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Labeling and assigning reference numbers to the 

documents in electronic format 
 

 

 

 

 

 
Please, follow the steps:  

 

1. Create the folder titled NEST4WB-(institutional acronym), for example NEST4WB-

AASKM, to keep all relevant project documentation in one place, including the institutional project 

activities carried out at your institution.  

 

2. Create in folder NEST4WB-(institutional acronym), new folder NEST4WB-

(institutional acronym)- FINANCES, for example NEST4WB-AASKM-FINANCES  

NEST4WB-AASKM

NEST4WB-AASKM-FINANCE  

 

 

 

 

 

 

 



                                                                                                
The project NEST4WB budget lines are: 

 

1.

2.

3.

4.

5.

+6. Co-finances

AASKM-PC

AASKM-CO

AASKM-OG

AASKM-E

AASKM-T

AASKM-SUB

 
 

 

 

 

Create in folder NEST4WB - (institutional acronym)- FINANCES, new six folders:  



                                                                                                
 

 

 

1.(institutional acronym)-PC,  

 

2.(institutional acronym)-SUB,  

 

3.(institutional acronym)-T,  

 

4.(institutional acronym)-E (just for WB partners),  

 

5.(institutional acronym)-OG (just for WB partners), and  

 

6.(institutional acronym)-CO,  

 

 

 

 

 

 

 

 

 

 

for example: AASKM-PC, AASKM-SUB, AASKM-T, AASKM-E, AASKM-OG and AASKM-CO.  

These folders correspond to the costs: PC-personnel costs, T - travel costs, E-equipment costs, OG-other 

good costs, SUB - subcontracting costs and CO - co-financing costs. 

 

 

 

 

 

 

 

 

 

 

 

NEST4WB-AASKM-FINANCE

AASKM-PC

AASKM-SUB

AASKM-PC-T

AASKM-PC-CO

AASKM-PC-OG

AASKM-PC-E



                                                                                                
 

 

1. Direct Personal cost (Employer)  

In the folder 1.[(institutional acronym)-PC], open the new folder (institutional acronym)-PC-

JD (for example, AASKM-PC-JD), where all signed, stamped and scanned Joint declaration form will be 

stored. 

Joint declaration 

form NEST4WB.docx
 

Every Joint declaration form will be assigned the reference number as follows: (institutional acronym) 

- (progressive number of the form)-JD, for example: AASKM-1-JD, AASKM-2-JD, AASKM-3-

JD... 

The reference numbers must correspond to the progressive numbering indicated in the financial reports!  

Exemple-Joint declaration form (filled): 

 

In the folder 1. [(institutional acronym)-PC] open another folder titled (institutional acronym)-PC-

TS, for example AASKM-PC-TS, where all signed, stamped and scanned Time sheet form will be stored. 

Time sheet 

NEST4WB.xlsx
  

file:///C:/Users/BojanP/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/53Y0KILK/Joint%20declaration%20form%20NEST4WB.docx
file:///C:/Users/BojanP/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/53Y0KILK/Time%20sheet%20NEST4WB.xlsx


                                                                                                
Every time sheet file will be named according to the corresponding reference number of the Joint declaration 

form: (institutional acronym) -(progressive number of the form) – TS), for example: 

AASKM-1-TS, AASKM-2-TS, AASKM-3-TS...  

The reference numbers must correspond to the progressive numbering indicated in the financial statements 

of financial reports!  
 

Example- Time sheet form filled: 

 
 

Note: At the end of each project year, it is necessary to fill out the form: Time sheet for each person card. 

Time-declaration_en - 

FOR EACH STAFF COSTS AS A CARD for year in case of audits.docx
  

file:///C:/Users/BojanP/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/53Y0KILK/Time-declaration_en%20-%20FOR%20EACH%20STAFF%20COSTS%20AS%20A%20CARD%20for%20year%20in%20case%20of%20audits.docx


                                                                                                

 

In the folder 1. [(institutional acronym)-PC] open the third folder for supporting documents naming it as: 

(institutional acronym)-PC-SUPPORT, for example: AASKM-PC-SUPPORT. This folder will 

contain other folders as support to every Joint declaration (institutional payment instructions in national 

currency- as a prove that staff payments really occurred, contract, tax proof, and all other proves of the 

activity actually carried out: reports, proves of the outcomes derived, photos, etc...).  

