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1. Budget

Project:             01/march/2025 - 28/february/2027

Indirect cost:    7% flat rate on all direct costs except for subcontracting

Funding Rate:  90% 

Prefinancing:   70%



2. Cost

DIRECT COST:

Direct linked to the project

‣ Direct personnel


‣ Subcontracting 


‣ Purchase cost/other direct cost 


‣ Travels - UNIT COST


‣ equipment  DEPRECIATION


‣ Other goods and services - 
ACTUAL COST

‣ Running cost 


‣ Equipment that cannot be linked 
to the project

INDIRECT COST: 

Not directly linked to the project

Costs are divided into two categories: 

7 % flat rate on all direct costs

 except for subcontracting



General eligibility criteria of costs 

‣ Incurred by the beneficiary


‣ Incurred in the project period (1/10/2023-31/09/2027)


‣ Declared under one of the budget categories 


‣ Connection with the action and is necessary for its implementation 


‣ Identifiable and verifiable in beneficiary’s accounts - real cost (not 
estimated costs)


‣ In accordance with your usual accounting principles


‣ In compliance with national laws and taxes


‣ Reasonable and justifiable

The European Commission requires that Actual Costs meet the following 
criteria to be considered eligible:



What are the categories of personnel?
Staff are classified into five main categories according to their relationship with the 
beneficiary entity:

1. Employees:  
Staff with a standard employment 

contract -  Calculation method

2. Direct contracts &  
3. Seconded personnel: 


Similar conditions to an employee

4. SME owners and Natural 
persons:  

Do not receive a salary and are 
declared as unit cost

5. Volunteers: 

Without remuneration -  

Subject to specific call conditions



How to calculate your personnel costs for a given reporting period ? 

Calculation Method (Standard Formula) 

Personnel Cost =   Daily Rate  ×  Days Worked


Divide the annual cost by 215 working days.  
* 215 if the person has worked throughout the 
entire year or make an equivalent.

Calculate the Daily Rate

02

Determine the Annual Cost
Add the base salary, social security costs 
and eligible allowances, 

01

Record Days Worked
Register the days dedicated to the project,  
Days must be identifiable and verifiable.  
(maximum 215 per year).

03
Apply the Formula

Multiply the daily rate by the number of days 
worked on the project.

04



Reporting Travel by Unit Cost
To report travel, accommodation and subsistence costs, as unit 
costs, beneficiaries should calculate it following the EC decision of 26 
july 2023:

‣ Travel costs are calculated according to distance:

Air, rail or combining

5.1 Apply 1 unit cost per distance band

Distance ≥ 400 km

* Spain - Portugal: 54 EUR

Only by land
5.2 Intra-Member state: 
Apply 1 unit cost per MS


5.3 Inter-Member state: 
Apply 1 unit cost between 2 MS

Distance < 400 km

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/unit-cost-decision-travel_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/unit-cost-decision-travel_en.pdf


Reporting Travel by Unit Cost
To report travel, accommodation and subsistence costs, as unit 
costs, beneficiaries should calculate it following the EC decision of 26 
july 2023:

‣ Accommodation & subsistence costs calculated according to 
destination:

Country Accomodation - Amount 
in EUR per nigth

Subsistance - 
Daily Rate in EUR

Belgium 137 102

Italia 114 98

Portugal 109 83

5.5. Amounts for accommodation and subsistence costs


https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/unit-cost-decision-travel_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/unit-cost-decision-travel_en.pdf


Example: Current Ispra meeting - Monday to Wednesday 

https://commission.europa.eu/funding-tenders/procedures-guidelines-tenders/information-contractors-and-beneficiaries/calculate-unit-costs-eligible-travel-costs_en 
https://gps-coordinates.org/distance-between-two-addresses.php 

Travel

Accommodation:   114 €/night


Subsistence:            98 €/day 

 

                              *There are no half diets

Country
Accomodation - 
Amount in EUR 
per nigth

Subsistance - 
Daily Rate in 
EUR

Belgium 137 102

Italia 114 98

Portugal 109 83

Accomodation & subsintence

Travel:                     261 €

                          

https://commission.europa.eu/funding-tenders/procedures-guidelines-tenders/information-contractors-and-beneficiaries/calculate-unit-costs-eligible-travel-costs_en
https://gps-coordinates.org/distance-between-two-addresses.php


https://commission.europa.eu/funding-tenders/procedures-guidelines-tenders/information-contractors-and-beneficiaries/calculate-unit-costs-eligible-travel-costs_en 
https://gps-coordinates.org/distance-between-two-addresses.php 

Example: Current Ispra meeting - Monday to Wednesday 

Travel:                     261 €

Accommodation:   114 €/night

Subsistence:            98 €/day 

 

                              *There are no half diets

https://commission.europa.eu/funding-tenders/procedures-guidelines-tenders/information-contractors-and-beneficiaries/calculate-unit-costs-eligible-travel-costs_en
https://gps-coordinates.org/distance-between-two-addresses.php


3. Internal Report: Excel Sheet - Time Sheets

‣ Records must be kept up to 5 years after the final payment (see data 
sheet in GA): 
 
Contracts, invoices, accounting records, time records


‣ The records and supporting documents must be made available upon 
request: 
 
Audits, reviews, checks


‣ The usual accounting practices and internal control procedures



Internal Report for the 1st year


Send to coordination by 1st April 2026:

1. Detailed reporting table - Excel file

2. Time sheets

3. Internal Report: Excel Sheet - Time Sheets
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