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

—

NEST4WB-AASKM = N

NEST4WB-AASKM-FINANCE
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The project NEST4WB budget lines are:

BE 001

AKADEMIJA STRUKOVNIH STUDIJA KOSG*2%O ME
i ination
< A. DIRECT PERSONNEL COSTS 1 ] 8,460
ﬁws (or equivalent) person months _ 8,460 v
Project manager AASKM-PC 1 2,500 2,500 |
Senior expert/advisor/researcher 2 1,880 3,760 |
Technical personnel - 1,145 -
Administrative personnel 2 1,100 2,200

Other — - -
.

A.2 Natural persons under direct
A.3 Seconded persons

A.4 SME Owners without salary -
A.5 Volunteers ~ AASKM-SUB -
B. Subcontracting costs “- AASKM- -
(.1 Travel and subsistence per travW P__\ -

Travel i 180 -
Accommodation 92 -

Subsistence 4. AASKM-E |~ 60 =
—’i
C.2 Equipment (please refer to the Depreciation Cost shee! -
AASKNFOG
| 250

A AWPDOI

[__1C.3 Other goods, works and services 5
Consumables
Services for Meetings, Seminars +6. Co-finances| [ B
Services for communication/promotion/dissemination \ , -
Website -
Artistic Fees AASKM-CO -
Other (please specify details under worksheet "Comments") -
|D. Other cost categories =
D.1 Financial support to third parties

TOTAL DIDEC QSTS INCILINIAIG SHIRCONTRACTING (AR D) )
... | BEOO1 | BE 002 | BE 003 ’ BE 004 | BE 005 | BE 006 | BE 007 | BE 008 | BE 0

09 | BEO10 | BEO11

Create in foldler NEST4WB - (institutional acronym)- FINANCES, new six folders:
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1.(institutional acronym)-PC,

< 4

NEST4WB-AASKM-FINANCE

2.(institutional acronym)-SUB,

AASKM-PC

3.(institutional acronym)-T,

AASKM-SUB
p—
4.(institutional acronym)-E (just for WB partners),
"’ ™

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

AASKM-PC-E

6.(institutional acronym)-CO, —

AASKM-PC-0OG

AASKM-PC-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.
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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

Joint declaration
form NEST4WB.docx

stored.

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-
ID...

The reference numbers must correspond to the progressive numbering indicated in the financial reports!
Exemple-Joint declaration form (filled):

NEST4WB \

JOINT DECLARATION

Project No.101129321- NESTAWE

The reference monser must correspand to te progressive rumbering dndicated i the fowmcial stocements of the fnc repart

FROM  Academy of apply science Kosovo and Metohija
Hereinafter "the Institution™
AND Name: Zorica Bogicevic
Address:

Hereinafter "the Employer member"*

THE INSTITUTION AND THE STAFF MEMBER HEREBY CERTIFY THAT:
1. The Institution is a member of the partmership for the above-mentioned project.
2. The Staff member is:

* emploved by the institution - YESNO
* anatural person ** assigned to the project on the basis of a contract against payment - YES/NO
3. The Institution and Staff member agree that the Staff member has worked on this project and

erformed the following duties during the project’s eligibilitv period.

FROM (ddimmiy) 01.01.2024 TO (ddimmi) [30.04.2024
Please describe the outputs produced (short overall indication since detailed information has to be given mthe
accompanying time-sheet):
Preparation material for kick off meeting. Project Logo designing. Editing FB profile page for project

1. Please complete the following i

Staff category ‘Number of davs worked (sccording to timesheet) | Price per dav | SUMARY
|Project manager J108
|Senior expert/advisor/Researcher s0
Technician perzonnel 2 |57 T
Fm,‘mrme persomnel B s |9_

Total:

T declaration does 7ok QT 1 @ Way D EmpIaymen CondEions aEsignment ayeady eXGg benseen D DUaion ,hr Evpiayer and is
S oy ol s f i g e et 1M e il Q1 e s+ Gt mmmﬂ@mzmmn

Done in: ZVECAN Date: 30.04.2024.

