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Basic Questions

Do I have to submit a final report?

Yes, it is a contractual requirement for all Youth in Action projects to submit a final report.  The report provides evidence of project activity and expenditure. Without a final report, we will not be able to make a final payment for your project and will have to ask you to pay back any prepayment we have already paid to you. The European Commission’s official final report formats must be used; there is a different report form for each Action.  These can be downloaded from the British Council’s website www.britishcouncil.org/youthinaction.You must use the relevant final report form for the year in which your application was originally submitted.

You must submit one final report per project.  Do not combine multiple projects in the same report. 

How do I remove track changes from the final report?

If your report shows comment boxes or text in red on the side of the final report, they can be removed by going to the reviewing toolbar and selecting ‘Final’ (the box next to ‘Show’). 

When is the final report due?

The final report is due within 60 days of the project end date.  The project end date is stated on page 3 of your grant agreement. We recommend that you complete and submit your final report as soon as possible after your project’s activity has finished. 
Where do I send my final report?

Please send your original final report to:

Youth in Action Reports

British Council

10 Spring Gardens

London

SW1A 2BN

We recommend that you send your final report by registered mail.  We will acknowledge receipt of your report when it arrives. You should keep a copy of the report, and of any supporting documents submitted with it, for your records. 

How long do I have to keep a copy of the final report?

Five years from the date of payment of any final balance, by us or you, in relation to the project covered by the report. You must also keep all supporting documents along with the report as set out in article 1.10 of your grant agreement. Any of these documents may be audited by the British Council, the European Commission or the European Court of Auditors, or by any audit firm commissioned by any of these organisations, at any time up to five years after the date of the final payment or recovery and the closure of the grant.

Who should sign the final report?

The legal representative named in the application and in the grant agreement must sign the final report.  By doing so, they are declaring that the activity detailed in the final report took place as described and that the financial statement and related documents are true and accurate. 
The legal representative’s signature on the final report that you send to us must be original; it cannot be a photocopy or scanned copy.
Who else signs the final report?

All participants who have taken part in the project activity will need to sign, to confirm their attendance / participation. There is a grid at the back of the final report for this. In projects where participants have been named in advance, the participants named in the final report must be the same as those that were named in the original application.

Action 2 projects also require a separate volunteer’s final report to be included, for each of the volunteers who have taken part, as part of the organisation’s final report. Each volunteer’s report must be completed and signed by the volunteer concerned. 
The participants’ / volunteer’s signatures on the final report that you send to us must be original; they cannot be photocopies or scanned copies.

What happens once I have submitted a final report?

Once a final report has been received by the British Council, we will process it within 45 days and will make any additional payment due to you within a further 45 days, in accordance with the terms set out in your grant agreement.

We may contact you within this period, to clarify any aspect of your report with you or to request any supporting documentation that you have not submitted. If we do, you should reply within 30 days for this to be taken account of in the final calculation of your grant. The 45 days’ period for us to assess your report will be suspended while we await any further information requested from you.

If you do not provide any further information or explanation that has been requested, your final report may be assessed on the basis of incomplete documentation, with the risk of expenditure being ruled ineligible, or it may be rejected entirely.
We will carry out a financial and quality assessment only on the documentation and receipts you have provided. When a final calculation has been completed, you will receive a letter to clarify which costs have been accepted and which have been rejected, as well as the exchange rates that were used to arrive at this figure. If the calculation shows an under-spend, we will invoice you for the unspent grant funds or ineligible expenditure with instructions about how to pay us. 

Please note that whilst funds are still owed to the British Council on a project that has ended, we cannot consider any new applications for YIA funding from you.

Eligible participants 

Participants must meet the eligibility criteria for the project that they have taken part in.

	Action
	Age limits

	Action 1.1
	13-25 (up to 20% of participants may be aged between 25 and 20).

	Action 1.2
	Young people aged between 18 and 30 and legally resident in a programme country.  Young people under 18 (aged from 15 to 17) may be admitted if accompanied by a coach.  There is no age limit for the coach. 

	Action 1.3
	Young people aged between 13 and 30.

Decision makers/experts: No age limit.

	Action  2.1
	Young people aged between 18 and 30.

Volunteers with fewer opportunities can participate from the age of 16 (if you foresee hosting or sending young people younger than 18 please contact the National Agency). 

	Action 3.1
	13-25 (up to 20% of participants may be aged between 25 and 20).

	Action 4.3
	No age limits.

	Action 5.1
	Young participants:  18-30.

Policy-makers: No age restrictions.


Lower age limits

Participants must have reached the minimum age by the application deadline and not just by the date of the planned activity.  For example, if the lower age limit is 15 years, participants must have reached their 15th birthday by the application deadline.  

