Annex 4
Interreg VA Poland-Slovakia 2014-2020

control and audit GUIDANCE

 for the Controllers  as referred in art 23 of Regulation (EU) No 1299/2013


Checklist for on-the-spot check of projects
(the list can be extended by the controller depending on the national requirements)


	On the spot check - number 
	

	Name and address of the controlled entity 
	

	Project’s name and number 
	

	Date of verification
	

	Information on the sampling of documents for verification /if applicable/
	

	Thematic modules of the checklist used during the verification, 
	Inspected area
	Yes 
	Not applicable

	
	1. Verification of measures planned within the project
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	2. Verification of the achievement of indicators
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	3. Verification  of accounting records
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Verification of expenditure:
	
	

	
	4. Expenditure in the category STAFF COSTS
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	5. Expenditure in the category CONSTRUCTION WORKS AND INFRASTRUCTURE
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	6. Expenditure in the category OFFICE AND ADMINISTRATION 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	7. Expenditure in the category TRAVEL AND ACCOMMODATION 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	8. Expenditure in the category COST OF EXTERNAL EXPERTISE AND SERVICES
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	9. Expenditure in the category EQUIPMENT
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	10. Verification of compliance with information  and publicity rules
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	11. Verification of compliance by the lead beneficiary with obligations set in Article 13 (2) and (3) of the Regulation No. 1299/2013 of 17 December 2013 on specific provisions for the support from the European Regional Development Fund to the European territorial cooperation goal 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	12. Control of the implementation of the grant agreement by the beneficiary of an umbrella project (mandatory module to fill in during inspections of umbrella projects,  additionally supplemented with respective 1-16 modules, with the view to verifying the expenditure eligibility)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	13. Verifying compliance with the competitiveness principle
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	14. Verification of procedures for the award of public works contracts 
	  FORMCHECKBOX 

If YES, the checklist must be accompanied by a checklist pertaining to the ex-post verification of public procurement x
	 FORMCHECKBOX 






Thematic modules of the checklist:
1. Verification of the implementation of activities planned in the project
	No.
	Question
	Yes/No
Not applicable
	Notes/Comments

	1
	Is the state of project completion described in progress report consistent with the activities that have actually been carried out?
	
	/verification also by means of visual examination/

	2
	Have activities been implemented in consistency with the Application Form?
	
	

	3
	Are the documents submitted together with progress report consistent with the original project documentation? 
	
	/answer based on the sample of expenditure subject to verification /

	4
	Are original accounting documents described in a manner indicating that expenditure has not been financed from different sources? /in order to exclude the possibility of double financing/
	
	

	5
	Did the partner incurred the expenditure in  accordance with public procurement rules in the period covered by the verification?
	
	/If the contract has not been subject to a prior verification, a list  on ex-post public procurement must be completed and attached  /

	6
	Did the partner applied the competitiveness principle if the procurement was below the thresholds in the period covered by the verification?
	
	A separate list can be attached if applicable on national level


2. Verification of the achievement of indicators
	No.
	Indicator specified in the Application Form
	Indicator’s unit of measurement 
	Indicator’s target value

	Source of data/method of measurement
	Status of achievement of the indicator
	Comments

	1
	
	
	
	
	
	

	...
	
	
	
	
	
	

	…
	Has the status of the planned indicators been achieved and is it consistent with the progress of the project implementation? 
	/yes/no/not applicable
	Description of derogations

	...
	Is the information on indicators confirmed by the Controller during the verification and consistent with the data entered into the SL2014?
	/yes/no/not applicable
	


3. Verification of accounting records 
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Are separate accounting records or a separate accounting code maintained for all transactions relating to the implementation of the project?
	
	

	2
	Has the expenditure presented by the partner in the progress report been included in accounting books? 
	
	\[attention should be paid to the following records: "taking into account the buffer", "B" indicating a temporary introduction of records]
Answer on the basis of the verified expenditure (100% or a sample)

	3
	Are accounting documents, on the basis of which expenditure records are maintained,  identical with copies attached to the progress report?
	
	Answer on the basis of the verified expenditure (100% or a sample)


4. Verification of expenditure - Expenditure in the category STAFF COSTS
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Does the scope of the employee’s responsibilities include tasks related to the project?
	
	

	2
	If the employee also performs tasks outside of the project, has the method of calculating the cost of his/her salary been specified?
	
	

	3
	Are time sheets presented in case of  employees involved in the project on a part-time basis and without a fixed number of working hours?
	
	

	4
	Has an hourly rate been calculated in accordance with the programme rules that applies to persons employed on a part-time basis with a variable number of hours of work per month?
	
