has been submitted and accepted by NA. NA may fix supplementary eligibility criteria or limiting rules depending on their national situation. These criteria shall be transparent and ensure equal treatment between potential candidates.

24. A framework has been established for possible further preliminary conditions concerning the delivery of a certificate. The NA will publish its respective rules on its website in order to provide transparency to applicants.

25. General rules applicable in all countries:

· A certificate can only be approved if the corresponding mobility project application is approved;

· The assessment of the project and of the certificate will be done separately; 

· Both assessments will be undertaken by 2 independent experts of which at least one is external, but the project and certificate applications do not necessarily have to be evaluated by the same experts (depends also on availability of experts);

· A certificate will only be awarded if the rating for the project is at least 75 %;
· A certificate will only be awarded if the rating for the certificate is at least 75 %.

26. Specific rules, i.e. possibilities for NA to further limit the award of a certificate – combination of several of these criteria is possible:

· Fix a total budget available for all certified projects;

· Fix a number of certificates to be delivered;

· Limit the certificate to one or two target groups (IVT, PLM or VETPRO);

· Accept a certificate only if the projects assessment receives "x" points (minimum 75/100);

· Accept a certificate only if the certificate assessment receives "x" points (minimum 75/100).

9.2. Partnerships

1. The NA shall follow the interagency consultation procedures and use the common programme management tool, LLPLink. The technical instructions and calendar for matching and selection of Learning Partnerships are defined in Annex III-B of the Guide for NAs.

2. With regard to the rules for grant allocation, the same rules apply as to Comenius Multilateral School Partnerships, see section 7.4.1 above. 

3. With regard to the use of reserve lists, the same rules apply as to Comenius Multilateral School Partnerships, see section 7.2.3.1 above

9.3. Transfer of Innovation projects

9.3.1. Application and selection

9.3.1.1. General principles

1. The applications have to be made on the official form provided by the Commission. Translations by NAs shall respect the contents of the official form. 

2. The NA organises the selection and the evaluation according to the rules described in sections 3.5 and 3.6 of the Guide for NAs and the Annex of the Decision No 1720/2006/EC of the European Parliament and of the Council (especially the rules concerning NA Procedure 2). The NA shall use the common programme management tool LLPLink. The time-table to be respected is given in the roadmap for evaluation and selection of proposals (see Annex III-B).

9.3.1.2. Formal eligibility check

3. For the formal eligibility check, the NAs shall use the eligibility check list provided in annex (see Annex II-B).

9.3.1.3. Quality assessment

4. For the quality assessment, the NA shall use the assessment form and the general assessment guidelines given in annex (see Annex II-B). The form can be edited (translated, NA logos added) but contents or the scores fields may not be changed. In this form the assessment is broken down into 8 European award criteria. These criteria follow the award criteria, which were published in the Call for Proposals
. For those 8 European award criteria, the assessment will be done on a scale from 0 to 100 points. The scoring mechanism/weighting shall be published on the websites of the National Agencies. In case a country has any additional national award criteria (national priorities), their scoring mechanism/weighting shall also be published on the respective National Agency website.

5. Every proposal is assessed by at least two evaluators; at least one of them must be an evaluator external to the NA. For each award criterion, there is a threshold (minimum number of points) that an application must attain to be considered for funding. Failure to reach the threshold in any criterion will lead to the rejection of the application. The arithmetic average of the evaluators' scores shall represent the consolidated score per award criterion. A proposal should only be rejected if the consolidated score for one of the award criteria is below the threshold. The general assessment guidelines (Annex II-B to this Guide) provide recommendations in case of considerable discrepancy between the evaluator's assessments of a proposal. 
6. The final total score of a proposal is the sum of the consolidated scores given per award criterion. It shall reflect the overall quality and merits of the proposal. Evaluators shall therefore be very careful in the appreciation of the proposal's content and make sure that the scoring reflects an objective and coherent appreciation of the proposal.

7. The final selection shall be made on the basis of the final total scores of those proposals that have reached the thresholds of all 8 award criteria after consolidation and on the basis of a balanced coverage of the Strategic priorities of the annual Call for proposals. 
9.3.1.4. Balancing of Strategic priorities
8. Where necessary, the NA shall rank applications that are ex-aequo for a given priority. In doing so, it shall consider the relative scores for the award criterion "Relevance", as this reflects the extent to which the priority is well addressed.

9. In ranking applications, the NA shall give preference to a lower scored application provided that it addresses a priority that is less well covered by applications of a higher score. Such a decision shall be recorded in the evaluation committee minutes.

Note: the Call presents all themes within a priority as being equal and therefore themes may not be used to select one application in preference to another.

10. If there are sufficient good quality proposals, the NA shall rank a similar number of applications per priority in order to achieve a balanced coverage. However, when there are not enough acceptable applications for a priority, it may not be possible to achieve such a balanced coverage (an application whose score for each of the 8 award criteria is equal to, or higher than, the related threshold, is "acceptable").
11. In addition to proposals for selection, the NA shall produce a statement that will be used to explain the extent to which a balanced coverage of priorities was achieved and the decisions taken to achieve this.
12. If the NA cannot select 6 TOI projects due to budget constraints and/or if no applications were submitted for certain priorities, the NA shall try to achieve a balance among those priorities that were addressed by the applications. For example, if an NA can select only 3 projects for funding, it shall select projects addressing 3 different priorities, assuming that acceptable proposals have been received for each of these priorities.
9.3.1.5. Assessment of the cost-benefit ratio 

13. In addition to the quality assessment, the two evaluators shall also undertake an assessment of the grant request which shall result in a proposal for a grant amount to be awarded.

14. The evaluators shall explain their suggestions in the "Feedback form", section "8. The cost-benefit ratio" of the assessment form. Any suggestion to change the budget that is not introduced in the “Feedback form” and not duly justified in the latter shall not be taken into consideration. Please note that the evaluators may not propose a grant amount which is higher than the amount requested in the application. The NA shall check and ensure that this condition is respected in all cases.

15. The two evaluators shall consolidate their budget proposals. If this is not possible, the arithmetic average of the two evaluators' budgets will become the final proposed budget.

16. Please note that a reduction in a budget item leads to a reduction of the total budget; in turn, a reduction of the total budget might also require a reduction of those budget items which are limited by maximum percentages.

17. If appropriate NAs can take the initiative to consolidate a budget and then submit it to the evaluators for formal approval.

9.3.2. Submission of the shortlist to the Commission

1. After the evaluation procedure, each NA shall submit to the Commission a single consolidated list as well as a separate list for each Strategic priority, showing the project applications it proposes to select, ranking by order of merit, as described in the Annex of the Decision 1720/2006/EC, and including a proposal of project applications for each Strategic priority to be put on a national reserve list. The NAs will extract the ranking lists (with the scores per award criteria) directly from LLPLink. In addition to the usual information, the grant award proposal shall contain a checked and consolidated project budget for each project proposed. This budget shall be submitted to the Commission in electronic format via LLPLink.
9.3.3. Analysis of interim and final reports from beneficiaries
1. 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 report 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;

· 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 (see Annexes for TOI interim/final report assessment forms) as well as the legality and regularity of underlying transactions;
· at final report stage, a quality check of the project information introduced in the ADAM Projects and Products Portal for Leonardo da Vinci (see Annex "Quality check of project information in the ADAM data base").

2.
At interim report stage, the same person may undertake the various stages of the assessment. If desirable, the NA may call upon external experts for the interim report assessment. However, the final report shall be assessed by at least one external expert to the NA.

9.4. Preparatory Visit grants

1. Preparatory Visit grants in view of preparing a future Leonardo da Vinci project application shall be managed in accordance with Section 11 of the Guide for NAs.

10. Study visit specificities
10.1. Study visits catalogue

1. The general framework for the themes of the programme, is in line with the priorities of the LLP programme, the Lisbon strategy, the Copenhagen and Bologna processes, and the New Strategic Framework for Education and Training 2020. NAs are responsible for the selection of visit proposals submitted by visit organisers from their country following the “Call for proposals for study visits catalogue” issued by the Commission and Cedefop, via the NAs. For the selection of study visits, the NAs shall take account of the existing framework of themes of study visits as set out in the programme announcement. If so wished, the National Agencies may also include national thematic priorities in their work programme, in agreement with their national authority and the Commission.

2. The study visits catalogue includes three types of study visits: visits on general education, visits on vocational education and training (VET) and visits of a mixed nature providing a lifelong learning approach. 