Name: Milan Misic
Function: President

Institution: AASKM Employer name and sumame: Zorica Bogicevic
<; iwnamm nresident > Sienature emolover ;>
Signature and Stamp of e Institation Sighane of the Employer =

4, then signed and stamped by the persen responsible in the Instisutiemwkere this persen werked fer the

* A na ;«,« u.“.g‘v e oot o ki o et A of . 8 chll conioes. s Luc bt sy e, s comrct

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.

[

3

Time sheet
NEST4WB.xIsx



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
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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:

Ref.number 101129321 NEST4WB AASKM-1-TS

Project number
Surname Bogicevic
First name Zorica
Institution AASKM
Country Kosovo
Position Profesor a.s.
Staff cost Work | Number of Discription of task performed and outputs
Year Month 4
Categori | Package Days produced
- Preparing materials for kick off meeting. ....c....
2024| February personnel WP1 2
WP2 2
TOTAL
Signature of the Employer: Signature of the person responsible in the institution:

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 COS


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
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DECLARATION OF DAYS WORKED ON A PROJECT

EU GRANTS DECLARATION OF DAYS WORKED ON A PROJECT

YEAR:
be kepl on file in case of audts.
Project acronym: Project number:
Participant name:
Type of personnel:
Namo of the person: ksl N et G
ontract ded/ oth
Days worked in ~ Work Packages
Month the action’ worked on Date and signature of the person fiame, .?a'e s sigraturs of #ie
00157505 e.g. WP2; Wi5) NSO
Signature Name:
January Signature
Date Date
Signature. Name.
February Signature
Date Date
Signature Name:
March Signature
Date Date
Signature Name:
April Signature
Date Date
Signature Name:
May Signature.
Date Date
Signature Name:
June Signature
Date Date

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...).

P 2 .
< —y }’ SN .
AASKM-PC
L =
AASKM-PC-JD
( =N .
J
L =
AASKM-PC-TS
f SN
J
L =

AASKM-PC-SUPPORT

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

a
Traveled first (T1)

AASKM-T [~ 1. person
AASKM-T1

AASKM-T1-1
. 8 ,
— 2. person

/

AASKM-T1-2

Traveled secund (T2)
L 3. person

AASKM-T1-3

AASKM-T2
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For each person filled, signed, stamped and scanned Individual Travel cost and subsistent form will be
stored.

[,

%
Individual Travel cost
and subsistence NEST

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):

NEST4WB

INDIVIDUAL TRAVEL REPORT
ek pia evose ek e It Dol
Ref No.. ATUSS-T1-1-ITR... Project No....101129321 NEST4WB...

The refeeence numbes mast coersipand o (he prugzessive nembering indicatod m the fnsnial shilamesls i the finsl repoet

(1) PERSONAL DATA
Sumame: Petar
Home instinution: ATUSS
Staff position/student year of study 2t home institution- Professor

Forename: Petrovic

T'o (Retum dase)
(ddman o)
13.03.2024

PERIOD*

11.03.2024 |

PLACE OF

DEPARTURE**

HOME INSTITUTION
LOUNTRY Serbua

ATUSS......

CITY: Belemde

PLACE OF

LOCATION OF
ACTIVITY

DESTINATION/

HOST INSTITUTION .
KS*......

COUNTRY ...

CAASKM... .

oo CITY.... .. BN . i

TRAVEL DISTANCE***

** If dufferen: from S vercstation pleare enzil

| Ko 3037 =
1he Azency

=

(4) DETAILS OF THE ACTIVITY
DATES fexcluding travel) I From (date):...12.03.2024... To (date): ...13.03.2024.....

DESCRIPTION OF ACTIVITY(IES) PERFORMED (brigf descriprion of the activities performed)
I have participated two day: of the kick off meeting; Presemtation of dissemination plan;

SIGNATURE OF THE PARTICIPANT
I hereby declare that I have been carrying out the above-mentioned activities.

—D e

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
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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
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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