	

	5
	Have personnel costs been documented fairly and in accordance with the programme rules?
	
	

	6
	If the cost of awards/bonuses/extras salaries has been included in the progress report - are they incurred in accordance with the eligibility rules specified in programme?
	
	

	7
	If the partner has received a flat rate to cover direct staff costs, the direct employment costs were also declared for reimbursement?
	
	

	a)
	/if applicable/ Has the beneficiary correctly calculated the amount of eligible expenses covered by the flat rate (according to the  flat rate approved in the Application Form) in the current progress report? i.e. the value of the partner's eligible direct costs (other than direct staff costs) declared in the progress report x flat rate
	
	

	8
	Did contracts other than employment contracts (e.g. contract of the order) were preceded by an adequate public procurement procedure?
/please specify in comments if and when the appropriate checklist for ex-post verification public procurement procedure was filled in, along with the information on the results of this verification/
	
	

	9
	If the beneficiary resigned from carrying out the proceedings in accordance with public procurement rules, was it in an authorized manner?
	
	

	10
	If value of expenditure under the EU and national and thresholds/ Has the expenditure been incurred in accordance with the competitiveness principle?
	
	

	11
	If the beneficiary amended contracts/signed annexes to contracts, has it been consistent with the law provisions and allowed by the contract concluded with the contractor?
	
	


5.  Verification of expenditure – Expenditure in the category CONSTRUCTION WORKS AND INFRASTRUCTURE
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Has the partner submitted the contract concluded with a contractor?
	
	

	2
	Has the partner submitted the acceptance protocol or included an appropriate information on the invoice that the completed works/services can be accepted?
	
	

	3
	Is the scope of work performed consistent with the contract concluded with the contractor and with the Application Form?
	
	

	4
	Has the work been completed within the timeframe specified in the contract concluded with the contractor?
	
	

	5
	In the case of purchase land, have limits set out in programme documents been respected?
	
	

	6
	Have the costs of undeveloped property or real estate been included in the project with an appropriate amount/proportion?
	
	

	7
	Has the expenditure been incurred in accordance with the national rules on Public Procurement ?

/please specify in comments if and when the appropriate checklist for ex-post verification public procurement procedure was filled in, along with the information on the results of this verification/
	
	

	8
	If the beneficiary resigned from carrying out the proceedings in accordance with public procurement rules, was it in an authorized manner?
	
	

	9
	If the value of the expenditure is under the EU and national and thresholds has it been incurred in accordance with the competitiveness principle? (if established at national level)
	
	

	10
	If the partner amended contracts/signed annexes to contracts, has it been consistent with the procurement provisions and allowed by the contract concluded with the contractor?
	
	


6. Verification of expenditure - Expenditure in the category OFFICE AND ADMINISTRATION
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Has the beneficiary correctly calculated the amount of eligible expenses covered by the flat rate (according to the flat rate approved in the Application Form) in the current progress report? i.e. the value of the partner's eligible direct staff costs declared in current progress report x flat rate
	
	

	2
	If the partner has received a flat rate to cover indirect costs, are there other indirect expenditure declared as real costs?
	
	


7. 
Verification of expenditure - Expenditure in the category TRAVEL AND ACCOMMODATION
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Do business trip concern the tasks planned in the project?
	
	

	2
	Has the business trip been documented?
	
	

	3
	Have the costs of the business trip been incurred and calculated in accordance with the provisions of national law and programme rules?
	
	

	4
	Has the  means of transport been chosen in accordance with the programme rules?
	
	

	5
	/if applicable/

Is the cost of a business trip outside the support area eligible and in accordance with the programme rules?
	
	


8. Verification of expenditure - Expenditure in the category COST OF EXTERNAL EXPERTS AND SERVICES
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Has the partner submitted a contract with a contractor?
	
	

	2
	Does the contract concluded with the contractor specify clearly the responsibilities, duration and amount of remuneration?
	
	

	3
	Are the services provided available to people with disabilities and compatible with the concept of universal design? / if it was established in the application for co-financing or it results from the applicable provisions
	
	

	4
	Is the scope of services performed consistent with the contract concluded with the contractor and with the Application Form?
	