3. Following the assessment of the study visit proposals, the NA must enter the selected study visits in the programme database (Olive), following the instructions provided by Cedefop on behalf of the Commission, respecting the indicative number of study visits per country. Each country should present one proposal for each ten grants it receives.

4. These proposals, once inserted in the programme database, will also be made available to the Commission. In principle, the Commission and Cedefop accept all proposals selected by the NAs while attempting to ensure a certain balance between the themes and types of visits. The description in the working language of the submitted proposals will be edited by Cedefop in order to produce a clear and understandable description for the potential applicant. So the submitted proposals will form the official catalogue of the programme.

5. The official online catalogue will be available at the Cedefop website to be used for the call for applications. All NAs will establish a link from their respective websites to the Cedefop study visit website for the catalogue to be easily accessible to all potential applicants. The Cedefop on behalf of the Commission also provides a study visit catalogue in printed format for dissemination and visibility of the programme.

6. As from 2010 there are two rounds for applications for each Call. The structure of the catalogue follows this logic.

10.2. Registration of applications

1. Applicants fill the online application form at the Cedefop website that is registered automatically by the system and is given a registration number. The applicant receives an automatic confirmation of receipt of his/her application. 

10.3. Specific rules for study visits

1. The study visit programme follows the academic year. Study visits will be organised in two application rounds. The first round will cover study visits from begin September year N until end February year N+1. The second round will cover study visits from begin March year N+1 until end June year N+1. Since there will be two separate calls for applications, candidates may only apply for study visits enclosed in the call of their interest, during the predefined application timeframe. 

10.3.1. Eligibility rules

1. Individual persons applying for a study visit grant to the NA shall be :

· either nationals of a country participating in the LLP; 

· or nationals of other countries, employed or living in the country of the NA under the conditions fixed by that country.

2. Individual applicants shall be experts and officials designated by national, regional and local authorities, directors of education and training establishments and of guidance and experience accreditation services, and representatives of the social partners. 

3. The profile of the participants shall correspond to one of the following: local, regional and national administration officials, inspectors, directors of education and vocational training institutions, centres or providers, directors of validation and accreditation centres, head teachers, heads of department, teacher trainers, advisers, educational service employees, human resource and company training managers, chambers of commerce/ industry/craft representatives, researchers, directors and employees of labour offices and guidance centres, representatives of employers and trade union organisations, owners of small and medium enterprises etc. The participation of teachers is not a priority, and shall only be accepted upon appropriate justification.

4. Applicants who have not yet participated in a study visit shall be given priority. Grant applications for renewed participation shall be well motivated and exceptionally approved only in justified cases.  They will not be eligible if the applicant received a grant for a study visit under the two previous Calls, i.e. Call 2011 and Call 2012. 
10.3.2. Quality criteria
1. Participants shall represent all parts of the education and training system (i.e. general and vocational education and training) and shall be able to act as "multipliers", i.e. they shall be persons who exercise responsibility at local, regional or national level and whose expertise can be used to increase the awareness of others about policy and practice in other participating countries and contribute to policy innovation and exchange.

2. The NA shall see to it that people representing all stakeholders of education and vocational training in the country should participate in the Study visits, including representatives of relevant social partners.

3. The NA shall ensure that the proposed candidates are able to communicate in at least one EU language other than their own. They should have a good command of the working language of the study visit in order to participate actively in discussions.

10.4. Matching procedure

1. Cedefop, in cooperation with the Commission, starts the matching procedure as soon as the deadline for submitting applications (as announced in the relevant Call for proposals) is closed. The Commission and Cedefop normally accept all candidates proposed by the NAs, unless there is evidence of non-compliance. For the matching meeting, the Commission and Cedefop may call upon the assistance of some representatives of the NAs.

2. Grant applicants make up to four choices for a Study visit. Cedefop will in the first place respect their first choice, or the priority given by the NA. If this is not possible, Cedefop will assign the applicant to one of his/her other choices, or to another study visit, while respecting the following parameters, in the proposed order: 

· Theme and topic of the Study visit,

· Applicant's linguistic abilities,

· Period of the Study visit.

· Country to be visited.

3. The grant applicants will be informed by the NA of the result of the matching procedure before the end of July of year N (for the first round), or the end of December of year N (for the second round). They may introduce a single request for re-assignment. If the participant is not in a position to accept the new proposal, his/her application will be cancelled and the NA concerned will be invited to nominate a replacement candidate from the waiting list. Cancelled candidates for the first round are free to apply for the second round.

10.5. Technical instructions for selection and matching

1. Each NA has the following tasks that must be completed within 4 weeks after the application deadline (T): 

· to perform the eligibility and quality assessment of the application; 

· to prepare and organise the evaluation committee and take the national grant award decision; 

· to input the results of the national grant award procedure in the programme database, as follows:

· Status “approved”;

· Status “waiting list”;

· Status “approved - no EC funds” in the case where the applicant will be funded from another decentralised LLP action or from another source (see also Section 10.7);

· Status “cancelled” when the applicant has withdrawn;

· Status “deleted” in the case of errors, such as double input;

· Status “rejected”. 

· to send a national nomination list to the Commission and Cedefop; 

· to draw up a sufficiently long waiting list of relevant candidates. 

10.6. Notification of results and withdrawals/replacements 

1. The NA notifies grant applicants of the grant award decision in accordance with section 3.6.4 of the Guide for NAs.

2. Beneficiaries nominated for a certain Study visit but who have to withdraw for a justified reason will be proposed an alternative Study visit by the NA based on the professional background of the applicant and availability of places in groups.. They may accept this new proposal or withdraw their application. In the latter case, the NA will propose another participant from the waiting list. The NA should first make an attempt to replace the participant in the group from which he/she withdraws. The National Agency will notify Cedefop of any withdrawals, changes and replacements for necessary updates to be made in the programme database (Olive).

10.7. Participation of "other" education and VET specialists without a Study Visit grant

1. Participation in Study visits is open to beneficiaries of a grant under other decentralised actions of the programme (such as Comenius In-service training and Grundtvig Visits and Exchanges) provided that there are places available in the Study visits programme. This means that grant applications under these other LLP actions can be considered only after the selection of the participants in Study visits applying for a grant from the Study visits programme is finalised. Grant applications under other LLP actions shall be assessed firstly against the criteria of the action concerned with regard to the eligibility check and quality assessment. If they can be accepted on this basis, their compatibility is secondly checked with the criteria applicable to Study visits, notably in terms of required participant profile. In case they can be accepted, these applications shall be funded in accordance with the grant allocation rules of the LLP action under which the application was made and the grant amount awarded cannot exceed the grant amount requested. 

2. Other categories of participants may participate WITHOUT a EU grant:

· own initiative participants: whatever their origin, they may participate in the Study visit programme on the following conditions: the general conditions for participation shall be respected, they shall be accepted by the NA of the country where their application is introduced; their application shall be notified to the Commission and Cedefop in the same way as the other participants; vacant places shall be available in the Study visit of their choice, including approval by their NA; 

· nationals: may be included in groups of visitors in their home country as places are available and upon approval by their NA. They cannot benefit from a EU grant;

· In specific cases also EU staff, EU Agencies' staff and NA staff may participate in the programme (for NA staff, this applies exclusively for candidate countries during the preparatory measures phase). 

3. As there is no specific deadline for participants supported by other decentralised actions of the Lifelong learning programme, the action-specific deadlines shall apply. The inclusion of these participants in the Study visit programme shall be made within reasonable terms. Considering that priority shall be given to applicants for a Study visit grant during the matching procedure, the assignment of other participants will be made after the matching procedure is finalised.

4. Participants of all categories mentioned in this section (whether receiving a grant or not) will have to be registered in the programme’s database (Olive) as Study visit participants, with the status « approved - no EC funds ». 

10.8. Grant calculation rules

1. During the assessment of the grant applications, the NA is required to calculate the grant amount to be awarded to potential successful applicants. 

2. With the average grant for the country concerned as starting point, the NA shall calculate the individual grant, once the final destination of the participants is decided after the matching meeting in accordance with the rules set out in the Call for Proposals.

3. The NA shall publish the applicable rates in its national Call for Proposals and its information materials and shall ensure equal treatment of applicants by granting the same rate to all applicants in a comparable situation.

4. For subsistence costs, the NA shall grant a lump sum that shall not be less than 75% of the maximum subsistence rates published in the LLP Guide
.

