Activities of the Association (time-basis)
Convention: year n – 1 is the year that is coming to end (say 2009); year n is the year which is in preparation and will be the current year of the exercise (say 2010).

End of the year n – 1  and beginning of the next year, n:

· The research groups ellaborate the scientific reports for the Romanian Authority

· The Institutes organize the scientific evaluation of each report

· Decision of the Director for the creation of a Commission of three experts

· Signature of the Approval of Scientific Reports by the members of these Commissions

· Formulation of the Scientific and Technical reports according to the standards imposed by the Contract IFA – Institutes.
The Reports are sent to the Association:


     - Head of Research Unit


-  Person Responsible for collecting, correcting and definitivation of the Full Scientific Report

The Reports consists of:


- The text in English as requested by Commission


- An abstract in Romanian

The two files are generated separately

· The groups of research ellaborate the financial reports which contain all expenditures, with full compatibility with the Contract and last Additional Act. 

This Financial Report is brief and only contains global values. There are no supporting documents accompanying this Financial Report since it is intended to be a part of the full Financial Report presented by the Association to ANCS, part of general report of IFA. The way this report is composed is particular: Section E, Sections F,… with arrows indicating works that have continued or that have been finished.

This financial report is sent to


- Head of Resaerch Unit


- Person Responsible for the collecting and generation of the synthetic Financial Report of the Association

· The groups of research ellaborate the financial reports which contain all expenditure and all supporting documents (called Post-calculus)
· Report on expenditure supported by the Commission (generic : 20%)

· Report on expenditure supported by the National Authority, which includes the non-elligible expenditures (TVA, taxes, etc.)

· Report on the total expenditure (Commission + National Authority) of elligible kind, conforming to the Contract of Association (conventionally called 100%)
· List of Procurement of Materials, with supporting documents

· List of Procurement of Equipment with supporting documents
· Time-sheets of occupation of manpower

· Salaries (Manpower) with supporting documents

· Composition of the Overhead expenditure

· It is verified the compatibility with the Contract/Additional Act in their most recent versions
· List of equipments purchased must coincide

· List of materials should be accompanied by documents of purchase in exactly the same amount as reported

· Salaries should conform to HG475. A statement of the Director of Project must be written and signed. It will be joined to the Report
· Absence from work due to Mission, Mobilities and/or Holiday should be recorded and should coincide with the Time Sheets

· Check that for Mission the time of absence is recorded as work

· Check that for Mobilities the time of absence is recorded as work

· Check that for Secondment Agreements (either Secondment of Project or Secondment of Experimental Campaign) the time of absence is NOT recorded as work

· It is checked for the last time that:

· The Ceiling is observed

· The limit imposed by the ANCS is observed

· There is coincidence with the last Additional Act to the internal contract

· The financial reports are centralised on every Institution

· The financial reports are centralised over all the Euratom Internal Contract, in view of the synthetic report to be presented to the National Authority (Mentioned above)
· The Scientific-Technical Report together with the Syntehtic Financial Report 
· are forwarded to the National Authority

· the registration is recorded and the signed documents must return from the Minsitry

· a scanned copy of the signed approval of the Reports by ANCS si forwarded to the Association, accompanied by an address from the Financial services of IFA. This scanned copy and the address will be communicated to all Institutes, Universities or groups involved.

· This will close the Contract for the year (n)

Beginning of the year

· Verification of each financial report by the economic monitor

· Final adjustments on the financial documents for perfect mutual compatibility

· Each Monitor signs to mark his/her’s approval of the financial report for each group under Contract with IFA-Euratom
· The Call for payment from the resource coming from the National Authority for each Institute is signed by the Monitor and the Call for Payment is forwarded to the National Authority
· The payment of the contribution from the National Authority is made and is dispatched to the Institutes, conform to their Call for Payment signed by the Monitors

Work for Commission following the closure of the financial year
· The financial reports are taken as basis for ellaboration of

· Annual Accounts

· Contract Monitoring

· Research Unit and Staff

· They are sent to the Commission, K7
The Mobility report for the previous year (year of reporting) is ellaborated

· Every Mobility Action is checked for the presence of the documents

· Invitation

· Work Plan

· Staff Assignment signed by both Heads of Resaerch Units

· Mobility Report, cf. standard form

· The expenditure for every Mobility Action is checked against the rules explained by the Mobility Staff Agreement and against the Law 518, for conformity

· The standard form of the report is written (the Template is usually sent to the Association in October n – 1) 
· The set of documents for all Mobility Action, together with the standard Mobility report are sent to the Commission in digital form.
Beginning of the year n
Preparation of the Internal Contract to be submitted to the National Authority

· For preparation of the Internal Contracts it is used the following set of documents that exists at the end of the previous year (i.e. n-1)

· The Work Programme of the Association for the year n, as presented at the Steering Committee and approved by the SC. 

