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	In accordance with the standard procedures of the European Commission (DG Research and innovation) we, Moore Stephens, have been requested to send a pre-visit questionnaire to all Beneficiaries which have been selected to receive a financial audit.

In this respect the answers that you provide will greatly assist our  understanding of your internal control procedures prior to our staff meeting with you during the audit. We fully expect the information provided by you will lead to a more efficient and effective audit. 
We also provide you with a indicative list of documentation that we shall require to see during the audit process.  

We would be very grateful if the completed questionnaire could be returned to us by prior to the audit.  
The completed questionnaire should be sent by e-mail to RTD@moorestephens.com and copied to hannah.doran@moorestephens.com 
In case of any questions that you may have these may be directed to us through our e-mail RTD@moorestephens.com 
THANK YOU


	
	
	Please kindly enter your responses to our questions below 

	1.
	Legal Status & organisation structure
	

	1.1
	Please provide details of the legal status of your Organisation (i.e. please select one of the following: government body; public body; public company; private company; partnership/association; university; not for profit; other). 
	

	1.2
	Legal name and national registration number/company number;
	

	1.3
	Date of foundation
	

	1.4
	Please provide the VAT registration No.
	

	1.5
	Please provide details of other Group companies/Organisations (parent, subsidiaries, associated companies) showing relationships by percentage ownership. 

Please provide a group structure diagram, if available.
	

	1.6
	Please provide a brief description of the principal activities of your Organisation.
	

	1.7
	Can VAT on purchases be recovered by your Organisation?  

Is VAT included in the costs within the financial statements of the actions subject to audit? 

Did your Organisation receive an official statement from the national tax authorities stating that VAT cannot be recovered?  If so please provide a copy of this official statement.
	

	1.8
	Please set out the names and job titles of the persons who perform the following functions in relation to the 
· Action (Project) Manager;

· Action (Project) Finance Officer;

· Other key Action (Project) staff, including those responsible for preparing the reports, approving expenditure, etc.
	

	2.
	Financial Information & External Audit

	2.1
	What is the Organisations accounting year-end?
	31.07.

	2.2
	Please complete the financial information table for the last three completed financial years.

The figures should be provided in Euro and the exchange rate used detailed below the table (if the accounts are in Euro, please state N/A).

If the last financial year has ended by the accounts are not yet available, please indicate when they will be available and provide the information for the three previous years.


	Financial Information (local currency ‘000)
taken from financial statements

Year ended 

   2017-18

Year ended

2016-17

Year ended

    2015-16

Total revenues for the year

Total grants for the year

EC grants (in % of total revenues)

Grants (in % of total revenues)



	2.3
	Has your Organisation been recently audited by the EC Court of Auditors or by Auditors from other Governmental/ Non-Governmental bodies in your country?
	

	2.4
	Have any of these audit reports issued ever been qualified (i.e. a negative audit opinion provided)? If so, please provide details. 
	

	2.5
	Has an audit certificate been obtained for any of the actions subject to audit?  If so, please provide copies of these audit reports.
	Yes. Saved

	3.
	Bank Accounts & Income

	3.1
	Do you have separate bank accounts for EC projects? 
	Yes

	3.2
	Please provide details of the funds received from the Commission (if you were the Action Co-ordinator) or the Action Co-ordinator (if you were a Co-beneficiary) for each of the actions subject to audit.

Please copy and paste additional tables if more than one action is subject to audit.


	From inception to the date of audit fieldwork your Organisation has received the following monies for the project from the project European Commission/Action Co-ordinator:

Action Name/Number:

Funds Received from:

Total receipts

Amount (Euro)

Day/Month/Year
€ 

Day/Month/Year
€ 

Day/Month/Year
€ 

Day/Month/Year
€ 

.

	3.3
	If you acted as the Action Co-ordinator and made payments to the Co-beneficiaries, please provide details of the payments made in the table provided.

Please copy and paste additional tables if you acted as the Acton Co-ordinator for more than one action subject to audit.