Upper age limits

Participants must not be older than the indicated maximum age at the application deadline. For example, if the upper age limit is 28 years, participants must not have reached their 29th birthday by the application deadline.

All costs related to ineligible participants will be rejected.  

Action 2: EVS Volunteer reports and signatures

Each EVS volunteer must complete and sign a volunteer report (the volunteer report template is available to download from our website).  This states their activity dates and gives a description of the activity that took place. 

Action 2: EVS Volunteer allowance signatures

Each EVS volunteer must sign to declare that they have received their monthly volunteer allowance (there is a summary form for this in the final report - please get them to sign each month to keep a clear record). This should be done monthly rather than at the end of the volunteer’s stay with you. If you pay your volunteers their allowances by bank transfer, please note this on the volunteer’s allowance form and a signature at the end of the period will suffice.

Completing the Budget – Part V. Financial report pages

What currency is the budget page in?

All figures must be stated in Euros.  For 2011 grants onwards, the Euro exchange rate you must use is stated in Annex IV of your grant agreement.

What do I put in the ‘Accepted amount as in your grant agreement’ column?

Insert amounts under each heading as they were stated in your original grant award letter.  The total should match the total awarded in your grant agreement. Take care to put the right figure against the right heading.

What should I be aware of when completing the final budget page?

The British Council cannot award more than the grant approved (as set out in your grant agreement).

The British Council cannot approve more than you have requested in your final report. If you claim amounts lower than the grant amount originally approved against any heading, this lower figure will be the maximum that can be approved. Therefore, you should check your figures carefully.

All items requiring evidence must be adequately justified by receipts / invoices. Without justification such costs cannot be approved.   

Any costs caused by changes to project activities that have not been authorised by the British Council in writing, in advance, will not be eligible for funding.
What do I put in the ‘Final Statement’ column?

This is your justification of the final expenditure on the project. 

Where can I find lump sum amounts and scale of unit costs?

Lump sums and scale of unit rates can be found in the Youth in Action programme guide (also available to download from our website), and are included in Annex III of your grant agreement.  
Lump sums

Claim for the lump sum amount. 

Scale of unit costs

These costs will be a rate per participant or promoter x duration (e.g. number of nights). 

Action 2: calculating EVS volunteer duration

The EVS volunteer’s activity is taken as the period from when they start on the project (arrival) to when they leave the project (departure). Therefore activity costs and volunteer allowance cannot be claimed after the volunteer has returned home.  

NB: Volunteers who have a Tier 5 visa must adhere to the conditions of their visa. If you are unsure what these are please see the UK Border Agency’s guidance at http://www.ukba.homeoffice.gov.uk/sitecontent/applicationforms/pbs/ tier5temporaryworkerguidan1.pdf. It is your responsibility as the host organisation to ensure that you report regularly to us about volunteers with Tier 5 visas.

Volunteers must use any holiday entitlement earned through EVS within the activity period. If they wish to use their holiday entitlement at the end of their placement then their return flight home should be at the end of the holiday period. Non-EU EVS Volunteers with Tier 5 visas must comply with the regulations concerning staying in the UK beyond their activity dates or they could face complications when leaving the UK. 

If a volunteer wishes to travel within the UK after the end of their EVS placement and this is not earned EVS holiday, they should travel home no later than two weeks after their activity end date, provided that this period also lies within the agreed project dates. The return journey should not include any stopovers or diversions since this may increase the cost unnecessarily. The British Council will not accept any extra costs arising from such arrangements. 

Action 2: weekly rates 

Where the volunteer’s activity is less than the full activity duration, this will be calculated in months and then rounded to the nearest week. The following online date calculator may be helpful in working this out:  http://www.timeanddate.com/date/ duration.html. 

For example, a volunteer is due to stay for six months but only stays for five months and 12 days.  We would therefore calculate this as being five months and two weeks.  The weekly allowance rate is the monthly activity cost x 12 / 52, as shown below:

	2009
	Monthly rate
	Weekly rate

	Host activity
	570
	131.54

	Volunteer’s allowance
	150
	34.62

	2010 and 2011
	Monthly rate
	Weekly rate

	Host activity
	560
	129.23

	Volunteer’s allowance
	150
	34.62


Receipts and Invoices

How should I present receipts with the final report?

A receipt list spreadsheet is available on our website to assist you with presenting and calculating the total value of your receipts. This is also emailed with your grant agreement. 

The completed receipt list must be included with your hard-copy final report posted to the British Council.

You should number each receipt and list them on the receipt list spreadsheet. Please staple/stick receipts to a blank piece of paper and mark them according to their corresponding number on the spreadsheet. Do not submit receipts loose and un-indexed – if you do, we will send them back for you to sort out before we can assess your report.  