	

	5
	Has the service been completed within the deadlines set in the contract and within the set price?
	
	

	6
	Has the expenditure been incurred in accordance with the national rules on Public Procurement ?

/please specify in comments if and when the appropriate checklist for ex-post verification public procurement procedure was filled in, along with the information on the results of this verification/
	
	

	7
	If the value of the expenditure is under the EU and national and thresholds has it been incurred in accordance with the competitiveness principle? (if established at national level)
	
	

	8
	Have the verified expenditure been / should be incurred in accordance with the principle of competitiveness? (under the EU and national thresholds)
	
	

	9
	Has the scope of the work been carried out at the price specified in the contract concluded with the contractor?
	
	

	10
	Is there a proof of completing the service defined in the contract , e.g. protocol of acceptance etc.?
	
	

	11
	If the partner amended contracts/signed annexes to contracts, has it been consistent with the procurement provisions and allowed by the contract concluded with the contractor?
	
	

	12
	Do the cost of information and promotional materials distributed free of charge exceed the amounts defined in programme manual?
	
	

	13
	Has the partner submitted documents confirming the organization of training/events?
	
	

	14
	Does the documentation provided confirm that training/events were held for the target group specified in the Application Form?
	
	

	15
	Have external services been outsourced to another partner participating in the project?
	
	

	16
	If the beneficiary resigned from carrying out the proceedings in accordance with public procurement rules, was it in an authorized manner?
	
	

	17
	Have costs of the involvement of employees of the beneficiary been declared in category EXTERNAL EXPERTISE AND SERVICE?
	
	

	18
	Does the scope of the contract with external experts apply to expenses which should declared as simplified method?
	
	


9. Verification of expenditure - Expenditure in the category EQUIPMENT
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Has the partner submitted a contract with a contractor?
	
	

	2
	Has the partner submitted the acceptance protocol or included an appropriate information on the invoice that the completed works/services can be accepted?
	
	

	3
	Is the scope of deliveries consistent with the contract concluded with the contractor and with the Application Form?
	
	

	5
	Has the delivery been completed within the deadlines set in the contract and within the set price?
	
	

	6
	Has the scope of work been carried out at the price specified in the contract concluded with the contractor?
	
	

	7
	Has the expenditure been incurred in accordance with the national rules on Public Procurement ?

/please specify in comments if and when the appropriate checklist for ex-post verification public procurement procedure was filled in, along with the information on the results of this verification/
	
	

	8
	If the beneficiary resigned from carrying out the proceedings in accordance with public procurement rules, was it in an authorized manner?
	
	

	10
	If the value of the expenditure is under the EU and national and thresholds has it been incurred in accordance with the competitiveness principle? (if established at national level)
	
	

	11
	If under the EU and national thresholds has the expenditure been incurred in accordance with the competitiveness principle?
	
	

	12.
	If the partner amended contracts/signed annexes to contracts, has it been consistent with the procurement provisions and allowed by the contract concluded with the contractor?
	
	

	13
	Are purchases of fixed assets done in economic manner and  in accordance with the programme rules (purchase/ depreciation/lease)?
	
	

	14
	Have the purchased fixed assets been included in the records of fixed assets?
	
	

	15
	/if applicable/ 

Have depreciation costs within the project been calculated in accordance with the national provisions?
	
	

	16
	/if applicable/

 If the cost of equipment for a workplace has been presented, is it dedicated to the project and used by the person employed in the project - concern the person employed at least on a half-time basis?
	
	

	17
	/if applicable/

If the partner has purchased second-hand equipment, were  the programme rules been respected?
	
	

	18
	If the cost of equipment for a workplace of the employee working for the project has been presented - has the equipment for a workplace been declared for certification in accordance  with programme rules?

	
	


10. Verification of compliance with information and publicity obligations 
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Do activities  and information and promotional materials contain the necessary information in accordance with the requirements of the programme, i.e. have they been marked with the logo of the programme, the EU symbol, do they include information on funding from the ERDF?
	
	

	2
	Have fixed assets and the venue of the event (e.g. conference, training) been marked in accordance with the programme rules?
	
	

	4
	Has the partner informed the public about the aid received from the ERDF by posting on its website [if applicable] a brief description of the project, proportional to the level of aid obtained, including its objectives and outcomes and highlighting the financial support from the European Union/if such an obligation arises from the programme rules/?
	
	

	5
	Has the partner displayed at least one poster (minimum size A3) presenting information about the project and the received financial support from the European Union, in a place visible to the general public, such as the entrance to the building? 

/in case of operations that involve the financing of measures in the field of infrastructure or construction, where the total value of public aid exceeds EUR 500,000/

Has the partner displayed in a visible place a temporary large-format billboard with the name and the main goal of the operation

/if the obligation arises from the principles of the programme/?
	
	

	6
	/in case of operations that involve the purchase of fixed assets or financing activities in the field of infrastructure or construction, where total public aid exceeds EUR 500,000/

Has the partner displayed in a visible place a temporary large-format billboard with the name and the main goal of the operation

/if the obligation arises from the principles of the programme/?
	