AASKM-PC

AASKM-PC-JD

AASKM-PC-TS

AASKM-PC-SUPPORT  
 

2. Subcontracting cost 
In the folder 2. [(institutional acronym)-SUB] store all documents related to subcontracting.  



                                                                                                
If materials are bought within several partitions, create folders for every partition, naming them as: 

(institutional acronym)-SUB-(number of partition), for example: AASKM-SUB-1, 

AASKM-SUB-2, AASKM-SUB-3.  

Example: AASKM-SUB-1 documents included: 

• calls for tender  

• received tenders  

• justification for the choice of subcontractor 

• contracts with subcontractors 

• invoices 

• proofs of payment and relevant accounting documents 

• other documents (national rules on public tendering if applicable, EU Directives, etc.) 

• photos  

 

3. Travel and subsistence 
In the folder 3. [(institutional acronym)-T] create new folders corresponding to the travels, 

naming them as (institutional acronym)-T (progressive number of travel), for example: AASKM-

T1. In the folder (institutional acronym)-T (progressive number of travel), create new folders 

(institutional acronym)- T (progressive number of travel) - (number of the person), for example 

AASKM-T1-1, AASKM-T1-2, AASKM-T1-3 (if the first travel considers three persons).  

AASKM-T

AASKM-T1

AASKM-T1-3

AASKM-T1-2

AASKM-T1-1

AASKM-T2

Traveled first (T1)

Traveled secund (T2)

1. person

2. person

3. person

 

 



                                                                                                
For each person filled, signed, stamped and scanned Individual Travel cost and subsistent form  will be 

stored. 

 

Individual Travel cost 

and subsistence NEST4WB.docx
 

Assign to every individual travel report the reference number, as follows: (institutional acronym)-T 

(progressive number of travel) - (number assigned to individual person at that travel)-ITR, for 

example: AASKM-T1-1-ITR, AASKM-T1-2-ITR… 

The reference numbers must correspond to the progressive numbering indicated in the financial reports!  

Example: Individual Travel cost and subsistent (filled): 

 

In every folder (institutional acronym)-T (progressive number of travel) - (number of the person) add 

all travel related documents for the person.  

file:///C:/Users/BojanP/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/53Y0KILK/Individual%20Travel%20cost%20and%20subsistence%20NEST4WB.docx


                                                                                                
Example- AASKM-T1-1, folder included: 

• filled, signed stamped and scanned Individual travel report form, AASKM-T1-1-ITR 

• travel orders and decision on the opening of travel orders  

• transport invoices and tickets (— only for actual costs) 

• proofs of payment and relevant accounting documents (— only for actual costs)  

• other documents (proofs of attendance such as minutes of meetings, reports, etc) 

 

4. Equipment cost 

In the folder 4. (institutional acronym)-E store all signed, scanned and stamped 

documentation related to equipment purchase: 

• calls for tender  

• received tenders  

• justification for the choice of supplier 

• contracts with supplier 

• invoices 

• delivery slips / certificates of first use 

• proofs of payment and relevant accounting documents 

• depreciation method of calculation 

If equipment is bought within several partitions, create folders for every partition, naming it as: 

(institutional acronym)-E-(number of partition), for example: AASKM-E-1  

 

5. Other goods cost 

In the folder 5. (institutional acronym)-OG store all signed, scanned and stamped 

documentation related to equipment purchase: 

• calls for tender (if any) 

• received tenders (if any) 

• justification for the choice of subcontractor 

• contracts with subcontractors 

• invoices 

• proofs of payment and relevant accounting documents 

 



                                                                                                
6. Co-finance cost 

In the folder 6. (institutional acronym)-CO create the list with co-financed items and their 

costs, and store all documents which may prove project co financing.  

 

 

Please, bear in mind that the base content may further be expanded or changed. In this case, we shall 

inform you in advance, pointing at specific issues.  

 

 

Thank you for supporting NEST4WB unified work methodology.  

 

Best regards, 

Management Team NEST4WB 