	From inception to the date of the audit fieldwork your Organisation has paid the following monies for the project to the co-beneficiaries:

Action Name/ Number:

Total payments

Amount (Euro)

Name of Organisation funds were paid to

Day/Month/Year
€

Day/Month/Year
€

Day/Month/Year
€

Day/Month/Year
€

Day/Month/Year
€

Day/Month/Year
€

.

	3.4
	Other than funds from the Commission/ Action Co-ordinator have you received any additional income relating to the Actions subject to audit – including but not limited to Local Government Grants, Private Institution Grants, Revenue Generated from the Action, donations, etc.

If so, please provide details.
	No

	4.
	Accounting System & Reporting

	4.1
	What is the name of the accounting software used by your Organisation?
	

	4.2
	Does your Organisation use ‘accruals accounting’ or ‘cash accounting’ system?
	

	4.3
	Describe the systems you have in place to ensure that EC expenditure can be identified and allocated to the correct action/ project.
	

	4.4
	Can your accounting system produce income and expenditure reports for individual EC-funded actions/projects? 
	

	4.5
	If the organisations accounting is established in a currency other than EUR, please state the currency and exchange rate used for each action.
	

	4.6
	Please describe how the financial statements submitted to the Commission for the actions subject to audit were prepared (i.e. was the information downloaded directly from the Accounting System, who prepared the report, who reviewed it, etc.).
	

	4.7
	Do you perform a reconciliation between the accounting system and the financial statements submitted to the Commission for the actions subject to audit?  If so please provide details of who is responsible for this task and copies of the reconciliations.
	

	4.8
	Are the documents to support the declared costs (e.g. invoices, travel claims, etc.) electronic or digital?

Please describe how the relevant supporting documents can be linked to the financial statements submitted to the Commission (e.g. there is a unique number allocated to each invoice which is included in the financial statements).  
	

	5.
	Procurement (Equipment, Services/ Subcontracting, Works) 

	5.1
	Is your organisation a “Contracting Authority” or “Contracting Entity” – i.e. a state, regional or local authority, a official body governed by public law, or operating in the utilities sector (e.g. water, energy, transport, postal services)?
	

	5.2
	Do you follow the EC regulations on procurement (i.e. Directive 2004/17/EC and 2004/17/EC), national law on procurement or your own internal policies and procedures regarding procurement?

If you have used internal procedures, please could you provide us a copy.
	

	5.3
	Please summarise the steps of your procurement process, including the limits/ thresholds requiring different procurement processes, the number of quotes/ offers/ tenders required, your selection process, approval limits, etc.

 
	

	5.4
	What procedures do you have in place and what do you check to ensure that there are no conflicts of interest when selecting suppliers during a procurement process?
	

	5.5
	What procedures do you have in place to ensure that the best value for money principle is achieved?
	

	5.6
	Do you have “override procedures” in place to deal with single source procurement or an insufficient number of quotes/ offers/ tenders received?  If so, please describe them. 
	

	6.
	Personnel Costs

	6.1
	Are any of the costs included in the financial statements subject to audit related to:

· Natural persons working under a direct contract (consultants);

· Persons seconded by a third party against payment;

· Owners of the organisation;

· Temporary workers hired through an employment agency;

· Students; or

· Public officials?
	

	6.2
	Do you have a Certificate of Approved Methodology (CoMUC)?  If so, please provide a copy.
	

	6.3
	Which of the methods described in the Annotated Model Grant Agreement do you use to calculate Personnel Costs:

· Option 1 – 1720 fixed hours;

· Option 2 – Individual productive hours; 

· Option 3 – Standard productive hours; or

· Unit Rate on the basis of your usual accounting practices?
	

	6.4
	How do you account for personnel who are not employed full time (i.e. only work 60% of a full time equivalent – or three days per week)?
	