	

	7
	Are the expenditure incurred for informational and promotional activities were planned in application form and appropriate and necessary for the achievement of the objectives of the project?
	
	


11. Verification of compliance by the lead partner with the obligations set forth in Article 13 (2) and (3) of the Regulation No. 1299/2013 of 17 December 2013 on specific provisions for the support from the European Regional Development Fund to the European territorial cooperation goal
	No.
	Question
	Yes/No
Not applicable
	Comments

	1. 
	Has the Lead Partner concluded with other partners an agreement (contract) that included provisions ensuring the appropriate management of funds allocated to the project, including conditions of recovery of unduly paid amounts and a declaration that the Lead Partner is responsible for the implementation of the project?


	
	

	2. 
	Has the Lead Partner ensured that the expenditure presented by all partners were incurred for the implementation of the project and correspond to the arrangements made by all partners?
	
	

	3. 
	Has the Lead Partner ensured that expenditure presented by other partners were verified by the competent controller?
	
	

	4. 
	Does the Lead Partner forwards to other partners the total amount of refund received as soon as possible?
	
	

	5. 
	Does the Lead Partner abstain from deducting or withholding any amounts, or from imposing any specific fees or other charges with an equivalent effect that would reduce the amount of reimbursement for other partners?
	
	


12. Inspection of the implementation of the grant agreement by the beneficiary of an umbrella project
	No.
	Question
	Yes/No
Not applicable
	Comments

	1. organization and execution of calls for proposals and signing of subsidy contact/annexes

	1. 
	What amount has been provided to the beneficiary of an umbrella project for the implementation of micro-projects?
	/specify the amount/
	The contracted amount:
	

	2. 
	
	
	The amount to be allocated:
	

	3. 
	The number of applications already submitted for funding of micro-projects:
	
	

	4. 
	The number of subsidy contracts already signed with micro-beneficiaries:
	
	

	5. 
	Has the beneficiary of an umbrella project established procedures for calls for proposals?
	
	

	6. 
	/if YES/ are the above procedures properly applied by the beneficiary of the umbrella project?
	
	

	7. 
	Has the beneficiary of the umbrella project conducted a call for proposals for the funding of micro-projects in the period covered by the on-the-spot check?
	
	/specify in remarks whether calls for proposals are conducted periodically or in a continuous manner/

	8. 
	How many applications for funding have been submitted to the beneficiary of the umbrella project since the last on-the-spot check carried out by the controller?
	
	

	9. 
	How many of the above applications were rejected at the stage of initial/formal assessment?
	
	

	10. 
	How many of the above applications were rejected during the quality assessment?
	
	

	11. 
	How many proposals that has received a positive assessment at the initial/formal and the quality assessment were not approved for funding? 
	
	/specify reasons/

	12. 
	Was the rejection of applications for funding by the beneficiary of the umbrella project justified? 
	
	

	13. 
	Has the process of call for proposals and their assessment been properly documented?
	
	

	
	Description of the on-the-spot check sample: 
Answers to the below questions are provided on the basis of the indicated sample/this section must be filled out separately for each micro-project/

	14. 
	Has the beneficiary of the umbrella project conducted an initial/ formal of the application for funding?
	
	

	15. 
	Has the beneficiary of the umbrella project properly assessed the fulfilment of preconditions by the application (e.g. relating to the date and place of submission, consistency of the electronic version and the hard copy, completeness of attachments, signature by an authorized person?
	
	

	16. 
	Has the beneficiary of the umbrella project correctly assessed whether the application is complete and correct (whether all mandatory fields in the application have been filled out by the micro-beneficiary, the content of the application is logical and consistent, and all mandatory attachments are provided)?
	
	

	17. 
	Has the beneficiary of the umbrella project requested the micro-beneficiary to correct the application if necessary?
	
	

	18. 
	Has the beneficiary of the umbrella project properly assessed the fulfilment of conditions relating to:
- eligibility of the micro-beneficiary,
- eligibility of the micro-project (including the cross-border effect),
- correctness of the indicators adopted,
- correctness of the calculation and the eligibility of expenditure,
- eligibility of VAT,
- correctness of calculations,
- other  
	
	

	19. 
	Has the application that received a positive initial/formal assessment been submitted to the quality assessment?
	
	

	20. 
	Has the application been assessed by authorized persons (e.g. experts)?
	
	

	21. 
	Have the following conditions been checked during the quality assessment:
- partnership
- cross-border impact 
- compliance with the provisions of the umbrella project and the programme
- compliance with horizontal policies, strategic documents, Europe 2020 document?
	