All receipts must be original. If for any reason you cannot provide an original, the photocopy must be accompanied by an explanation of why the original has not been provided, signed by your legal representative.
You should provide translations for all receipts not in English. These translations will be checked.
Please note the British Council will not contact you to request missing receipts, or missing supporting information for receipts, and will simply discount the costs concerned. It is therefore in your interest to get submission of the correct receipts right first time.
Travel costs

Travel documents

Travel documents must show the following information:
· Name of traveller

· Journey

· Cost and currency

· Date of travel

E-tickets are acceptable and should be accompanied by the ticket stub and/or e-boarding pass. The e–ticket should be in the format originally delivered by the travel operator and should not have been forwarded by email more than once. Please note that itineraries are not acceptable evidence. If an invoice is provided from a travel agency, the journey details, dates, individuals travelling and payment details should be easily identifiable. 

If some participants exceed the individual cost awarded for their travel, you can still claim for this higher individual cost, within the total awarded travel costs for all participants. Please remember that you are expected to choose travel routes and methods that ensure value for money. 

Action 2: can a volunteer return to a country that isn’t their home country?

No. EVS volunteers must return to their home country at the end of their EVS activity.  

Claiming for mileage

It may be cheaper and easier to collect or drop off a volunteer / participant from or at the airport.  In this case the British Council’s mileage rate (currently 40p per mile) should be used.  All journeys must be documented and the mileage based on a printed-out RAC / AA route planner. Please note that acceptable documentation for mileage claims would be either your organisation’s mileage log or an expenses claim form, with the journey details and date identifiable, countersigned by another member of staff. 

Airport parking

Airport parking is an eligible travel cost when picking up or dropping off participants / volunteers from / at the airport. Long-stay car parking over the duration of the activity in another country is not an eligible travel cost.

Invoices

Invoice standards

Invoices should identify the name and address of the supplier, the goods or services provided and the cost including VAT attributable to the activity where applicable. Please note that in order to include VAT, you need to prove that this not recoverable by you / your organisation.

The invoice must be made out to the promoter or group concerned with the activity. Invoices made out to third parties not connected with the activity are not acceptable as evidence for reimbursement.

Where an invoice covers more than one activity or relates to the core activities of your organisation (e.g. administration), you must clearly identify on the invoice what proportion is being claimed and how you have derived this amount. 

Invoices from individuals

Payments must be supported by a pro-forma invoice, including national insurance number or similar tax reference, details of the time spent on the activity,  evidence of permission to work in the United Kingdom, a declaration that the individual will take responsibility for their tax and national insurance contributions and must be signed by the individual concerned.  The individual must acknowledge receipt of the payment that has been made to them as a result of the invoice. A suggested template for such an individual invoice is available on our website.

Invoices and receipts in languages other than English

All invoices and receipts must be identifiable and verifiable. Key components should be translated and signed by the legal representative with a statement confirming that all translations are true and accurate. Translations will be checked.
What exchange rate should I use?

For projects funded in 2008 or 2009

If your project was funded before 2010, you must use the European Commission’s published exchange rate for the month of the relevant Evaluation Committee when your project was originally approved, when calculating your final project expenditure. We have provided these for you in the table below:. 

	
	2008
	2009

	Selection Round
	Evaluation Committee
	EC Exchange Rate
	Evaluation Committee
	EC Exchange Rate

	Round 1
	Mar-08
	0.761350
	Mar-09
	0.891300

	Round 2
	May-08
	0.788950
	May-09
	0.898750

	Round 3
	Jul-08
	0.792350
	Jul-09
	0.848650

	Round 4
	Oct-08
	0.795900
	Oct-09
	0.911800

	Round 5
	Dec-08
	0.835800
	Dec-09
	0.909100


For projects funded in Round 1 of 2010 

If your project was funded in Round 1 of 2010, you must use the European Commission’s published exchange rate for the month of the relevant Evaluation Committee when your project was originally approved, when calculating your final project expenditure. This Evaluation Committee took place in March 2010 and the exchange rate for that month is 0.880900.

For projects funded in Rounds 2, 3, 4 or 5 of 2010

If your project was funded in Rounds 2, 3, 4 or 5 of 2010, you must use the European Commission’s published exchange rate for the month that your grant agreement was signed by the British Council, when calculating your final project.
For projects funded in 2011

If your project was funded in 2011, you must use the European Commission’s published exchange rate for the month that your grant agreement was signed by the British Council, when calculating your final project. This will be specified (for Euros / £ exchanges only) Annex IV of your grant agreement. 

