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Congratulations to your new Leonardo da
Vinci Transfer of Innovation project!

Marianne Feldt
Christina Jansson



The International Programme Office for Education and Training

- Swedish government agency
= Ministry of Education and Research

< Our mission is to support
international cooperation within

the area of education.

= Our primary funders are the
European Commission, the Nordic
Council of Ministers and the
Swedish government

Head office
in Stockholm

e WWW.pProgramkontoret.se
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Presenter
Presentation Notes
The ”International Programme Office for Education and Training” is a Swedish government agency that comes under the Education and Culture Department. 

We support schools, universities, companies, organisations and individuals in order to help them participate in international cooperation initiatives. 


http://www.programkontoret.se/

Leonardo da Vinci programme

Part of the European Commission’s Life Long Learning

programme
http://ec.europa.eu/education/programmes/llp/index en.html

The Leonardo da Vinci Programme funds practical projects
in the field of vocational education and training.

Initiatives range from those giving individuals work-related
training abroad to large-scale co-operation efforts.

Leonardo da Vinci enables organisations within Vocational
Education and Training (VET) to work with partners within
Europe, exchange best practices, and increase their staff’s
expertise.
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This project is funded by the LdV programme which is part of the European Commission’s LLP and the programme that links policy to practice in the field of vocational education and training (VET).

The LdV programme funds practical projects and 
projects range from those giving individuals the chance to improve their competences, knowledge and skills through a work period abroad, to Europe-wide co-operation through projects or networks. 

The potential  beneficiaries are wide- from trainees in initial vocational training to people already in the labour market as well as VET professionals and private or public organisations active in this field.

The Leonardo programme enables VET organisations to work with European partners, exchange best practice, increasing the expertise of their staff and respond to the teaching and learning needs of people.

The over all goal: To bolster the competitiveness of the European labour market. 



http://ec.europa.eu/education/programmes/llp/index_en.html
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We follow the project from the start to the end. Around 7 projects start working every year. 
This picture shows the different steps where we are involved. 
Before project start
Information about the program
Guidance and training of promoters�Work with selection and contractual procedure NA – project (beneficiary)

During project period
Guidance and training of contractors
Start meeting
Follow up & Monitoring
Contractual changes
Reports – training, assessment, evaluation

After project end
Assessing and evaluating results
Conferences – disseminating results
Audits



Contracts/Agreements

1.
2.
3.
4.

Commission — International Program Office (NA)
National Agency (NA) - beneficiary
Beneficiary - partners

Sub contracts

Intellectual property rights?
Memory of Understanding between beneficiary and
partners?
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Presentation Notes
Basis for activities within LdV
COM – NA
NA – Beneficary (contractor): stipulates total budget, max EU funding, dates for reporting. The beneficiary is responsible for the whole project. 
Beneficiary – partner: responsibilities , role, project time, budget, payments

4. Agreement for subcontracts when using someone outside the partnership for a specific task. 
Rules about how many offers you need to request. I will return to this later in the presentation. 

Project results are the industrial and intellectual property of the beneficiary if there is no agreement in the consortium regulating this issue. 
Recommend an intellectual property agreement beneficiary – partner and is mandatory if you want to commercialize the results. 




Standard for partner contracts

Time frames

Partner role and obligations

LdV grant and own contribution; payments
Routines for reporting

Evaluation

Signed by the person authorised to act on
behalf of the contracting organisation
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Partner contracts is something which we highly recommend. 

It governs a number of issues that will or may arise during the life time of a project. 

Can include agreement of intellectual property rights


Rules of monitoring

It must be easy to see how invoices are
linked to the costs which you report.

When invoices are not in English you must
provide a short description (1-2 lines) of
the content of the invoice.

Retain records for five years after Final
Report approval (until 2019).
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Important to be able to follow project’s costs / income. There need to be a transparent system for this in each partner organization adapted to the administrative and financial rules of the Leonardo da Vinci program . It must be easy to see how invoices are linked to the costs which you report. 

