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Budget headings 

Staff Costs 

Travel costs and costs of stay 

Equipment 

Printing & Publishing  
 

Other costs 
 



Staff costs  
  

To cover the costs of staff directly necessary for the achievement of the 
results and not covered by other sources:  
 

ü Administrative or academic  tasks (3.1 Guidelines): 

 Course development, maintenance of online courses/website, etc. 

 Language /  IT courses, translation services, evaluation activities 
when  performed by internal staff (if  sub-contracted  Č  Other costs) 

 
ü Replacement costs  for EU staff (3.3 of Guidelines) 

  

Purpose 

ü Salaries  and  fees  should reflect the employing  institution's  usual  
policy  on remuneration and respect  local  salary  rates   

ü Maximum  reference daily rates  per country: Guidelines/Annex 3  

ü Total  expenditure  for Staff Costs cannot  exceed  the  40 %  ceiling  
(plus 10 % flexibility)  -  Co-financing is also subject to the 40% ceiling 

 Contractual  
rules 

*This slide was taken From Tempus project representativesô meeting Brussels 26-27 

November 2012 

 



Supporting 
documents 

The beneficiary  shall  retain  with  project  accounts : 

ü For staff: Staff  Convention  (Guidelines/Annex1) +  timesheets  

ü For replacement of EU teaching staff: confirmation of engagement from 
EU      institution  & Staff Convention+ timesheets 

The beneficiary shall provide  with final report:   explanation & 
supporting documents (i.e. salary slip) if higher salary rates are applied (re 
Guidelines/Annex 3). 

To justify the costs, the rates applied and for the purpose of 
audits , the amounts declared as staff costs should be "identifiable and 
verifiable, in particular being recorded in the accounting records of a 
beneficiary" (cf. art. II. 14.1 of the Grant Agreement).  

Please ensure the link with the institution (employment contract).  

Staff costs  
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Travel costs and costs of stay  
 

To cover the costs of travel and subsistence allowances of staff for motilities 
mainly linked to:  

Å teaching/training  assignments, retraining  
Å update of courses 
Å practical placements  
Å short visits for coordination and planning 
Å language training  
Å Dissemination 
 

N.B. Travel for research activities is not allowed 

The budget for Travel Costs and Costs of Stay should: 

ü cover  only actual  travel  costs  (including visa fee and related obligatory 
insurance, travel insurance and cancellation costs if justified)   

ü cover  the  daily  allowance : the ceilings per person (per day/week) 
indicated at point 4.3.3 of the Guidelines must be respected 

Purpose 
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