5. Support for travel costs shall be allocated on the basis of real costs.

6. In the case of persons with special needs, the NA shall assess the additional grant towards both subsistence and travel costs case-by-case and based on real costs estimated/incurred. In such case, the additional grant may provide for the subsistence and travel costs of an accompanying person if justified. The NA may set a maximum percentage of real costs or a maximum amount. 

10.9. Grant agreements and reports from beneficiaries

1. The NA shall use the standard agreement for Study Visit grants provided in Annex II-C to the Guide for NAs, respecting the dates set out in the calendar in Annex 1 of the COM-NA Agreement.

2. The final report shall be a simple form in which the beneficiary reports on the activity undertaken and the costs incurred:

· The financial statement included in the final report shall report on the travel costs incurred and the duration of the stay. It must be accompanied by a certificate of attendance in the Study visit issued by the visit organiser, indicating name of the participant and the start and end dates of the stay abroad. 

· The narrative report, the content of which will be defined by the NA, shall provide a clear description of the Study visit. Beneficiaries can be asked to describe clearly what knowledge and/or skills they have acquired from the study visit, the benefit and the findings from their Study visit for their professional development, the impact of the Study visit in contributing to an increased awareness of the importance of the European dimension of their work and how they intend to disseminate the experience gained. Finally, they shall also express their views on how their experience and established contacts may be brought to the benefit of creating or further developing other actions under the LLP. Participants, who were the author of the group report, may consider this as their individual report as well. The group report template for the participant reports will be produced by Cedefop in cooperation with the Commission and the NAs.

3. The NA shall check final reports and underlying documents in accordance with section 3.8 of the Guide for NAs.

10.10. Cancellation of Study visits
1. Study visit grants do not cover cancellation fees. Should the beneficiary of a grant withdraw from a Study visit after having signed the grant agreement with the NA, for reasons other than of “force majeure”, then s/he must pay expenses already made from his/her own resources, and reimburse any pre-financing payment received to the NA.
2. If the beneficiary withdraws from the Study visit due to force majeure or if a Study visit is cancelled by the study visit organiser at a time when a beneficiary - after having signed a grant agreement with the NA - has already incurred expenditure related to study visit participation (such as the purchase of a travel ticket) which can be no longer cancelled or changed, the eligible expenditure incurred as provided for in the grant agreement may be covered by the Study visit grant and reimbursed by the NA.
10.11. NA reporting requirements

1. The NA is required to submit reports in accordance with the NA reporting calendar in Section 6 and using the model report forms in Annex IV. 

2. Data input in the programme database shall be undertaken in accordance with Section 2.8 of the Guide for NAs. 

10.12. Calendar of Study visit activities

1. The calendar of activities will be provided in CIRCA, as well as on the Cedefop Study visits website Olive.

11. Preparatory visit specificities
11.1. Grant calculation rules
N.B. As 2013 is the last year of the LLP, specific rules apply to Preparatory Visits as set out in the 2013 LLP Guide. The Commission will keep the NA informed on the related implementation measures. 
11.1.1. Eligible costs 

1. Grants for preparatory visits consist of the following elements: 

· A contribution towards real costs for travel (including entry/exit visas);

· A flat rate grant for subsistence (including travel insurance) based on the duration of the stay in terms of days needed to perform the activity (i.e. number of days indicated in the application form). 

2. In case of contact seminar participation, the grant consists of the following elements:

· A contribution towards real costs for travel (including entry/exit visas);

· A flat rate grant for subsistence for the days of the seminar. The subsistence grant is included in the fee ("package cost") for participation in the contact seminar. The fee ("package cost) is established by the NA organising the contact seminar. 

3. Preparatory Visit (PV) grants are intended for transnational mobility only. Exceptionally, however, a PV grant may be allocated for in-country mobility if the grant is for participation in a contact seminar (for any sectoral programme) organised by the NA of the country concerned.

4. The NA shall grant not less than 50% of the maximum subsistence rates published in the LLP Guide
. 

5. The NA shall publish the applicable rates in its national call for proposals and its information materials and shall ensure equal treatment of applicants by granting the same rate to all applicants in a comparable situation.

6. In the case of persons with special needs, the NA shall assess the additional grant towards both subsistence and travel costs case-by-case and based on real costs estimated/incurred. In such case, the additional grant may provide for the subsistence and travel costs of an accompanying person if justified. The NA may set a maximum percentage of real costs or a maximum amount.

11.1.2. "Package costs" for contact seminars

7. NAs organising a contact seminar often charge a "package cost" covering costs of accommodation, meals, documentation and possibly participation in cultural events. The package cost shall not cover the cost of organising the contact seminar, such as hiring of meeting rooms, equipment etc. These organisation costs shall be covered by the NA from its operating budget, to which the EU contribution is ensured from the NA operating grant. When preparing a contact seminar, the organising NA shall ensure that the “package cost” or contact seminar fee does not exceed the EU maximum daily rate for subsistence applicable to the country in which the contact seminar is organised.

8. The contribution towards the "package cost" can be up to the maximum subsistence rates for the organising country as indicated in the LLP Guide. If the NA applies lower national rates for mobility in general, it may decide to make an exception for preparatory visits for participation in contact seminars and apply up to the maximum rates for subsistence.

9. Normally, a contact seminar lasts four days, whereby it is usually possible for beneficiaries to travel and arrive on the first day of the seminar and to travel home on the last day of the seminar. In such case, the grant shall be limited to the sum of the package cost and the grant contribution towards travel costs.

10. In exceptional cases, it may happen that the beneficiary is required to undertake travel on the day before the start or after the end of the contact seminar, i.e. in case travel connections do not allow arriving on the first day or leaving on the last day of the seminar. In such case the NA may exceptionally award support in terms of an extra daily subsistence allowance for one day of travel before and after the contact seminar period. However, the total number of days granted cannot exceed the maximum duration for PV grants as set out in the LLP Guide. If the beneficiary decides to travel earlier or leave later for reasons other than the impossibility to travel on the first and last days of the contact seminar, the NA shall not grant any extra allowance for subsistence costs on top of the grant covering the package cost.

11. In terms of payment arrangements, the NA shall apply one of the two options hereafter: 

· Either the NA shall make in advance of the contact seminar a pre-financing payment to the beneficiary of 80% of the maximum contribution towards travel costs plus the total amount of the grant for the package cost. The beneficiary may receive up to 20% of the grant towards travel cost upon submission and approval of his/her final report by the NA, in accordance with the grant rules applicable to travel costs under preparatory visit grants. 

· Or the NA shall make in advance of the contact seminar a pre-financing payment of 80% of the total maximum grant amount. The beneficiary may receive up to 20% of the total maximum grant amount upon receipt and approval of the final report by the NA, in accordance with the rules applicable to eligible costs under preparatory visit grants.

12. Regardless of the payment arrangement chosen, the NA shall transfer to the beneficiary the balance payment only if the final report is accompanied by a proof of participation in the action (certificate of attendance) and by a proof of payment of the contact seminar fee ("package cost").

11.1.3. Cancellation fees

13. The organising NA may apply a cancellation fee (to be set at a dissuasive, but reasonable level e.g. 100€) if beneficiaries withdraw from a contact seminar after a certain date (e.g. one month or less before the contact seminar takes place) and if as a consequence of the withdrawal, the organising NA is obliged to pay booking penalties. If applicable, the organising NA shall inform of any cancellation fee in the advertising package for the seminar (i.e. invitation, registration form). The sending NA shall ensure that potential applicants are duly informed of the cancellation fee provision. A cancellation fee cannot be requested from the beneficiary in case of withdrawal from the contact seminar for reasons of force majeure.

14. The grant does not cover cancellation fees. Should a beneficiary cancel the participation in the contact seminar after entry into force of the grant agreement for reasons other then of force majeure, any cancellation fee required by the contact seminar organiser will be paid from the beneficiary's own resources. The sending NA shall recover any pre-financing payment made and shall close the agreement only after having received the proof of payment of the cancellation fee by the beneficiary to the organising NA.

15. If the contact seminar is cancelled by the organising NA because of lack of participants at a time when a beneficiary – after having signed the grant agreement with the sending NA – has already incurred eligible expenditure related to contact seminar participation (such as travel tickets which can no longer be cancelled or which cost is impossible to recover by the beneficiary), the expenditure incurred may be covered by the preparatory visit grant. 

11.2. Grant agreements

1. Support for preparatory visits is provided in the form of an individual mobility grant. However, the NA shall issue the grant agreement to the home institution of the visiting person, not to that person individually.

