
 

  

 

 

 

 

 

BEE NET 
Building European Export 

Networks 
Financial report guidelines   

22 January 2020 



 

   

 

Table of contents 
1. Foreword ............................................................................................................................................................................... 3 

2. General Rules ......................................................................................................................................................................... 3 

3. Eligible costs........................................................................................................................................................................... 4 

4. Non eligible costs ................................................................................................................................................................... 6 

5. Co-financing and joint and several responsibility .................................................................................................................. 6 

6. Documents to be included in the report ............................................................................................................................... 6 

7. Changes .................................................................................................................................................................................. 8 

8. Report submission ................................................................................................................................................................. 8 

9. Contacts and Q&A.................................................................................................................................................................. 8 

 

  



 

   

1. Foreword 
 

The financial report guidelines are developed within the “BEE NET: Building European Export Networks” project, under 

the Call 282/G/GRO/PPA/18/10479, launched by the European Commission (EC) Directorate General for Internal 

Market, Industry, Entrepreneurship & SMEs.  

This is a pilot project aimed at assisting European Micro, Small and Medium sized Enterprises (MSMEs) to develop, 

further expand or improve their international business by creating European Business Networks (EBNs) and enhance 

their capacity to exploit foreign markets for export purposes. 

 

The project is carried out by an international consortium led by Sicindustria and composed by: 

1. SicIndustria – ITALY (Project Leader) 

2. Cambra oficial de Comerç industria i Navegació de Barcelona - SPAIN   

3. Viesoji Istaiga Lietuvos Inovaciju Centras  – LITHUANIA 

2. General Rules 
 

The financial report (cost claim) must cover all eligible costs incurred within the project. All cost categories have to be 
broken down into individual items and the description of all items must be sufficiently detailed. The number of units 
and unit rate must be specified for each component on the basis of the indications provided per below cost category. 

The financial statement must: 

1. show all the costs incurred and revenue received in carrying out the project 

2. be sufficiently detailed to allow monitoring and control of the action 

3. give an indication on the different types of costs (technical, administrative, etc.); 

4. be in balance, i.e. total revenue and total expenditure must be equal (if the revenue exceeds the expenditure, 
the requested financial contribution from BEE NET will be adjusted  (decreased) accordingly to respect the 
non-profit rule. The share of own contribution  supported by the beneficiary is part of the revenue of the 
action. 

The amounts must be expressed in Euro with maximum two decimals (e.g. € 112.30) 

The expenses must be coherent with the implementation of the activities foreseen in the Action Plan for 

internationalisation. 

The eligible costs must be detailed in a budget included in the Action Plan. The budget must be drawn up in euros. 

Expenses related to the purchase of services in foreign currency (different from Euro) can be admitted for a value in 

Euros equal to the taxable amount for VAT, to be determined by applying the official exchange rate in the month of 

issue of the expense document. 

Applicants, who foresee that costs will not be incurred in euros, are invited to use the exchange rate published on 

the Infor-euro website available at 

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm. 

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en.cfm


 

   

Companies must submit all the evidences related to the expenses incurred, based on the rules stated in the contract 

signed. 

Only EBNs that have reached at least one achievement (a Partnership Agreement/an Outcome from an Advanced 

Advisory Service/a Success Story) will receive the reimbursement. 

In case EBNs cannot receive any achievement, they have to explain the reason why the Action Plan did not get to any 

significant impact. At that stage, all evaluators will decide whether the explanation justifies the grant or not. 

 

All expenses will be recognized net of taxes. 

Value added tax represents an eligible expense only if actually and definitively supported by the beneficiary. In the 

event that a beneficiary operates in a tax regime that allows him to recover the VAT on the activities he carries out 

within the project, the costs for which they are responsible must be stated net of VAT; otherwise, if VAT is not 

recoverable, the costs must be indicated including VAT. In cases where the beneficiary is subject to a flat rate regime 

pursuant to Title XII of the Council Directive 2006/112 / EC of 11/28/2006, the VAT paid is considered recoverable and 

therefore not eligible for aid. 

3. Eligible costs 
 

In order to be eligible for funding, costs should be actually incurred by the awarded EBNs and meet the following 

criteria: 

 

 they are indicated in the estimated budget of the Action Plan; 

 they are necessary for the implementation of the EBN activities;; 
 they are incurred during the duration of the Action Plan, as indicated in the grant agreement; 

 they are identifiable and verifiable, filed in the accounting records of the members of the awarded EBNs, and 

determined according to the applicable accounting standards of the country where the beneficiaries are 

established, following the usual cost accounting practices of the beneficiary; 

 they comply with the requirements of applicable tax and social legislation; 

 they are reasonable, justified, and comply with the principle of sound financial management, in particular 

regarding economy and efficiency. 

 actually incurred by the EBN members 

 