Beneficiary (co-coordinator) responsible for the whole project and will report to NA twice. 

Copies of partners costs need to be sent to beneficiary. Must be available for audits, evaluation of reports. You need to keep documents for 5 years after the final report has been approved, this means until the year 2019. You keep the original documents and send copies to the beneficiary.

Every year the NA visits one project for a so called on the spot visit and checks the financial documents, and one finalized project is audited by the NA every year. The projects which are controlled are randomly selected and it could happen that this project will be one of them, either audited by us at the NA or by the COM. So therefore it is very important that the project’s coordinator (beneficiary) has copies of all documents.  
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Payment to the beneficiary

1. 40 % is paid to the beneficiary 45 days after
contract is signed, at the latest

2. Max 40 % is paid within 90 days from the
approval of the interim report.

3. The remaining part of eligible costs will be
paid within 90 days after approval of the final
report.

The beneficiary decides how the payment is
made to the consortium. This is normally stated
In the partner contracts.
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Presentation Notes
Project will receive money three times during project’s life time. 



All costs must be reported in EURO

The beneficiary shall convert all costs into euro.
The exchange rate at the date of the transfer of
the pre-financing payment shall be used until the
date of transfer of the 2" payment.

This exchange rate must also be followed by all
the partners of the consortium.
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Basic rule is to use the rate of the day when the beneficiary (coordinator) received the payment from the NA. The exchange rate for that day is also used for the partners’ cost. 

This means that there will be two different exchange rates for the project period. 




Eligibility
Costs must

Occur within the 33 LdV program countries

Be directly connected to activities in the
Agreement

Be reasonable and justified
Be identifiable and verifiable

Be actually incurred by the members of the
consortium

Be generated during the lifetime of the
project

Represent value for money
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See TOI project handbook, page 25 

LdV countries: EU, EFTA-EEA (Norway, Liechtenstein, Iceland), Switzerland, candidate countries Turkey, Croatia

Be relevant, necessary and linked to the project. Is the cost necessary for achieving the project results? Gifts, sightseeing tours etc. are nice but not necessary for the result!
Be able to verify costs – need to have evidence, need to have invoice, verification which shows that costs have occurred
Generated by an activity that takes place during the lifetime (duration) of the project. Activities taking place before or after the project period are not eligible for funding. 
Represent value for money – cheap ways of travel if possible. Book flights /trains in good time but also take into consideration the time aspect.




Non-eligible costs

See list of non-eligible costs in LdV TOI Project
Handbook 2.2

Examples of non-eligible costs:

Exchange losses.

VAT (Value Added Tax), unless the
organisation can prove that it is unable

to recover It.

/ .l“.".n
N = Internationella
Education and Culture DG PROG RAM KO NTORET

Lifelong Learning Programme



Presenter
Presentation Notes
VAT is eligible if it is finally borne by the contractor or partner. 
Send in document that proofs that the partner is unable to recover VAT. 


Eligibility

Budget headings

Direct Costs:
Staff costs
Travel and subsistence
Equipment (up to a ceiling of 10 %)
Subcontracting (up to a ceiling of 30 %)
Other costs

Indirect costs (up to a ceiling of 7 % of
Direct Costs), see your budget.
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These are the headings for when reporting your budget.
We have direct costs and Indirect costs.

Direct costs – identifiable, specific costs linked to project’s activities
Indirect costs – can not be identified as specific costs directly linked to the project but have been incurred, ex communication costs, rent, electricity. Equipment related to the administration of the project (computer, lap top, mobile phone) are also included in indirect costs. 
There is no need for invoices for indirect costs. They can be a maximum of 7% of the direct costs. 

Direct costs are divided into the following subheadings. We will go further into detail of these headings after this picture.