· The Letter of approval of the Work Programme for the year n sent by the Commission usually in the last month of the year n-1
· Work Plan of the Association over several years, in general requested by the Commission during the year n – 1 .

· The List of Task Agreements that have been approved by EFDA and EFDA – JET.

· The List of Task Agreements that will be active over several years, in particular n.

· The draft of the Budget as approved by the Steering Committee, updated with the new information related to the new Task Agreements, the Additional Support, the changes suggesed by the Directors of Project that have Orders and are allowed to make re-distributions within the limits specified by the Order.

· There will be separate Contracts for:

· Baseline, under Tasks

· Notifications

· Notifications of Project

· Notifications of JET Campaigns of Experiments. This is checked for identity with the Form 2B of the JET Call

· Orders

· Tasks with Additional Support Art. 8.2a and 8.2b

· Secondment Agreements for Projects

· For Secondment Agreements of Experimental Campaigns there will be a unique Internal Contract for Each Institute that sends personnel to JET. There will be a unique responsible and the structure of secondments (duration, costs, plus travel expenditures) are compared with Form 2A, Form 2B, Form 2C of the Call

· HRU requests from the Directors of Project to re-confirm the structure of the Work Programme. (This reconfirmation is recorded). See Procedure Work Programme
· The internal subjects receive a particular internal Code but the classification is done according to the rules of the Commission

· The HRU uses the Updated Draft of the Budget and makes a first repartition of resources. 

· The sum that results for ANCS should be compared with the sum that has been forecast in 2008. 

· The sum that results for the Commission should be compared with the Ceiling from the year (n – 1) which can be taken as a good reference for the one of the next (n) year. This is in case that the Amendment to the Contract of Association has not yet communicated the exact contribution of the Commission to the Baseline.

· The HRU and Daniela write the Annex 5, to be submitted to IFA and further to the ANCS.

Communications in preparation of Internal Contracts

· The HRU and Daniela (+ Corina web master) check that on the web page it is available the full structure of the standard set of documents for Contracting between an Institute and IFA.

· The HRU and Daniela send e-mails to each Director of Project, for each subject from the Work Programme. The e-mail contains:

· The title of the subject

· The classification code in internal documents

· The classification if the Task Agreements, Notifications, Orders, Secondment Agreement, etc.

· The contribution from ANCS in Lei 
· The contribution from the Commission in Lei at the exchange rate from the date of 1 January 
· The request to produce the Contract or the Additional Act to the Contract

This will make an approximative number of 38 e-mail messages.

For every subject that will be under contract a new Folder is created and there it will be placed all exchange of e-mails regarding the generation of the Internal Contract IFA - Institute

· The responses from the Directors of Project are checked in a preliminary stage to see if they conform to the Work Plan, to the Budget and to the structure which is imposed by the form of the Internal Contract IFA – Institute. Every difference will lead to rejection for improvement

· The responses from the Directors of Project are centralized on every Institute or University in order to provide a unique Contract to IFA

· The Financial Monitors are charged with a responsibility for a set of Contracts.

· A mail is sent to the Directors of Project with the data of the Financial Monitor

· A mail is sent to the Financial Monitors with the data of the Directors within his responsibility.

· A request is formulated that each Contract should first be checked by the Financial Monitors, before being submitted to IFA

· The Contracts from the Institutes are sent to IFA for signature. Three exemplars of each Contract are necessary:

· One for the Association

· One for the Institute that will execute the work

· One for ANCS, remaining however at the Association, for future requests that can be formulated by ANCS

· After signature by IFA the synthesis for all the Association EURATOM, joined with other Contracts of IFA are sent to ANCS for signature. The signature of ANCS is scanned and sent to the Association as official document. The Association will make this available to the Institutes and Universities, such that they can have the local benefit from being involved in Euratom activities (especially for University groups).