Eligible costs may include, inter alia: 

a) professional and /or consultancy services for: 

 search for foreign operators / partners and assistance in organizing business meetings; 

 pre-feasibility and feasibility studies for the development of commercial networks, specialized distribution 

networks and after-sales assistance abroad; 

 consultancy regarding international contracts, company constitution abroad, dispute management and credit 

recovery with reference to foreign markets, e-commerce, registration and / or implementation of industrial 

rights abroad (trademarks and patents); 

 tax and customs consultancy on technical, legislative and procedural aspects related to import / export; 

 financial advice that can be provided by specialized entities for assistance in accessing banking support for 

internationalization and for setting up companies abroad; 

 advice on export credit insurance disbursed by specialized subjects; 



 

   

 consulting on foreign product certifications; 

 development of Marketing Plans for internationalization; 

 creation and development of common brands for penetration into foreign markets; 

 involvement of a Temporary Export Manager (TEM) who ensures the management and coordination of the 

internationalization project; 

 Technical Expert to facilitate innovation, technology transfer and/or enhancement. 

 legal and contractual assistance aimed at signing agreements with foreign operators; 

 assistance for participation in tenders in foreign countries; 

 strategic and commercial consultancy aimed at protecting new markets; 

 selection of target markets; identification and selection of the customer profiles;  

 scouting of new potential distribution channels and clients;  

 participation in international fairs and related B2B meetings; 

 organisation of incoming or outgoing missions; 

 common brand, common catalogues, e-commerce. 

These services must not be continuous or periodic, and must be considered outside the ordinary operating costs of 

the companies participating in the EBN, connected to regular activities such as tax advice, legal advice or advertising. 

b) Costs for international events and for activities aimed at developing the international dimension of the EBN or 

the launch of products, such as: 

 rental and setting up of the exhibition area for participation in international fairs (including any registration 

costs, fixed charges and fees based on the regulation of the initiative, design and assembly of the stand, 

handling and internal storage of materials and products with any and related insurance costs, costs for the 

supply of material assets (such as furnishings) that make up the stand, stand management costs: relating to 

personnel costs (employee or external such as hostess/steward) committed only for the time of presence in 

the stands, and costs for translators and interpreters); 

 transport and insurance costs for materials and products used exclusively for promotional events included in 

the project; 

 travel and subsistence of EBN staff for promotional events included in the project; 

 rental and set up location for incoming, outgoing activities; 

 costs for promotional actions with large retailers and organized distribution abroad and/or also in the form of 

temporary showrooms abroad; 

 interpreting, hostess and equipment rental services; 

 brochures, catalogues, informative material, in English and/or in the language of the target country of the 

internationalization project; 

 travel, board and lodging of foreign operators; 

 creation of websites in English, and/or in the language of the target country or adaptation of the existing site 

in English and/or into the language of the target country (the website, where envisaged, must be active and 

accessible at the time of reporting); 

 promotion on the reference markets (press, web and social network advertising); 

 costs for product certification/brand protection in the target markets identified in the functional project for 

export activities. These costs concern: preparation and translation of technical documents for the certifying 

body, transport and insurance of samples and technical documents to the certifying body, certification 

procedures 



 

   

c) Brand design and development of logo and graphics of the EBN; 

d) Preparation and publishing, on-line and printing, of promotional material: EBN’s products sheets, pricing lists, 

leaflets, web-pages, promotional brochures; 

e) Travel and accommodation costs for participating in the kick off meeting in Barcelona, in the final event in 

Palermo, events, conferences and international exhibitions, for max. 2 persons of the same SME. 

4. Non eligible costs 
 

The following costs shall not be considered eligible: 

 staff costs 

 return on capital; 

 debt and debt service charges; 

 provisions for losses or debts; 

 interest owed; 

 doubtful debts; 

 exchange losses; 

 costs of transfers from the Commission charged by the bank of a beneficiary; 

 costs declared by the beneficiaries in the framework of another action receiving a grant financed from the 

Union budget (including grants awarded by a Member State and financed from the Union budget and grants 

awarded by other bodies than the Commission for the purpose of implementing the Union budget); 

 contributions in kind from third parties; 

 excessive or reckless expenditure; 

 deductible VAT; 

 participation by any staff of the institutions in actions receiving grants. 

In addition to the above, the Commission can refuse to finance certain costs included in the proposal. The 

beneficiary EBNs can decide to maintain and finance these costs out of their own resources, but they will not be 

taken into account as eligible costs. 

5. Co-financing  
 

The beneficiary EBNs have to provide evidence of their co-financing, it may not be less than 10%. The maximum 

amount of EU financial support is €25.000 (no more than 90% of the eligible costs); 

6. Documents to be included in the report 

 

All eligible project costs must be substantiated with the following costs incurring and payment documents:  

- Payment documents shall be as follows: bank account statement, internet-banking statement, payment order 
copy, cheque, receipt or another document that evidences payment of the respective costs. 