Staff costs – are the same as personal costs. The costs of all people working in the project. These could be permanent or temporary staff.
Travel and subsistence – 
Equipment – cannot be more than 10% of the total DC
Subcontracting – up to 30% of DC
Other costs – for exempel printing of material, translation



Staff costs 1 (3)

Staff; permanent or temporary employed

Real daily staff costs, comprising actual
salaries plus social security charges and
other statutory costs included in the
remuneration. Non-statutory costs like
bonuses, are excluded.
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Staff costs: actual salaries including social security contributions, holiday pay and pension costs. 

Staff costs maximum rates in LLP Guide 2011 Part 1 General provisions Table 5
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Staff costs 2 (3)

Example of calculation: Number of full-
time equivalent working days for the
project multiplied with real daily staff cost
rates up to the maximum rate per day.

Mr X, SE 105 days x 299 € = 31 395 €
Mrs Y, SE 34 days x 466 € = 15 844 €

Mr Z, SE 9,5days x315€ = 2993 €

Internationella *%
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Presenter
Presentation Notes
Full-time equivalent refers to the number of working hours, per day, defined under national legislation.



Evidencing Staff costs 3 (3)

= Evidence of how the daily staff rates
were calculated must be documented.

« Time sheets must be established.
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You need to have time sheets for persons working for the project.  

You report staff costs to the beneficiary per person. 


Rates for call Country Manager Researcher Technical | Administrative
2011 Tea-.::her

Trainer
Belgique/Belgie BE Belgium 380 325 263 205
Balgarija BG Bulgaria 84 75 58 39
Ceska republika CcZ Czech Republic 138 138 100 72
Danemark DK Denmark 497 425 346 271
Deutschland DE Germany 356 309 248 191
Eesti EE Estonia 102 o4 66 46
Ellas EL Greece 280 239 196 152
Esparia ES Spain 287 258 198 139
France FR France 423 358 234 179
Eire IE Ireland 386 336 280 205
Italia IT Italy 568 332 225 187
Kypros CY Cyprus 335 294 182 124
Latvija LV Latvia 101 82 65 44
Lietuva LT Lithuania a0 7 59 41
Luxembourg LU Luxembourg 508 436 353 275
Magyarorszag HU Hungary 123 108 81 46
Malta MT Malta 136 123 96 68
Nederland ML Netherlands 388 339 269 211
Osterreich AT Austria 420 324 241 199
Polska PL Poland 130 107 83 61
Portugal PT Portugal 182 160 118 78
Romania RO Romania 155 119 93 59
Slovenija SI Slovenia 252 227 183 115
Slovenska republika SK Slovakia 151 122 108 a8
Suomi/Finland FI Finland 374 268 221 185
Sverige SE Sweden 443 379 312 240
United Kingdom GB United Kingdom 412 389 273 197
Island IS Iceland 460 419 361 232
Liechtenstein LI Liechtenstein 414 339 263 208
Morge MO MNorway 529 459 375 283
Schwm_z / SL".SSEI CH Switzerland 392 322 249 198
Svizzera / Svizra
Hrvatska HR Croatia 266 240 193 121
Tuarkiye TR Turkey 176 112 74 47



Presenter
Presentation Notes
Table of maximum staff rates for projects starting 2011. 
Report real staff costs up to the maximum level for each category. 


Travel costs 1 (2)

Reimbursement must be based on real
costs.

Include all costs for travel from the point
of origin to the point of destination and
may include visa fees, travel insurance
and cancellation costs.

The consortium is required to use the
cheapest means of travel. Where this is
not the case, a full explanation should be
provided.
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You report real costs. They should be evidenced on the basis of tickets and boarding passes. We need to see that a person has actually travelled. Instead of boardig pass you could present an invoice of the travel costs and the minutes from the meeting that show that the person participated in the meeting.  

All costs that you have from point A to point B for example …. From when leaving home to when you have reached the final destination these are travel costs. BUT local transport during a stay is subsistence costs.