	

	22. 
	Has the quality assessment been properly supervised by the beneficiary of the umbrella project?
	
	

	23. 
	Has a ranking list of micro-project applications been drawn up and submitted to the competent Commitee for microprojects? 
	
	

	24. 
	Did the beneficiary of the umbrella project prepare documentation necessary for the conclusion of the subsidy contract without an undue delay?
	
	

	25. 
	Was a subsidy contract concluded with the micro-beneficiary whose application had been approved for financing by the Committee for microprojects?
	
	

	26. 
	If necessary, did the beneficiary of the umbrella project prepared documentation and signed an annex to the subsidy contract with the micro-beneficiary?
	
	

	2. Verification whether the beneficiary of the umbrella project ensured the regularity of expenditure incurred under the umbrella project (including micro-projects and expenditure related to project management)

	27. 
	Have specific procedures on eligibility of microprojects been elaborated by the beneficiary of the umbrella projects in order to verify that the expenditure presented by the micro-beneficiaries?
if YES, the checklist should be extended by specific questions verifying whether the beneficiary of the umbrella project applies the adopted procedure.
	
	

	28. 
	Has the beneficiary of the umbrella project verified the expenditure submitted by the micro-beneficiary to ensure that it is accurate and eligible?
	
	

	29. 
	Has the verification been properly documented?
	
	

	30. 
	Does the controller confirm that the verification conducted by the beneficiary of the umbrella project ensures that the expenditure is correct and eligible?
	
	/if NO, please specify which areas are not subject to sufficient verification in order to ensure accuracy and eligibility of expenditure/

	31. 
	Has the beneficiary of the umbrella project visited on-the-spot of the micro-beneficiary in order to verify that the micro-project is being implemented properly and in compliance with the application for funding?
	
	

	32. 
	If any deviations were found during a visit of the micro-beneficiary, has the beneficiary of the umbrella project formulated appropriate recommendations and later monitored their implementation?
	
	

	33. 
	If ineligible expenditure was found during a visit of the micro-beneficiary, has the beneficiary of the umbrella project launched an appropriate procedure for the recovery of improperly paid funds /if applicable/?
	
	

	3. Verification of the use of funds from the advance payment and the transfer of payments to micro-beneficiaries by the beneficiary of the umbrella project

	34. 
	Does the beneficiary of the umbrella project use the advance payment (both for management and payments to micro-beneficiaries) in accordance with thesubsidy contract?
	
	

	35. 
	Has the beneficiary received an appropriate amount of advance payment?
	
	

	36. 
	Is the data presented in payment clains in line with transactions recorded on the bank account?
	
	

	37. 
	Has any bank interest been generated on the account where advance payment is kept?
	
	

	38. 
	Does the beneficiary of the umbrella project provide micro-beneficiaries with appropriate amounts of refunds?
	
	

	39. 
	Does the beneficiary of the umbrella project provide micro-beneficiaries with refunds without undue delay? 
	
	

	40. 
	Have all micro-projects verified by the controller received refunds to date?
	
	


SUMMARY
(mandatory part)
	No.
	Question
	Yes/No
Not applicable
	Comments

	1
	Is the expenditure presented in previously submitted progress report consistent 
with the eligibility rules applicable under the Programme, with the provisions of the Programme Manual?
	
	

	2
	Is documentation relating to the project stored in a manner that ensures its availability, confidentiality and security, and in accordance with the audit trail principle?
	
	

	3
	Has ineligible//irregular expenditure been found during the verification?
	
	

	4
	Does the controller identify threats for the proper implementation of the project?
	
	

	5
	Does the beneficiary need to correct the progress reports submitted 
so far? 
	
	

	6
	Is there a need to notify the MA about ineligible//irregular expenditure and to initiate the procedure of recovery of unduly paid amounts?
	
	

	7
	Has the verification carried out by the controller resulted in the suspicion of systemic irregularities?
	
	

	8
	Have recommendations from previous verifications of the project been implemented? /if applicable/
	
	

	9
	Have any irregularities been found during the verification that would require reporting to the European Commission (OLAF)?
	
	If so, it should be specified which quarter of the year shall be subject to report

	10
	Is it necessary to formulate recommendations as a result of the verification?
	
	

	NOTES
	

	ATTACHMENTS

	- e.g. a list attached to the ex-post public procurement,checklist/ notification to the MA on irregular expenditure
- etc.
- etc.


	Controller/s
	

	First and surname 
	

	Signature
	

	Date
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