REQUIRED DOCUMENATION FOR JUSTIFICATION OF COSTS WITHIN SPECIFIC ERASMUS+ BUDGET HEADINGS
1. STAFF COSTS

· Joint Declaration – duly filled-in. The Joint Declaration must be signed by the person concerned and signed and stamped by the responsible person in the institution where this person is normally employed.
· Time sheets for each Joint Declaration - duly filled-in and signed

· Attendance lists for lectures given 
· Tangible outputs / products
· Employment Contract
· Bank statements
· Tax statement (if applicable)

2. TRAVEL COSTS AND COST OF STAY
- Individual Travel Report – duly filled-in and signed by the person who travelled
- Supporting documentation: 

Travel order / decision (if applicable)

   
Travel tickets (plane, train, bus, etc.) 
Boarding passes
Invoices

Bank statements 
   
Tax statement (if applicable)

- Agendas
- Proof of attendance

- Tangible outputs / products
- Minutes of meetings

*Note: Expenses for travel by private/company car must be supported by document which regulates the use of vehicles for the purpose of business travel.

**Note: Prior authorization from the EACEA is required if the recipient of the mobility grant travels to countries other than those participating in the project.
3. EQUIPMENT 
When the threshold of EUR 25 000 is exceeded, the following documentation is required:

- Tendering procedure documentation
- Supporting documentation:
Contract with selected supplier
Pro-forma invoice of selected supplier
Vat exemption  

Invoice of selected supplier
Bank statement

Delivery notes 

Inventory register 

- Pictures of equipment (with ERASMUS+ sticker) 
When the threshold of EUR 25 000 is not exceeded, the following documentation is required:
- Order forms from three suppliers,

- Supporting documentation: 
Contract with selected supplier

Pro-forma invoice of selected supplier
Vat exemption  

Invoice of selected supplier
Bank statement

Delivery notes 

Inventory register 

-  Pictures of equipment (with ERASMUS+ sticker)
4. SUBCONTRACTING
When the threshold of EUR 25 000 is exceeded, the following documentation is required:

- Tendering procedure documentation,

- Supporting documentation:

Sub-contracts and invoices for external staff 
Sub-contract with selected supplier
Pro-forma invoice of selected supplier

Invoice of selected supplier

Vat exemption  

Bank statement

- Tangible outputs / products

When the threshold of EUR 25 000 is not exceeded, the following documentation is required:

-  Order forms from three suppliers,

-  Supporting documentation:

Pro-forma invoice of selected supplier

Invoice of selected supplier

Vat exemption  

Bank statement

- Tangible outputs / products