Use the cheapest means of travel. Try to book flights early if possible to get cheap rates. 

You report travel & subsistence costs per person. 


Travel costs 2 (2)

Any travel to or from places other than
the partners’ countries must be shown to
be relevant to the project.

Privat car will be refunded

either at a rate per km in accordance with
the internal rules of the organisation
concerned, up to max €0,22

or at the price of rail, bus or plane ticket.
Only one ticket shall be reimbursed,
Independently of the number of people
travelling in the same vehicle.
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More about travel costs
You can travel to destinations where you have partners but if you travel to other places you will have to show why this was relevant to the project. Could be for example a conference at another place.

Car will be refunded either at a rate/km in accordance with the internal rules of the organisation up to a maximum of €0,22 or at the price of a rail, bus or plane ticket. Only one ticket will be reimbursed, independently of the number of people travelling in the same vehicle. 


Education and Culture DG
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Subsistence costs 1(3)

Subsistence cover accommodation, meals and all
local travel costs.

Reimbursement must be based on the existing
internal rules of the partner organisations, which
may be on an actual cost (reimbursement of
receipts) or daily allowance basis.

In either case, proof of attendance and overnight
accommodation will be required to substantiate
declared costs.

A pro rata reduction must be applied if
accommodation, meals and local travel costs are
provided for by a third party.
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Presentation Notes
This is where most wrongdoings occur.
Subsistence = accommodation, meals and local transport. 

Partners have to go back to their own organisations to see if reimbursement in the internal organisation is based on actual costs or daily allowance basis.
This means that partners in the same consortium can report in different ways.

The cost which the partner organisation has for its employee will be reimbursed. 

When you report subsistence costs, send in copies of receipts for the hotel, lunches, dinners (actual costs) or if your organisation uses daily allowance you must send in copies of documentation of paid daily allowance.  
These costs are reported per person. You can see this in the excel reporting sheet.

We recommend that each partner pays for their own costs (accommodation, lunch, dinner). 
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Subsistence 2(3)

Costs for subsistence must not exceed the
maximum daily rate per person and country.

A full day includes an overnight stay. In duly
substantiated cases, a full day’s allowance without
an overnight stay may be allowed with a pro rata
reduction for accommodation (costs limited to
50% of the maximum ceiling).

Ex. 11/3 — 14/3 = Duration 3 days (3 nights)
15/5 — 15/5 = 0,5 day (nho night)
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There is a list with maximum daily rates for subsistence for each country. You report actual costs but when reporting subsistence you cannot exceed the maximum rate for the destination country.

To be able to report a full day subsistence you have to stay away for one day AND a night. In Sweden we have translated the subsistence rules so that you can get half a day subsistence if you leave early morning and come back late at night. 
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Subsistence 3(3)
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Country Daily rates
(EUR)

Belgique/Belgie BE Belgium 232
Balgarija BG Bulgaria 227
Ceska republika CcZ Czech Republic 230
Danemark DK Denmark 270
Deutschland DE Germany 208
Eesti EE Estonia 181
Ellas EL Greece 222
Espafia ES Spain 212
France FR France 245
Eire IE Ireland 254
Italia IT Italy 230
Kypros CY Cyprus 238
Latvija LW Latvia 211
Lietuva LT Lithuania 183
Luxembourg LU Luxembourg 237
Magyarorszag HU Hungary 222
Malta MT Malta 205
Nederland NL MNetherlands 263
Osterreich AT Austria 225
Polska PL Poland 217
Portugal PT Portugal 204
Romania RO Romania 222
Slovenija SI Slovenia 180
Slovenska republika SK Slovakia 205
Suomi/Finland FI Finland 244
Sverige SE Sweden 257
United Kingdom GB United Kingdom 276
Island 1S Iceland 245
Liechtenstein LT Liechtenstein 175
Norge NO Norway 220
Schwm_zf SL".SSE’F CH Switzerland 254
Svizzera / Svizra

Hrvatska - HR HR Croatia 222
Turkiye TR Turkey 220
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Presentation Notes
List of maximum daily rates for subsistence per country. 