 

   

-  The eligible project costs and documents substantiating them shall be as follows*:  

Costs of funding of envisaged 
activities 

Documents to be included in the report 

1. Costs of purchase of 
goods/services: 

- copies of contracts;  
- copies of statements of transfer and acceptance;  
- copies of VAT invoices/invoices/receipts;  
- copies of public procurement documents; 
- copy of the advance reconciliation (if personal funds were used to pay); 
- copies of payment documents; 
- examples and/or copies of created results (e.g. training materials, 

recommendations, booklets, video reports, souvenirs, etc.). 

2. Travel costs: - copy of the entity head’s order regarding the employee’s trip, allocation 
of daily allowance and payment of other costs; 

- copy of the advance reconciliation (if personal funds were used to pay); 
- travel tickets (in case of travel by air, copies of boarding pass slips must 

also be presented); 
- copy of the vehicle rental contract;  
- copy of the statement of transfer and acceptance of services;  
- copy of the travel insurance policy; 
- copies of VAT invoices/invoices/receipts; 
- copies of payment documents;  
- business trip/travel report; 
- if available, other documents (e.g. event programme, list of 

participants, training completion certificate, etc.). 

3. Accommodation costs: 
 

- copies of VAT invoices/invoices/receipts;  
- copy of the advance reconciliation (if personal funds were used to pay);  
- copies of payment documents. 
Note: Invoices/receipts must specify the exact accommodation date, the 
number of booked rooms, the customers’ surnames and other relevant 
information. 

4. Catering costs: - copies of VAT invoices/invoices/receipts;  
- copy of the advance reconciliation (if personal funds were used to pay);  
- copies of payment documents. 
Note: Invoices/receipts must specify the exact event date, the number of 
guests and other relevant information and a copy of the receipt must be 
presented. 

5. Publicity costs: - copies of press releases; 
- examples of publicity measures, photographs, video reports and/or 

other materials; 
- copies of VAT invoices/invoices/receipts;  
- copies of payment documents. 

6. Transport costs: - copy of the entity head’s order regarding allocation of the respective 
vehicle to the project; 

- copy of the vehicle use/rental contract; 
- certificate about the vehicle fuel consumption rate; 
- copies of travel slips; 
- statements of writing-off of fuel; 
- copies of VAT invoices/invoices/receipts; 



 

   

- copy of the advance reconciliation (if personal funds were used to pay); 
- copies of payment documents. 

7. Other: - documents substantiating the respective costs. 
*The beneficiary EBNs may and/or, at the BEE NET project partner’s request, must also provide other documents substantiating 
the respective costs. 

7. Budget changes 

 
During implementation of the project, the coordinator of EBN may send a substantiated written request to 

the BEENET project partners to have the project budget amended. Decisions regarding amendment of the 

budget shall be approved by the partners of BEENET Network. On expiry of the project implementation 

deadline, the budget may not be amended. 

An additional agreement may be concluded in the following cases:  

 there is a need to change the project implementation time period;  

 changes occur in the project activities, which have a major effect on the project budget;  

 a proposal to implement activities not envisaged in the Agreement is made;  

 the funding of envisaged activities diverges from the planned amount by more than 10%;  

 other unforeseen circumstances arise, due to which there is a need to introduce material amendments 

to the provisions of the Agreement.  

The EBN project coordinator may only introduce project budget changes, which do not materially affect the 

scope, objectives and action plan of the project after obtaining the BEENET project partner‘s prior consent 

(the EBN project coordinator’s substantiated request is required). 

No amendments to the provisions of the budget may be introduced without the BEENET project partner‘s 

consent.  

8. Report submission 
 

The period of eligibility of costs will start the first business day after the last party signs its individual beneficiary grant 

agreements. 

The project report must be presented within 30 days of the end of the project, but no later than 8th of February 

2021. The possibility to extend the set deadline may only be considered, if the implementer sends a substantiated 

request to the Institution in advance, i.e. at least two weeks before expiry of the deadline for completing the project. 

9. Contacts and Q&A 
Questions related to these guidelines and can be addressed to the BEE NET project partners: 

- Giada Platania, Sicindustria: een@sicindustria.eu 

- Ana Carrasco, Barcelona Chamber of Commerce: acarrasco@cambrabcn.org  

- Daiva Bickauske, Lithuanian Innovation Centre: d.bickauske@lic.lt  

A Q&A page will be published in the BEE NET website https://bee-net.b2match.io/ 

mailto:een@sicindustria.eu
mailto:acarrasco@cambrabcn.org
mailto:d.bickauske@lic.lt
https://bee-net.b2match.io/