11.3. Analysis of final reports from beneficiaries

1. The NA shall check 100% of final reports for decentralised actions. The requirements for the additional checks (e.g. desk checks) which the NA shall make on grant beneficiaries are defined in section 3.8 of this Guide.

2. The NA shall introduce the quantitative information from each PV final report into the programme management tool (cf. Section 2.8 of the Guide for NAs). 

11.4. NA reporting requirements

1. The NA is required to submit reports in accordance with the NA reporting calendar in Section 6 and using the model report forms in Annex IV. 

12. Grundtvig specificities

12.1. Rules applicable to all Grundtvig actions

12.1.1. Grant award procedure

1. The NA is required to organise the evaluation and selection of grant applications according to the rules set out in sections 3.5 and 3.6 of the Guide for NAs.

2. For the formal eligibility check, the NA shall use the common European eligibility forms provided in annex II-B to this Guide.

3. The eligibility criterion for individual mobility regarding nationality is interpreted as follows: "The applicant is a national of a country participating in the Lifelong Learning Programme or a national of another country working or living in a participating country, in compliance with that participating country's legal requirements (please refer to the relevant NA website)".

4. For the quality assessment, the NA shall use the common assessment forms provided in annex II.B to this Guide. The assessment will be done on a scale from 0 to 100 points.

5. For the actions where national priorities are allowed and are applied by the NA, a maximum of 15 points can be given to the national priorities. In technical terms, each national priority can be given a certain number of points, between 1 and 15. The total points for an application can amount to far more than 15 in case the application falls within several national priorities. In this case, however, the applicant will receive only 15 points nonetheless.

12.1.2. Reserve list

6. The NA shall, whenever possible, establish a reserve list of grant applications that could be supported, should further funds become available or certain beneficiaries unable to use the grant already awarded to them (cf. Section 3.6.2.3 of this Guide). In all cases, the NA shall respect the deadlines for issuing grant agreements as set out in Annex 1 of the Commission-NA Agreement. 
12.1.3. Rules for grant allocation

7. With regard to the grant support towards subsistence costs, the NA shall grant not less than the 50% of the maximum subsistence rates published in the LLP Guide. 

8. The NA shall publish the applicable national grant rates in its national Call for Proposals and its information materials and shall ensure equal treatment of applicants by granting the same rate to all applicants in a comparable situation.

9. In the case of persons with special needs, the NA shall assess the additional grant towards both subsistence and travel costs case-by-case and based on real costs estimated/incurred. In such case, the additional grant may provide for the subsistence and travel costs of an accompanying person if justified. The NA may set a maximum percentage of real costs or a maximum amount.

12.1.4. Grant agreements

10. The NA shall use the standard grant agreements provided in annex II-C, in accordance with the rules set out in section 3.7.2 of the Guide for NAs.

11. The NA shall respect the dates for the use of decentralised actions funds as set out in Annex 1 of the COM-NA Agreement, including for the re-allocation of unused funds. 

12. In the case of the mobility actions, the NA shall adapt the validity period of the grant agreements to the actual duration of the mobilities planned. 
12.1.5. Analysis of final reports

13. The NA shall check 100% of final reports. The requirements for the additional checks (e.g. desk checks of supporting documents, on the spot checks) that the NA shall make on grant beneficiaries are defined in section 3.8 of this Guide.

14. Narrative information in the reports is of two types: quantitative and qualitative. The NA shall introduce the required information from each final report into the IT management tool made available by the Commission. The NA will analyse the beneficiary final report information in view of providing the requested information on results of the actions supported in the context of the Yearly NA report (see Annex IV-A). 

12.2. Preparatory Visit grants 

1. Preparatory Visit grants in view of preparing a future Grundtvig project application shall be managed in accordance with Section 11 of the Guide for NAs.

12.3. Grundtvig Visits and Exchanges

1. Type of financing: grants for Grundtvig Visits and Exchanges consist of the following elements:

· A flat rate grant for subsistence based on the duration of the stay (max. 90 days), 

· A contribution towards real costs for travel,

· A contribution towards real costs for a course or seminar fee, up to a limit which may be specified by the NA, (cf. LLP Guide),

· A lump sum amount in support of pedagogic, linguistic and cultural preparation (cf. LLP Guide).

2. In case an applicant requests a grant under Grundtvig Visits and Exchanges for participation in a Study Visit, please refer to the instructions set out in section 10.7 on Study Visits.

12.4. Grundtvig Assistantships

1. Type of financing: grants for Grundtvig Assistantships may consist of the following elements: 

· A flat-rate grant for subsistence based on duration including travel costs;

· A lump sum amount in support of pedagogic, linguistic and cultural preparation (cf. LLP Guide). 
2. The NA may but is not obliged to award support for pedagogic, linguistic and cultural preparation. The beneficiaries have to be able to provide proof of the preparatory activities undertaken, for example a photocopy of the course attendance certificate or an invoice for purchase of relevant aids, etc.

3. One of the types of linguistic preparation available to Grundtvig Assistants is participation in Erasmus Intensive Language Courses. The NA shall inform selected Assistants of this possibility and encourage them to consult the course details listed on the website: http://ec.europa.eu/education/programmes/llp/erasmus/eilc/index_en.html. These courses do not charge any tuition fee.

Assistants shall apply directly to course organisers using the application form available at the address above, respecting the deadlines specified in the form. Erasmus students have priority for course places, but Grundtvig Assistants are also considered eligible. Whether a course is suitable will depend on the timing of the Assistantship; the Assistantship grant is not intended to cover two return travel tickets, so the course would have to take place close enough to the Assistantship start date to allow participation. The Assistantship grant made by the NA can not include additional funding for subsistence for the period of language preparation, other than the lump sum amount awarded in support of pedagogic, linguistic and cultural preparation.
4. In cases where an Assistant wishes to prolong the stay in the host organisation up to the maximum of 45 weeks s/he must request the prior written agreement of the sending NA which may agree to the request by way of a formal amendment to the grant agreement under the following conditions :

· sufficient unallocated funds are available;

· the request is submitted well before the end date of the grant agreement concerned;

· the NA respects the deadline for re-allocation of funds in Annex 1 of the COM-NA Agreement;

· the NA ensures an equal treatment of all Assistants. This may be done by informing them of the possibility to request an extension of their Assistantship through the accompanying letter which is issued by the NA together with the grant agreement. 

12.5. Grundtvig In-Service training

1. Type of financing: grants for Grundtvig In-Service training may consist of the following elements:

· A flat rate grant for subsistence based on the duration of the stay

· A contribution towards real costs for travel.

· A contribution towards real costs, up to a limit which may be specified by the NA, for a course or seminar fee (cf. LLP Guide).

· A lump sum amount in support of pedagogic, linguistic and cultural preparation (cf. LLP Guide). 
2. With regard to reserve lists for Grundtvig In-Service training, the same rules apply as for Comenius, as set out in section 7.2.3.2 above.

3. With regard to the management of the budget for IST grants, the same rules apply as for Comenius, as set out in section 7.5.3.1 above, except the participation in Study Visits, which is open only to beneficiaries of Grundtvig Visits and Exchanges.

4. With regard to the database for In-service training activities, see section 7.3 under Comenius above.
5. With regard to the cancellations of in-service training events, the same rules apply as for Comenius, as set out in section 7.5.3.2 above.
12.6. Grundtvig Workshops

1. Type of financing: the grant to the Workshop organiser is made up of two elements:

· A lump sum for the organisation of the workshop,

· A flat rate amount for subsistence based on duration, including travel costs, for participants,

· A lump sum amount per participant in support of pedagogic, linguistic and cultural preparation (cf. LLP Guide). 
2. If the Workshop has been cancelled due to an insufficient number of learners, the NA is entitled to claim the reimbursement of the pre-financing, minus the expenses incurred by the Workshop organiser in finding learners. These expenses are reimbursable on the basis of real costs and must demonstrate that adequate efforts have been made by the Workshop organiser to find learners.

12.7. Grundtvig Learning Partnerships

1. The NA shall follow the interagency consultation procedures and use the common programme management tool, LLPLink. The technical instructions and calendar for matching and selection of Learning Partnerships are defined in Annex III-B of the Guide for NAs.

2. With regard to the rules for grant allocation, the same rules apply as to Comenius Multilateral School Partnerships, see section 7.4.1 above. 

3. With regard to the use of reserve lists, the same rules apply as to Comenius Multilateral School Partnerships, see section 7.2.3.1 above.