Equipment (Purchase, rent or lease of equipment)

Must be specific and necessary for achieving the
goals of the project.

All equipment related to the administration of the
project or bought before the start of a project is
covered by indirect costs of the project.

Equipment should be written off in accordance with
the rules applicable to the beneficiary/partner.

Only the portion of the equipment’s depreciation
corresponding to the duration of the action and the
rate of actual use may be taken into account.

Examples:

Camera, 1 600 €, degree of use in project 100 %, used for
16 month (out of 24) = 1 067 €

Camera, 1 600 €, degree of use in project 75 %, used for 16
month (out of 24) = 800 €
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Equipment which is needed in the project. 

Including installation, maintenance, insurance costs

All equipment related to the administration of the project (i e PC´s, portables etc) and all equipment purchased before the start of a project is covered by indirect costs of the project. 

As is shown here the bought equipment should be written off in accordance with the rules in the beneficiary/partner organisation.





Subcontracts 1 (2)

Cost caused by procurement contracts to an
external body, organisation or individual for
the purposes of carrying out a part of the
project.

Subcontractors may not be employed by any
of the Partner organisations of the consortium.

The offer should cover all cost i.e. Staff costs
plus travel costs, etc
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If there is something that needs to be done by someone outside the project organisation you can sign a subcontract for a specific and limited work for example translation, interpretation, printing, evaluation

To maintain the concept of the project partnership, the management and general administration of the project may not be subcontracted. 

All expenses that occur by the subcontractor should be put under this heading, including travel and subsistence costs.

Award contract to the tender offering best value for money.




Subcontract 2(2)

Contracts with a value below €12.500 can
be paid simply against an invoice;

Between €12.500 and €25.000 — at least
three tenderers;

Between €25.000 and €60.000 — at least
five tenderers;

Over € 60.000, national procurement rules
apply
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You have to act differently depending on the amount you are looking for to subcontract.



Other costs

Cost under this heading can include:

Dissemination of information, evaluation,
translations, reproduction, website, etc.

Organisation of seminars, purchase of copyrights,
rental of exhibition space etc

Travel and/or subsistence costs that are

reimbursed to third parties (experts, speakers etc).
Same rules as for staff of partners.
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Production costs, for example printing, conference fees if you are organising a conference or attending a conference. Also costs that occur for invited guests, for example dinner/coffee, travel for them.



Contract amendment request

Budget amendments (10 % rule),
project duration, dead line for
reporting or changes in work
packages etc must be approved by
IPO before executed.

Contract amendments requests
must be submitted one month
before the project ends, at the very
latest.
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Sometimes it is necessary to request an amendment of the agreement with the NA. It can concern budget changes, duration of the project and reporting time. The amendment request is done in writing and by the beneficiary to the NA.  

Amendments must be requested and approved before they are carried out.
 
If you need to transfer money between partners there is no need for an amendment of the contract but 
if you want to make bigger changes in the total budget headings, you need to request a contract amendment.



“av 1ol EXAMPLE

EXPENDITURE COIEIUTDAGCJTUAL ACTUAL COSTS
|. Staff Costs 44,55 % 103 201,00 0,00
[I. Operating Costs

- Travel & Subsistence 16,48 % 38 173,00 0,00
- Equipment (up to 10 %) 0 % 0 0,00
- Subcontracting costs (up to 30%) 16,01 % 37 100,00 0,00
- Other 22,95% 53 200,00 0,00
I1l. Direct costs 231 674,00 0,00
IV. Indirect costs (up to 7%) 7,00 % 16 214,00 0,00
TOTAL (Il + V) 247 888,00 0,00
Maximum Community Contribution (from Agreement) 185 915,00
Maximum Community % Contribution (from Agreement) 75,00 %
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Presentation Notes
Percentage of total direct costs
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Progress/Interim report

The Interim Report provides the NA with a
mid-term update on how a project is advancing
against original plans and budgets:

= General remarks

= Content including result/products

= Financial (all costs in Euro)

GREEN, ORANGE, RED.
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Covers the first year



Final reports

The final report allows an overall evaluation of
the project and of the use of EU funds. It will be
evaluated by NA and two external evaluators.

