ANNEX K: PROCUREMENT AND SUPPORTING DOCUMENTS GUIDANCE
Small Grants Scheme – Beyond Barriers: Roma Resilience in the Western Balkans
This guidance applies to purchases and costs financed under the Subgrant Agreement. Beneficiaries must ensure sound financial management, transparency, equal treatment, avoidance of conflict of interest and best value for money.
K.1 General Principles
All purchases must be necessary for the approved action and included in the approved budget.
Costs must be reasonable, justified and supported by adequate documentation.
The Beneficiary must avoid conflicts of interest and must not split purchases artificially to avoid documentation requirements.
Goods, services and supplies must be used only for the approved action.
Payments should be made by bank transfer whenever possible. Cash payments, if allowed, must be justified and fully documented.
The Contracting Authority may reject unsupported, unreasonable or ineligible costs.
K.2 Simplified Procurement Documentation Matrix
The final signed Subgrant Agreement may define additional or stricter requirements. Beneficiaries should consult the Contracting Authority before making significant purchases.
	Estimated value of purchase
	Minimum recommended procedure
	Supporting documents to keep

	Up to EUR 500
	Direct purchase, with documented price reasonableness where possible
	Invoice/receipt, proof of payment, short note explaining need and link to activity

	EUR 501–2,500
	Comparison of at least three prices/quotes where possible
	Request/description of need, three quotes/screenshots, evaluation note, invoice, proof of payment, delivery note

	Above EUR 2,500
	Written request for offers to at least three suppliers, unless justified otherwise
	Specification/terms of reference, invitations, offers received, evaluation note, contract/order, invoice, proof of payment, delivery/acceptance note

	Single-source purchase
	Allowed only with written justification and prior consultation where appropriate
	Single-source justification, approval if required, invoice, proof of payment, delivery/acceptance evidence


K.3 Supporting Documents by Cost Type
	Cost type
	Required supporting documents

	Staff / project team costs
	Contract or engagement document, timesheets, payroll/calculation, proof of payment, evidence of work performed

	Expert / trainer / mentor fees
	Contract/ToR, CV or proof of expertise where relevant, timesheet or service report, invoice/fee note, proof of payment, deliverables

	Training/workshop/event costs
	Agenda, invitation, attendance list, photos, materials, invoice/receipt, proof of payment, venue/refreshment documentation

	Travel/local transport
	Travel request/approval where applicable, tickets, fuel/taxi receipts, travel report, proof of payment, participant/staff list

	Equipment/tools/materials
	Procurement documentation, invoice, proof of payment, delivery note, inventory record, photos, confirmation of use by beneficiaries if applicable

	Communication and visibility
	Design/printing invoice, copies of materials, screenshots, photos, proof of payment, EU visibility evidence

	Administrative and management costs
	Invoice/receipt, allocation method if shared cost, proof of payment, explanation of direct link to the action

	Beneficiary support or start-up materials
	Beneficiary selection records, handover forms, delivery notes, photos, signed acknowledgement of receipt, monitoring evidence


K.4 Ineligible or High-Risk Costs
Costs not linked to the approved action.
Costs incurred outside the implementation period.
Unsupported costs or costs without adequate proof of payment.
Debts, debt service charges, provisions for losses, currency exchange losses and bonuses included in staff costs.
Land or building purchases, infrastructure or construction works, unless explicitly allowed in writing.
Profit distribution, dividends or activities unrelated to the approved action.
Further financial support or sub-grants to third parties.

K.5 Procurement File Checklist
	Document
	Available

	Description/specification of goods/services/supplies
	☐

	Evidence that cost is included in approved budget
	☐

	Quotes/offers or price comparison, where required
	☐

	Evaluation note/selection justification
	☐

	Conflict of interest declaration for procurement decision, where relevant
	☐

	Contract/purchase order
	☐

	Invoice/receipt
	☐

	Proof of payment
	☐

	Delivery/acceptance note
	☐

	Inventory/handover record, where applicable
	☐



K.6 Record Keeping and Verification
All supporting documents must be kept for at least five years after the final payment of the grant. The Contracting Authority and authorised auditors may request access to original documents, electronic records, premises, staff, beneficiaries and outputs for verification purposes.
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