12.8. Grundtvig Senior Volunteering Projects

1. Senior Volunteering Projects will be funded on the following basis:

· Funds are awarded ONLY to the participating organisations, not directly to the individual participants.

· Each participating organisation receives a grant from the NA in its country. Only if the applications of the organisations in both countries are accepted, the project is approved.

· The project grant consists of funds relating to the role of the organisation BOTH as sending and as hosting organisation of the volunteers.

2. Type of financing: the grant for a Senior Volunteering Project will consist of: 

· Amounts for sending out volunteers: 

	Type of grant
	Costs covered
	Basis for calculation

	Mobility grants awarded to individuals 


	International travel of volunteers
	Contribution towards real travel costs, to be accounted for per participant

	Grants for organisations organising mobility


	Organisation costs:

· Contacts with partner organisation

· Pedagogic, linguistic and cultural preparation

· Communication with volunteers when abroad

· Follow-up

Other organisational costs
	Flat rate grant on the basis of the number of volunteers sent


· Amounts for hosting volunteers: 

	Type of grant
	Costs covered
	Basis for calculation

	Mobility grants awarded to individuals 


	· Board and lodging

· Local travel 

· Insurance

· Personal, pedagogic, linguistic and cultural support
	Flat rate grant based on subsistence rate for the specific host country concerned

	Grants for organisations organising mobility
	Organisation costs


	Flat rate grant on the basis of the number of volunteers hosted


13. 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

II.A – Declaration on the absence of conflict of interest

II.B – Grant award procedure: checklists and assessment sheets

II.C – Standard grant agreements and report forms

III. Technical instructions

III.A – Visual identity rules: use of programme logo
III.B – Grant award procedure: assessment and selection instructions

III.C – Primary checks of beneficiaries: minimum required coverage; practical guidance
III.D – Use of budget for decentralised actions

IV. NA report forms
IV.A – 2012 Yearly NA report forms

IV.B – Request for pre-financing payment
IV.C – Change of NA contract and bank details
IV.D – Ad hoc report on irregularities and fraud
IV.E – Request for waiver of recovery order

IV.F – Report on interest earned

Annex I 
Glossary 


	Term
	Definition

	Applicant
	The person or organisation/institution submitting a grant application to the NA.

	Application form
	Standardised form to be completed by a potential applicant in view of submitting a grant application. May be a form in electronic or paper format.

	Assessment
	Evaluation of a grant application or a report from a beneficiary, based on standardised criteria and tools (guidelines, checklists etc.).

	Assessment form
	Standardised form to be completed by an assessor in relation to the assessment of a grant application or report from a beneficiary. May be a form in electronic or paper format.

	Assessor
	Person called upon to assess a grant application, a report from a beneficiary etc.

	Audit trail
	System of formalised procedures and tools allowing to checking for all stages in a process which decision was taken on which basis by whom and when.

	Award criteria
	Criteria that are used to assess the quality of a grant application in the light of the objectives and priorities set. Criteria used to compare the quality of grant applications in a selection round in view of their ranking in order of priority. 

	Balance payment
	Final payment of a grant upon assessment and approval of a final report including acceptance of both the activity and financial report sections as well as any other supporting document, product etc. that may be required according to the grant agreement.

	Beneficiary
	The person or institution/organisation who/which signs the grant agreement issued by the NA.

	Call for proposals
	Public document setting out the specific conditions for submitting a grant application under a given programme (action) and specifying the criteria on the basis of which the grant award procedure will be undertaken. Complementary document to the Lifelong Learning Programme Guide.

	Candidate
	(Potential) applicant

	Check
	Control of beneficiaries in view of checking their compliance with contractual conditions set in the grant agreement. Checks can consist of desk reviews (of reports and supporting documents and materials from beneficiaries) or be carried out on the spot at a beneficiary institution/organisation.

	Commission-NA agreement
	The contractual document issued by the Commission to the NA defining the amount of EU funds for the decentralised actions of the programme and the NA operating grant, and setting the contractual rights and obligations of both parties to the agreement.

	Counselling
	Provision of advice and guidance to potential applicants or to actual beneficiaries. 

	Decentralised action
	Action of the programme that is managed under the “NA Procedure”, as set out in Annex to the LLP Decision detailing the Administrative and financial provisions for the programme

	Desk monitoring
	Monitoring of beneficiaries based on oral or written information (letters, e-mail, phone calls, reports etc.). NA based activity.

	Eligibility criteria
	Criteria referring to formal technical conditions of the grant award procedure (such as final date for submission, use of a specific application form, completion by an authorised person etc.) and of the programme action (such as belonging to the target group of the action, proposing a fundable activity, etc.).

	Evaluation committee
	Group of at least 3 persons formally designated by the NA whose mission is to propose a grant award decision to the NA director with respect to (a) specific selection round(s).

	Exclusion criteria
	Criteria related to the specific situation in which an applicant may be and that result in an automatic exclusion of the grant application from the grant award process in accordance with Art. 93 and 94 of the Financial Regulation (e.g. bankruptcy, fraud, conviction for a criminal offence, etc.).

	Final grant amount
	Final amount of EU contribution decided on the basis of the final report. Limited by the maximum grant amount set in the grant agreement.

	Lifelong Learning Programme Guide
	Public document providing a description of the programme objectives and actions, as well as conditions and procedures for requesting grant support. Normally accompanied by specific call(s) for proposals. 

	Grant
	Direct financial contribution to finance an activity or the functioning of a body. 

A grant cannot have the purpose or effect of producing profit for beneficiary. This condition is not applicable to study, research or training scholarships, or to prizes following contests or flat-rate grant amounts.

	Grant agreement
	A grant agreement is the contractual document issued by the NA to a person or institution/organisation who/that is the beneficiary of a EU grant following a grant award decision. The grant agreement lays down the contractual conditions in terms of rights and obligations of the beneficiary and the NA. A grant agreement can only be amended by a written additional agreement.

	Grant application
	A formal request for EU support under a specific action of the programme on the basis of a Call for proposals

	Grant award procedure
	Process covering all stages for the treatment of grant applications from their submission to the grant award decision.

	Individual mobility (grant) application
	Grant application requesting support for undertaking an individual mobility abroad. The related grant agreement may be issued directly to the individual beneficiary person or to that person’s home institution.

	Individual mobility grant agreement
	Grant agreement issued by the NA to an individual beneficiary person or to the home institution of that person in view of the person undertaking an individual mobility abroad. E.g. in case of a preparatory visit grant, the grant agreement may be issued to the home institution as the visit will be made in view of the involvement of the home institution – rather than to the individual person – in the project proposal potentially resulting from the preparatory visit. 

	Monitoring
	Follow-up of performance and realisations of a beneficiary and provision of feedback and guidance in view of improving the supported activity and management of the grant as needed

	Monitoring meeting
	Meeting organised by NA or other programme stakeholder convening a group of grant beneficiaries under a given programme (action) aiming at a collective exchange of experience and provision of guidance and counselling.

	Monitoring visit
	NA visit to a beneficiary institution/organisation in view of monitoring.

	National thematic monitoring meeting
	Monitoring meeting organised by the NA or other programme stakeholder convening actors and stakeholders of the programme at national level in relation to a specific thematic area. National monitoring meetings can target a specific sector of the programme or cut across different sectors or sectoral programmes.

	On the spot check
	NA visit to beneficiary institution/organisation in view of checking their compliance with the grant agreement in relation to the implementation of the granted activity and the management of the grant. On the spot checks are not required in the case of Individual mobility grant agreements.

	Participant
	Individual person benefiting from a mobility grant that is received via an intermediary body. In such case, the NA issues the grant agreement for the mobility grants to the intermediary body, not to the individual persons participating in the mobility.

	Pre-financing payment
	Payment made by way of advance and as a percentage/portion of a maximum grant amount laid down in the grant agreement. A pre-financing payment can be triggered by the signature of the grant agreement or the approval of a report from the beneficiary, or on the basis of other specific payment arrangements (e.g. monthly instalments for a long term mobility).

	Promoter
	Person or organisation supporting the NA in disseminating information and publicity on the programme, counselling and providing advice to potential applicants and actual beneficiaries. 

	Sectoral programme
	The LLP consists of 4 sectoral programmes, each focusing on a specific sector of the Lifelong Learning education and training spectre: the Comenius programme, the Erasmus programme, the Leonardo da Vinci programme and the Grundtvig programme. Each of these programme as well as the Transversal Programme comprise a number of decentralised actions, managed by NAs at national level.