· A xls document similar to the Budget of the Association is written with accumulation of foreseen expenditures schedulled for

· First Semester of year n

· Second Semester of year n

This document has the role of supervising the rithm of expenditures. It is however NOT related with the income of resources from ANCS, the latter being made on the basis of time-periodic advances. It is however an official document of the Contract, with significant role: on the basis of this Document (esalonare=rom) it is formulated a request for advances from ANCS that must correspond to the dates where the payment are necessary to be done, for example collaborations or purchase of equipment.
After signature of Contracts (or Yearly Addendum = Additional Act to the Main Contract)

· The research groups are working for the Tasks. They should be in contact with:

· Project Leader either from JET or EFDA and should participate in Project Boards and Monitoring Meetings

· Economist that surveys the expenditures

· The Director of Project should initiate the change of the Task Agreement and Project Management Plan if the structure of expenditures cannot be observed

· The Director of Project should initiate the change of his Internal Contract (Institute – IFA) if there are changes to be reported. He will consult the Economic Monitor on details of this change

Regarding the three allocation of advances from the resources coming from ANCS

It is necessary that the Document that has been mentioned before (esalonare=rom) to be used as a basis to formulate the request for the three parts of advancement of resources from ANCS. The parts of advancement should not be equal (1/3 + 1/3 + 1/3) but should reflect the necessities of the groups of research.
The Documents with the requests for advancement adapapted according to the necessity of the Contracts is forwarded with official address to IFA. After the accept by the Ministry IFA will inform the Association which, in turn, will communicate the Institutes about the schedule of the income in advancements.
If there is an Advance sent by the Commission for the Baseline it is distributed in proportion to the part of co-financing as it is written in the Budget of the Association (Annex 5 for ANCS).

The Reporting at the middle fo the year

This is done with deadline July 1st of the year n. The reminder that the reports must be prepared and sent to the Association should be done at June 1st.

The Reports will contain:

· Scientific and technical report for the first Semester

· The finnancial report of the expenditures that have been done or have already been engaged.

· Scanned copies of documents supporting the main expenditures, like purchases. This will simplify the task at the end of the year

The Report is sent to ANCS joined with the Report from the other contracts of IFA.

The approval of the Report by the ANCS is scanned and send by IFA to the Association which will communicate to the Institutes and Universities the closure of the First semester Reporting (Faza I=rom).
Towards the end of the year n

1 December year n

The CEILING is checked again.

It will consist of the :

· Return of old (year n – 1 ) Ceiling via increase announced in the last part of year (n – 1)

· Amendment to CoA with first estimation of Ceiling for year n

· Amendment to CoA with the increase which normally comes close to the end of year n

These components amounts to a final value of the Ceiling and should be correctly observed in the last version of the Budget of the Association.

If changes are necessary (due to differences between the Ceiling adopted in the January version of the Budget and the final value fo the Ceiling calculated as above) then it is issued a request to Institutes to adopt new values of co-finnancing such as the sum to conform to the final value of the Ceiling.

The modifications of the Exchange rate is examined for its consequences on the expenditures. If necessary Addenda to the Internal Contracts are issued such as to correct the sums.
Reporting Meetings for Task Agreements (see Procedures EFDA and EFDA-JET Calls)
· The Directors of Project receive the invitations to present Monitoring Reports in Meetings organised by EFDA. In general these Monitoring or Reporting Meetings are eligible (this is checked with the List of Eligible Meetings send by Commission and placed on the web page) 

· The Directors of Projects send and/or present a Report to the EFDA Responsible Officer

· The Directors of Projects produce a Report in the standard form using the Template which is on the web page. If the Project Leader has sent a different form the latter will be used for Reporting. They send it to the EFDA Responsible Officer at the time which is fxed by the Task Agreement

· The response on approval of report is obtained from the EFDA Responsible Officers

· The Invoice is written by the HRU and send to EFDA

· The return of Additional Support is recorded after the Account Reports from the Bank raports
At the middle of the year (n) it is requested to each Director of Project to provide the Time Sheet, a document that contains the duration of work of each person from the Euratom groups, for every week of the year, week-1 to week-52. This document is requested by the Commission and is usually sent before the Steering Committee Meeting.
The final form of this document should be ready at the end of the year. It must be compatible with the Research Unit and Staff.
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