	6.5
	If you use Option 3, please complete the following table detailing how the productive hours have been calculated:
Please note that if you have used Option 2 – Individual productive hours, we will need the same information (with the exception of general training and other unproductive activities and the inclusion of paid overtime) for each person for whom costs have been included in the financial statements – this can be provided in a separate excel workbook in a tabular form.
	Standard productive hours calculation

Days in a year

365
Less: Weekends (Saturdays & Sundays)
-104
Less: Annual Leave
Less: Statutory/public holidays 

Subtotal (annual workable days) (a)
Hours per day (b)
Standard annual workable hours (a) x (b)

Less: Average annual sick leave (in hours)
Less: Special leave* (in hours)

Less: General training (in hours)

Less: Other unproductive activities (in hours) 

Subtotal (Standard Annual Productive Hours)
* Relates to compassionate or discretionary leave.

	6.6
	If you have used Unit Rate on the basis of your usual accounting practices, please explain:

· what costs have been included in the calculation;

· what the basis for the hourly rate calculation is (i.e. how many productive hours have been used in the calculation, and how was this figure calculated – you can use the above table as a guide); and

· for each unit rate calculated please provide a description of the group of personnel to which the rate applies (i.e. if a separate rate is calculated for each band/ category/ action/ project/ etc. please specify).
	

	6.7
	Is the method selected used for all H2020 actions (projects)?  If not, please explain why.
	

	6.8
	Is the method selected used for all personnel within each action?  If not, please explain why.
	

	6.9
	Are the hourly rates calculated on a monthly or annual basis?  

If calculated on an annual basis has a separate hourly rate been calculated for each financial year within the reporting period?
	

	6.10
	What costs are included in the calculation of the hourly rate (i.e. gross salary, employers national insurance and social security, salary increments, overtime, etc.)
	

	6.11
	Where any project staff on parental leave during the course of the reporting period for any of the actions subject to audit?
	

	6.12
	If bonuses were paid to personnel during the reporting period, please explain the basis for the award of these bonuses and who is eligible to receive them (e.g. individual performance award, global targets, etc.).
	

	6.13
	Do you records timesheets electronically using dedicated software (if so, please name it) or manually (e.g. an excel spreadsheet)?
	

	6.14
	What unit of time is used in the timesheets (i.e. half hourly, hourly, half days, days, other)?
	

	6.15
	Are staff required to document all time, including non-working time such as annual leave and sickness, or just time worked on the action?
	

	6.16
	Is overtime recorded on the timesheets?
	

	6.17
	Where timesheets are used is there a maximum time that can be recorded per day?


	

	6.18
	How are timesheets reviewed by a superior?  What is the frequency of these reviews?  How are these reviews evidenced?
	

	7.
	Travel and Subsistence Expenses (N/A if no such costs claimed)

	7.1
	Do you have a travel policy in place? Is it used consistently for all projects or only for the EU funded projects?
	

	7.2
	Please briefly describe your travel policy, including how staff can reclaim costs, what costs can be reclaimed, if allowances are paid to staff, and the review process for such claims.
	

	8.
	Durable Equipment  (N/A if no such costs claimed)

	8.1
	What is the capitalisation policy of your organisation – where is this documented?
	

	8.2
	What is the depreciation policy for each class of assets and where is this documented?
	

	8.3
	If assets are not used exclusively for an action – what is the basis for allocating the deprecation to the relevant action?   
	

	9.
	Consumables (N/A if no such costs claimed)

	9.1
	Are consumables issued from stock of the Organisation?

What is the basis for charging consumables issued from stock of the Organisation to the action (e.g. LIFO, FIFO, etc.)?   
	

	10.
	Indirect Costs     

	10.1
	Has your organisation received an operating grant for the EU or Euratom in the same period as the actions subject to audit?
	

	10.2
	Have overheads been calculated based on a flat rate of 25%?  If not, please explain why. 
	

	11
	Intra-Group Transactions/ Internally invoiced goods

	11.1
	Do any of the costs included in the financial statements for the actions subject to audit relate to Group companies or related parties?
	

	11.2
	If there are intra-group or related party transactions, how are these priced? And how do you ensure that value for money has been achieved?
	

	11.3
	Have any costs associated with internally invoiced goods and services been included in the financial statements of the actions subject to audit (e.g. the cost of internal meeting rooms, accommodation, canteen, specific facilities such as a cleanroom or aquarium, which are not valued on the basis of third party invoice).
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