	Selection criteria
	Criteria allowing to assessing the applicant’s ability to complete the activity or work programme proposed in the grant application. Includes conditions concerning financial and operational capacity of an applicant.

	Selection round
	Arrangements for the submission and treatment of grant applications under a specific decentralised action for a specific deadline in reply to an invitation thereto published in a Call for proposals.

	Supervision
	Series of control measures to ensure compliance with internal control standards and contractual requirements.

	Valorisation
	Dissemination and exploitation of results of supported activities.

	Whistle blowing
	Signalling of actual or suspected wrong-doing committed by a colleague NA staff member or the NA management.


Annex II 

Model and standard documents

The model and standard documents listed hereafter are provided as separate files/documents on CIRCA.
	Programme/action concerned 
	Type of document
	Electronic file name

	II-A – Prevention of conflicts of interest

	LLP
	Declaration on the prevention and disclosure of conflicts of interest
	GfNA-II-A-prevent conflict of interest.doc

	II-B – Grant award procedure: STANDARD checklists and assessment forms

	Comenius Bilateral School Partnerships
	Eligibility checklist
	GfNA-II-B-COM-bilat-school-partnership-eligibility check.doc

	Comenius Bilateral School Partnerships
	Quality assessment form
	GfNA-II-B-COM-bilat-school-partnership-quality assessment.doc

	Comenius Multilateral School Partnerships
	Eligibility checklist
	GfNA-II-B-COM-multilat-school-partnership-eligibility check.doc

	Comenius Multilateral School Partnerships
	Quality assessment form
	GfNA-II-B-COM-multilat-school-partnership-quality assessment.xls

	Comenius Regio Partnerships
	Eligibility checklist
	GfNA-II-B-COM-Regio-partnership-eligibility check.doc

	Comenius Regio Partnerships
	Quality assessment form
	GfNA-II-B-COM-Regio-partnership-quality assessment.doc

	Comenius In-Service Training
	Eligibility checklist
	GfNA-II-B-COM-IST-eligibility check.doc

	Comenius In-Service Training
	Quality assessment form
	GfNA-II-B-COM-IST-quality assessment.doc

	Comenius Assistantships
	Eligibility checklist for assistant
	GfNA-II-B-COM-ASS-eligibility check.doc

	Comenius Assistantships
	Quality assessment form for assistant
	GfNA-II-B-COM-ASS-quality assessment.doc

	Comenius Assistantships
	Eligibility checklist for host school
	GfNA-II-B-COM-ASS-host school-eligibility check.doc

	Comenius Assistantships
	Quality assessment form for host school
	GfNA-II-B-COM-ASS-host school-quality assessment.doc

	Comenius Individual Pupil Mobility
	Eligibility checklist
	GfNA-II-B-COM-IPM-eligibility check.doc

	Comenius Individual Pupil Mobility
	Quality assessment form
	GfNA-II-B-COM-IPM-quality assessment.doc

	Comenius and Grundtvig In-Service Training Database
	Database eligibility checklist
	GfNA-II-B-COM-GRU-IST database-eligibility check.doc

	Erasmus Intensive Programmes
	Eligibility checklist
	GfNA-II-B-ERA-IP-eligibility check.doc

	Erasmus Intensive Programmes
	Quality assessment form
	GfNA-II-B-ERA-IP-quality assessment.doc

	Erasmus Intensive Language Courses
	Eligibility checklist
	GfNA-II-B-ERA-EILC-eligibility check.doc

	Erasmus Intensive Language Courses
	Quality assessment form
	GfNA-II-B-ERA-EILC-quality assessment.doc

	Erasmus Placement Mobility for Consortia
	Eligibility checklist
	GfNA-II-B-ERA-placement-consortia-eligibility check.doc

	Erasmus Placement Mobility for Consortia
	Quality assessment form
	GfNA-II-B-ERA-placement-consortia-quality assessment.doc

	Leonardo da Vinci Partnerships
	Eligibility checklist
	GfNA-II-B-LDV-partnership-eligibility check.doc

	Leonardo da Vinci Partnerships
	Quality assessment form
	GfNA-II-B-LDV-partnership-quality assessment.xls

	Leonardo da Vinci Mobility Projects
	Eligibility checklist
	GfNA-II-B-LDV-mobility-eligibility check.doc

	Leonardo da Vinci Mobility Projects
	Quality assessment form
	GfNA-II-B-LDV-mobility-quality assessment.xls

	Leonardo da Vinci Mobility Certificate
	Eligibility checklist
	GfNA-II-B-LDV-mobility-certificate-eligibility check.doc

	Leonardo da Vinci Mobility Certificate
	Quality assessment form
	GfNA-II-B-LDV-mobility-certificate-quality assessment.doc

	Leonardo da Vinci Mobility Certificate
	NA fact sheet
	GfNA-II-B-LDV-mobility-certificate-fact sheet.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Eligibility checklist
	GfNA-II-B-LDV-TOI-eligibility check.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Quality assessment 
	GfNA-II-B-LDV-TOI-quality assessment.xls

	Leonardo da Vinci Transfer of Innovation Projects
	Financial assessment 
	financial assessment on the basis of the budget tables included in the TOI eForm/adobe-form for application

	Grundtvig Partnerships
	Eligibility checklist
	GfNA-II-B-GRU-partnership-eligibility check.doc

	Grundtvig Partnerships
	Quality assessment form
	GfNA-II-B-GRU-partnership-quality assessment.xls

	Grundtvig Visits and Exchanges
	Eligibility checklist
	GfNA-II-B-GRU-visit-exchange-eligibility check.doc

	Grundtvig Visits and Exchanges
	Quality assessment form
	GfNA-II-B-GRU-visit-exchange-quality assessment.doc

	Grundtvig Workshops
	Eligibility checklist
	GfNA-II-B-GRU-workshop-eligibility check.doc

	Grundtvig Workshops
	Quality assessment form
	GfNA-II-B-GRU-workshop-quality assessment.doc

	Grundtvig In-Service Training
	Eligibility checklist
	GfNA-II-B-GRU-IST-eligibility check.doc

	Grundtvig In-Service Training
	Quality assessment form
	GfNA-II-B-GRU-IST-quality assessment.doc

	Grundtvig Assistantships
	Eligibility checklist
	GfNA-II-B-GRU-ASS-eligibility check.doc

	Grundtvig Assistantships
	Quality assessment form
	GfNA-II-B-GRU-ASS-quality assessment.doc

	Grundtvig Senior Volunteering Projects
	Eligibility checklist
	GfNA-II-B-GRU-senior-volunteer-eligibility check.doc

	Grundtvig Senior Volunteering Projects
	Quality assessment form
	GfNA-II-B-GRU-senior-volunteer-quality assessment.doc

	Preparatory Visits
	Eligibility checklist
	GfNA-II-B-PV-eligibility check.doc

	Preparatory Visits
	Quality assessment form
	GfNA-II-B-PV-quality assessment.doc

	Study Visits
	Eligibility checklist
	GfNA-II-B-SV-eligibility check.doc

	Study Visits
	Quality assessment form
	GfNA-II-B-SV-quality assessment.doc

	II-C – Grant agreements: STANDARD grant agreement and report forms for beneficiaries

	Comenius & Grundtvig In-service training
	Grant agreement + annexes
	GfNA-II-C-COM-GRU-IST-grant agreement.doc

	Comenius Assistantships
	Grant agreement + annexes
	GfNA-II-C-COM-assistant-pre-grant agreement.doc &
GfNA-II-C-COM-assistant-grant agreement.doc

	Comenius, Leonardo da Vinci & Grundtvig Partnerships
	Grant agreement + annexes
	GfNA-II-C-COM-LDV-GRU-partnership-grant agreement.doc

	Comenius Regio Partnerships
	Grant agreement + annexes
	GfNA-II-C-COM-Regio partnership-grant agreement.doc

	Comenius Individual Pupil Mobility
	Grant agreement + annexes
	GfNA-II-C-COM-IPM-grant agreement.doc,
GfNA-II-C-COM-IPM-pre-grant agreement.doc

	Erasmus Mobility for HEI
	Grant agreement + annexes
	GfNA-II-C-ERA-HEI mobility-grant agreement.doc

	Erasmus Intensive Programmes
	Grant agreement + annexes
	GfNA-II-C-ERA-IP-grant agreement.doc

	Erasmus Intensive Language Courses
	Grant agreement + annexes
	GfNA-II-C-ERA-EILC-grant agreement.doc