The European Commission exchange rates for all months and all currencies can be found at: http://ec.europa.eu/budget/inforeuro/ (please use the complete figure with all decimal places; do not round up). NB if you incur expenditure in currencies other than sterling or Euros, you should use the EC’s exchange rate between that currency and the Euro to calculate the Euro value of the cost for your report. If you incur non-sterling expenditure on a UK credit or debit card, you must base the Euro value of that cost, for your report, on the original non-sterling cost as shown on the receipt or invoice, not the sterling cost which appears on your bank statement.

Please be aware that any losses that you may incur due to exchange rate losses or costs incurred through managing a Euro account, or through transferring Euros into sterling, are not eligible for reimbursement. 

Non-eligible proof of expenditure

The following items will not be considered as eligible expenditure or eligible proof of expenditure and will not be included in the British Council’s final calculation of your grant. 

· Expenditure outside of the project dates

· Receipts or invoices in foreign languages (without a translation)

· Confirmation of flights (as opposed to the actual e-ticket)

· Petty cash vouchers (unless receipts are provided as well)

· Screenshots of accounting packages

· Illegible or poorly printed receipts

· Hand written receipts (unless additional proof is provided)

· Credit card statements

· Invoices for an organisation’s normal operating costs such as permanent staffing or utility bills

· Costs declared by the you and covered by another action or work programme receiving a European Union grant

· Excessive or reckless expenditure

Cancellation, changes and insurance

The grant does not cover cancellation fees. Should you change or withdraw from the activity, for reasons other than of force majeure, after having signed the grant agreement with the NA, you must pay the cost of any change or cancellation from your own resources.  

If you incur any costs involved in the change or cancellation of your activity, or cannot reclaim any costs already incurred, e.g. for booked travel, we would expect you to recover this from the cancellation cover included with your travel insurance. If a project is cancelled entirely due to unexpected illness or other force majeure circumstances, the British Council may, on request, accept the cost of this insurance as an eligible cost in determining what you may need to pay back to the British Council. The British Council will not normally accept any other costs, relating to the cancellation of an activity, as eligible.

You should therefore make sure that you take out suitable insurance including full cancellation cover.

For some actions, insurance costs are considered to be covered within the lump sum grants awarded as part of your grant, for others it can be included within the reimbursable activity costs, while for others it may not be an acceptable cost at all. A summary of the situation (which is different for various years) is below, although you should refer to the programme guide for full advice.

2010 and 2011 

· Action 1.1 – Insurance costs are funded through Preparation costs lump sum.

· Action 1.2 – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Any cost directly linked to the implementation of the project’.

· Action 1.3 – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Other costs directly linked to the implementation of the project’.

· Action 2 – Volunteers are provided AXA insurance (this covers Health costs, Repatriation assistance, Death & Disability Benefits: Permanent invalidity and Life Insurance Third-Party Liability in Private Life but not personal possessions). Volunteers and organisations should consider taking out personal possessions insurance. Travel Insurance should be covered as part of either the Hosting or Sending Activity costs lump sum.

· Action 3.1 Youth Exchanges – Insurance costs are funded through preparation costs lump sum.

· Action 3.1 Training and Networking (Activities 1-7) – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum.

· Action 3.1 (Networking Activities only) – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Other costs directly linked to the implementation of the project’.

· Action 4.3 – Insurance costs are funded through Activity costs lump sum.

· Action 4.3 (Networking Activities only) – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Other costs directly linked to the implementation of the project’.

· Action 5.1 – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Other costs directly linked to the implementation of the project’

2008 and 2009

· Action 1.1 – Insurance costs are funded through Activity costs lump sum. 

· Action 1.2 – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Any cost directly linked to the implementation of the project’.  

· Action 1.3 – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Other costs directly linked to the implementation of the project’.  

· Action 2 – Volunteers are provided AXA insurance (this covers Health costs, Repatriation assistance, Death & Disability Benefits: Permanent invalidity and Life Insurance Third-Party Liability in Private Life but not personal possessions). Volunteers and organisations should consider taking out personal possessions insurance. Travel Insurance should be covered as part of either the Hosting or Sending Activity costs lump sum.

· Action 3.1 Youth Exchanges – Insurance costs are funded through Activity costs lump sum. 

· Action 3.1 Training and Networking (Activities 1-7) – Insurance costs are funded through Activity costs lump sum. 

· Action 3.1 (Networking Activities only) – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Other costs directly linked to the implementation of the project’.  

· Action 4.3 – Insurance costs are funded through Activity costs lump sum. 

· Action 4.3 (Networking Activities only) – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Other costs directly linked to the implementation of the project’.  

· Action 5.1 – Insurance costs can be considered an eligible cost and should be requested through the Activity costs lump sum since this covers ‘Other costs directly linked to the implementation of the project’.  
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