..................... Final Assessment ... | Corresponding reduction to
Grade Rating eligible staff costs in the
final Community
: contribution
VeryGood : . 10
9 0%
Good i . 8 i,
: 7
Acceptable: . 6
5
Weak : . 4 o, 25%
: 3 50%
Very Weak : . 2 5%
...................... . - 85%
SR ’_&/»/ ° o B
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In the Final Report the Contractor is required to report upon expenses incurred during the whole eligibility period not only the last year after the interimreport. 

The final report will be evaluated by the NA and by 2 independent external evaluators. We look at the application to see if you have reached your goals. 

Rating 0-10. 
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Dissemination and Exploitation

It Is vital that your products creates an
Impact and that the products will be widely
spread and widely used.

A web page for the project is a must.

Well planned and executed dissemination
and exploitation ensure that project results
have a reach beyond the consortium and
an impact that goes beyond the project's
lifetime.

http://ec.europa.eu/dqgs/education culture/
valorisation/index en.htm
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This is a very important step of your project that you have to work with throughout the project and not only at the final stage.

Several steps
Dissemination: It occurs when the results of programmes and initiatives become available. You need to inform key actors about the quality and relevance of the project and the coming results 

Exploitation
1, Make decision makers at different levels understand the importance of the results and how to use it. 
means that you have to have contact and make sure that your users and policy makers/stakeholders in your field know what is going on in your project and also have an idea of the results that you are working towards. This is because it shouldn’t be a surprise for these people when the results of your project is clear at the end of your project. They should know that in 1 or 2 years time the project’s result will be available and this is something which they needed and have been waiting for. They should want to use your project results when finished.

2, You will have to check up with your target group throughout the project so make sure that you are on the right track. When you have reached the result the target group in all countries should have waited for it!   



http://ec.europa.eu/dgs/education_culture/valorisation/index_en.htm
http://ec.europa.eu/dgs/education_culture/valorisation/index_en.htm

All materials, brochures, web pages etc must contain
the Lifelong Learning Program Logo which can be
down loaded from:

http://ec.europa.eu/dgs/education_culture/publ/graphics/id
entity_en.html

Use the logo together with the phrase:

” This project has been funded with support from the
European Commission.

This publication [communication] reflects the views
only of the author, and the Commission cannot be held
responsible for any use which may be made of the
Information contained therein.”
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In Europe construction waste still counts
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Europe 2020: a new economic
strategy
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» Last viewed

Welcome to ADAM, the new project and product portal for Leonardo da Vinci.

Leonardo da Vinci is part of the European education and training programme "Life-long Learming” and
focuses on initial and further vocational education and training.

Year after year, Leonardo da Vinci projects develop a multitude of innovative education and training
products featuring tailored solutions for direct use in companies and at education and training institutions.
Mot all of these products are as well known as the European Computer Driving Licence developed by a
Leonardo da Vinci project but most are of the same high quality.

U=sing ADAM, you can obtain a full picture of the many products and results produced by the Leonardo da
winci Programme. There are two ways of doing so: Either you enter a key word under "Search for Projects
and Products" and the database gives you a list of all projects and products on this subject or you refine
your search using the "extended search” function.

Are you a project contractor in Leonardo da Vinci and interested in making the results of your project
available to a wide public? Then please register under "Login".
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www.adam-europe.eu

Projects and Products Portal for Leonardo da Vinci
All TOI projects from 2007

Tool for 
 Dissemination of results
 Statistics
 Finding best practice projects
 Partner search 
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