	Erasmus Placement Mobility for Consortia
	Grant agreement + annexes
	GfNA-II-C-ERA-placement-consortium-grant agreement.doc &

GfNA-II-C-ERA-consortium-placement certificate.doc

	Erasmus EUC Compliance of HEI
	Report form
	GfNA-II-C-ERA-EUC compliance report.doc

	Leonardo Mobility Projects
	Grant agreement + annexes
	GfNA-II-C-LDV-mobility-small-grant agreement.doc
GfNA-II-C-LDV-mobility-large-grant agreement.doc

	Leonardo Transfer of Innovation Projects
	Grant agreement + annexes
	GfNA-II-C-LDV-TOI-grant agreement.doc

	Grundtvig Visits and Exchanges
	Grant agreement + annexes
	GfNA-II-C-GRU-visit-exchange-grant agreement.doc

	Grundtvig Assistantships
	Grant agreement + annexes
	GfNA-II-C-GRU-assistant-grant agreement.doc

	Grundtvig Workshops
	Grant agreement + annexes
	GfNA-II-C-GRU-workshop-grant agreement.doc

	Grundtvig Senior Volunteering Projects
	Grant agreement + annexes
	GfNA-II-C-GRU-senior-volunteer-grant agreement.doc

	Study Visits
	Grant agreement + annexes
	GfNA-II-C-SV-grant agreement.doc

	Preparatory Visits
	Grant agreement + annexes
	GfNA-II-C-PV-grant agreement.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

	LLP 
	European Commission visual identity guidelines
	GfNA-III-A-visual identity guidelines.pdf

	LLP 
	Downloadable LLP 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

	LLP
	Minimum requirements for assessors
	GfNA-III-B-LLP-minimum number assessors.doc

	LLP
	Financial capacity check
	GfNA-III-B-LLP-financial capacity check.doc

	LLP
	Handling note for eligibility assessment
	GfNA-III-B-LLP-eligibility handling note.doc

	Comenius, Leonardo da Vinci and Grundtvig Partnerships
	Selection and matching procedure
	GfNA-III-B-COM-GRU-LDV-partnerships-selection-matching.doc

	Comenius, Leonardo da Vinci and Grundtvig Partnerships
	Guide for evaluators
	GfNA-III-B-COM-GRU-LDV-partnerships-guide for evaluators.doc

	Comenius Assistantships
	Selection and matching procedure
	GfNA-III-B-COM-assistantships-selection-matching.doc

	Comenius Individual Pupil Mobility
	Compulsory training sessions
	GfNA-III-B-COM-IPM-compulsory training sessions.doc

	Comenius and Grundtvig In-Service Training Database
	Instructions for NAs
	GfNA-III-B-COM-GRU-IST-DB instructions for NA.doc

	Comenius and Grundtvig In-Service Training Database
	Instructions for training providers
	GfNA-III-B-COM-GRU-IST-DB instructions for training providers.doc

	Comenius and Grundtvig In-Service Training Database
	Instructions for searching
	GfNA-III-B-COM-GRU-IST-DB instructions for searching.doc

	Erasmus Intensive programmes
	Assessment handbook
	GfNA-III-B-ERA-IP-assessment handbook.doc

	Erasmus Intensive Language Courses
	Assessment handbook
	GfNA-III-B-ERA-EILC-assessment handbook.doc 

	Erasmus Placement Consortia
	Assessment handbook
	GfNA-III-B-ERA-placement-consortia-assessment handbook.doc 

	Leonardo da Vinci Mobility Projects
	Assessment handbook
	GfNA-III-B-LDV-Mobility-assessment handbook.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Evaluation and selection roadmap
	GfNA-III-B-LDV-TOI-evaluation and selection roadmap.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Assessment handbook
	GfNA-III-B-LDV-TOI-assessment handbook.doc

	Grundvig Assistantships
	Roadmap 2013
	GfNA-III-B-GRU-Assistantships-roadmap 2013.doc

	Grundtvig In-Service Training
	Roadmap 2013
	GfNA-III-B-GRU-IST-roadmap 2013.doc

	Grundtvig Senior Volunteering projects
	Roadmap 2013
	GfNA-III-B-GRU-SVP-roadmap 2013.doc

	Grundtvig Workshops
	Roadmap 2013
	GfNA-III-B-GRU-Workshops-roadmap 2013.doc

	III-C – Primary checks: minimum coverage and practical guidance

	LLP – Primary checks
	Risk levels and primary check types

Minimum number and percentage of checks
	GfNA-III-C-primary checks-minimum.doc

	LLP – Primary checks
	Technical instructions on primary checks – general part 
	GfNA-III-C-primary checks-technical instructions.doc 

	LLP – Primary checks
	Technical instructions on primary checks – Erasmus specificities + annexes
	GfNA-III-C-primary checks-technical instructions-Part 3-Erasmus.doc


	III-D – Use of budget for decentralised actions

	LLP
	Indicative percentages for distribution of funds within sectoral programme budgets from 2010 budget
	GfNA-III-D- indicative percentages budget.doc

	III-E – Final report assessment
	
	

	Comenius, Grundtvig, Leonardo da Vinci Partnerships
	Partnerships final report assessment form
	GfNA-III-E-COM-GRU-LDV-partnerships-final report-assessment form.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Quality check of ADAM database project information
	GfNA-III-E-LDV-TOI-quality check-ADAM database project information.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Interim Report Content assessment form
	GfNA-III-E-LDV-TOI-Interim Report-content assessment form.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Interim Report Management assessment form
	GfNA-III-E-LDV-TOI-Interim Report-management assessment form.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Final Report Content assessment form
	GfNA-III-E-LDV-TOI-Final Report-content assessment form.doc

	Leonardo da Vinci Transfer of Innovation Projects
	Final Report Management assessment form
	GfNA-III-E-LDV-TOI-Final Report-management assessment form.doc


Annex IV

NA report forms

The documents listed hereafter are provided as separate files/documents on CIRCA or via the internet.

	Report type 
	Type of form
	Electronic file name

	IV-A – 2013 Yearly NA report

	Part A - Activity Report
	on-line questionnaire
	

	Part B – Financial Reports
	B.1 – Bank accounts
	

	
	B.2 – Financial statements for LLP COM-NA agreements as of 2008
	Yearly report module in LLPLink

	
	B.3 – Recoveries
	

	
	B.4 – Fraud cases
	

	
	B.5 – Financial report on pre-departure and on arrival training for Comenius Individual pupil Mobility (1 file in Excel format)
	

	Part C – Primary checks
	C.1 – details for LLP COM-NA agreements as of 2008

C.2 – Erasmus systems checks
	

	IV-B Further pre-financing request

	Further pre-financing requests
	For LLP COM-NA agreements as of budget year 2008
	Financial report module for pre-financing payment requests in LLPLink

	IV-C – Change of NA contract and bank details

	Change of contract and bank details
	Overview form
	GfNA-IV-C-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-D – Report on irregularities and fraud

	Ad hoc report 
	Report on irregularities and frauds
	GfNA- IV-D-irregularity fraud report.doc

	IV-E – Request for waiver of recovery order

	Ad hoc report
	Request for waiver of recovery order
	GfNA-IV-E-recovery waiver request.doc

	IV-F – Interest report form

	Yearly report due by 15/1/N+1
	Yearly report on interest earned and accrued on EU pre-financing in the previous calendar year N
	GfNA-IV-F-interest report.xls


� 	Decision No 1720/2006/EC of the European Parliament and of the Council of 15 November 2006 establishing an action programme in the field of lifelong learning, OJ L327 of 24/11/2006


� 	Council Regulation (EC, Euratom) No 1605/2002 of 25 June 2002 on the Financial Regulation applicable to the general budget of the European Communities and Commission Regulation (EC, Euratom) No 2342/2002 of 23 December 2002 laying down detailed rules for the implementation of Council Regulation (EC, Euratom) No 1605/2002 on the Financial Regulation applicable to the general budget of the European Communities, and their subsequent amendments and corrections.


�     Regulation (EU, Euratom) No 966/2012 of the  European Parliament and of the Council of 25 October 2012on the financial rules applicable to the general budget of the Union and repealing Council Regulation (EC, Euratom) No 1605/2002 and Commission Delegated Regulation C(2012)7507final 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 (To be published in the Official Journal of the European Union by the end of 2012).


� 	See Annex to Annex I of the Decision – Administrative and financial provisions – A. Administrative Provisions – 1. National Agency procedure.


� 	Commission Decision C (2007) 1807 of 26 April 2007.


�      Regulation (EU, Euratom) No 966/2012 of the  European Parliament and of the Council of 25 October 2012on the financial rules applicable to the general budget of the Union and repealing Council Regulation (EC, Euratom) No 1605/2002 and Commission Delegated Regulation C(2012)7507final 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 (To be published in the Official Journal of the European Union by the end of 2012).


� 	For example existing rules for the conduct of staff employed by public institutions.


� 	FR Art. 52(2): « There is a conflict of interest where the impartial and objective exercise of the functions of a player in the implementation of the budget or an internal auditor is compromised for reasons involving family, emotional life, political or national affinity, economic interest or any other shared interest with the beneficiary. »


� 	Refer for details to section “dealing with irregularities and fraud” within chapter 3.


� 	In accordance with article 4 (2) a) of the EC Decision n° 1807/2007 "The NA may not delegate any task of budget implementation." Budget implementation tasks are tasks 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, under this paragraph, 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 2.7. on procurement and sub-contracting.


� 	E.g. communication on the outcomes of grant application assessments, taking grant award decisions, signature of grant agreements, authorisation of payments etc.


� 	Cf. Commission Decision relating to the respective responsibilities of the Member States, the Commission and the National Agencies in the implementation of the Lifelong Learning programme (2007-2013), Art.10.


� 	"Commission-NA agreements" denotes both the decentralised action agreements from the former programme phase Socrates II and Leonardo da Vinci II as well as the Commission-NA agreements concluded in relation to the Lifelong Learning Programme.


�   Directive 95/46/EC of the European Parliament and of the Council of 24 October 1995 on the protection of individuals with regard to the processing of personal data and on the free movement of such data.


� 	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 EU institutions and bodies and on the free movement of such data.


� 	Cf. Annex 1 – Actions managed by the National Agency, and Annex 2 – Tasks of the National Agency.


� 	See glossary in annex for the definition of the four types of criteria.


� 	See glossary in annex for definition of different types of criteria.


� 	See glossary in annex for definition of different types of criteria.


� 	The personal data of the beneficiaries of the following LLP actions shall not be published in case the grant agreement is signed directly with a natural person (i.e. not with the person’s home organisation): Comenius In-Service Training, Grundtvig Visits and Exchanges, Grundtvig In-Service Training, Study Visits.


	Similarly, beneficiary institutions and organizations awarding grants to mobility participants (natural persons) for study or training - such as e.g. beneficiary higher education institutions for Erasmus student and staff mobility and beneficiary organisations of Leonardo da Vinci grants -  shall not publish the grant award information of those participants. 





�  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 € 60.000 but the sum of which would exceed € 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 shall request any appropriate document from the potential future beneficiary.





� 	“All schools and higher education institutions specified by Member States, and all institutions or organisations providing learning opportunities which have received over 50% of their annual revenues from public sources over the last two years, or which are controlled by public bodies or their representatives, shall be treated by the Commission as having the necessary financial, professional and administrative capacity, together with the necessary financial stability, to carry out projects under this programme; they shall not be required to present further documentation to demonstrate this.”


� 	See glossary in annex for definition of different types of criteria.


� 	"NA bank accounts" as defined in point 6 of Section 2.6.2 of the present Guide for NAs.


� 	"Commission-NA agreements" denotes both the decentralised action agreements from the former programme phase Socrates II and Leonardo da Vinci II as well as the Commission-NA agreements concluded in relation to the Lifelong Learning Programme.


� 	http://eur-lex.europa.eu/JOIndex.do?ihmlang=en


� 	For example if the grant for the action is calculated differently as in the case of Comenius and Grundtvig partnerships.


� 	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, it is possible that the NA may not be required to take any other action but to correct the error concerned.


� 	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).


� 	EC Regulation n° 45/2001.


� 	The management rules for national co-funding as set out in section 5.4 are based on the agreement of the LLP Committee, cf. note LLP/005/2010 of 2/2/2010.


� 	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�.


� 	� HYPERLINK "https://webgate.cec.eu.int/socratescourses/db/Na/admin/login/index.cfm?fuseaction=login" ��https://webgate.cec.eu.int/socratescourses/db/Na/admin/login/index.cfm?fuseaction=login�


� 	Overseas countries and territories as defined in the Overseas Association Decision of the Council (2001/822/EC of 27 November 2001, OJ L 314/1) and ultra-peripheral regions of the EU (Canary Islands, Guadeloupe, Martinique, French Guiana, Réunion, Azores, Madeira)


�	2013 LLP Guide – Part I, Chapter 4.C.


� 2013 LLP Guide – Part I, Chapter 4.C.


� 	Cf. Legal basis of the Lifelong learning Programme, introduction, "whereas" point (25) 


� 	For example a placement running from March till October of the year 2013 partially falls in the period of the COM-NA agreements for the years 2012 and 2013 respectively.


� 	Cf. 2013 LLP Guide – Part I, Chapter 4.C.


� 	Each institution will be guaranteed minimum € 500. If the formula based grant indicates less than € 500, the amount shall be increased to € 500. If the formula based grant exceeds € 500, the whole grant is calculated on basis of the formula.


� 	Cf. 2013 LLP Guide – Part I, Chapter 4.D.


� 	COM (96) 406 final


� 	OJ C 12/1 of 13 January 1997


� 	E.g. misuse of funds, non-respect of obligations, weakness in the financial capacity, change of composition of the consortium which calls into question the award of the certificate.


� 	Note that enterprises and other organisations may also apply for a PV grant and that the NA has to use the model grant agreement for individual mobility grants, which is applicable to preparatory visit grants under all LLP sectoral programmes.


� 	Force majeure shall mean any unforeseeable exceptional situation or event beyond the contracting parties' control which prevents either of them from fulfilling any of their obligations under the Agreement, was not attributable to error or negligence on their part, and proves insurmountable in spite of all due diligence. Defects in equipment or material or delays in making them available (unless due to force majeure), labour disputes, strikes or financial difficulties cannot be invoked as force majeure by the defaulting party.


� Since 2010, the term "grant" means any financial support provided by the NA independent of its source, be it from the EU budget or national co-funding


�    The management model described hereafter is based on a contractual relationship between the sending HEI and its students. As in the past, in a limited number of countries the grant agreements for mobility may be directly managed by the NA (e.g. Austria and Greece uses an individual grant agreement between the NA and the students for the EILC grant). In this case the NA signs a grant agreement with the individual students and is responsible for all contractual relations.


� 	The Erasmus Intensive Language Courses (EILC) are specialised courses in the less widely used and less taught languages organised in the countries where these languages are used as teaching languages at HEIs. The languages English, German, French and Spanish (Castilian) are not eligible for EILC. The EILCs may take place in the following countries, for the eligible languages in brackets: Belgium (Dutch in the Flemish Community), Bulgaria (Bulgarian), Croatia (Croatian), Cyprus (Greek), Czech Republic (Czech), Denmark (Danish), Estonia (Estonian), Finland (Finnish and Swedish), Greece (Greek), Hungary (Hungarian), Iceland (Icelandic), Italy (Italian), Latvia (Latvian), Lithuania (Lithuanian), Malta (Maltese), the Netherlands (Dutch), Norway (Norwegian), Poland (Polish), Portugal (Portuguese), Romania (Romanian), Slovakia (Slovak), Slovenia (Slovenian), Spain (Basque, Catalan, Galician and Valencian), Sweden (Swedish), Switzerland (Italian) and Turkey (Turkish). 


.


� 	All applications shall be sent electronically (e-mail), without any paper copies. All other correspondence (selection results, confirmation of students, etc.) shall be done by e-mail only, if possible. 


� 	If the selection deadline for an Erasmus study/placement period is later than the application deadline of the EILC, the Erasmus status of the student shall be confirmed when the student confirms acceptance on the course.


�   	For IPs to be selected, please refer to LLP Guide, Part I, table 1a, for the maximum subsistence rates for participating teachers. For the maximum monthly subsistence rate for student participants, please refer to LLP Guide, Part I, table 1b. Calculation method for the maximum subsistence of students in an IP less than 30 days: maximum monthly subsistence rate defined by the LLP Guide, Part I, table 1b, divided by 30 and multiplied by the number of days eligible for subsistence.


� 	2013 LLP Call for Proposals, 2013 LLP Guide , Part IIb: Explanations by action.


� 2013 LLP Guide – Part 1, Chapter 4.C.


� 	2013 LLP Guide – Part 1, Chapter 4.C.
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