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HOW TO AVOID ERRORS

Communication to Horizon 2020 beneficiaries 
How to avoid errors when claiming costs in H2020 grants , 

The most common errors made by audited beneficiaries are as follows: 

− Personnel costs 

- unreliable or missing timesheets,

supporting documents or insufficient alternative evidence 

- incorrect time claimed. 

- incorrect calculation of productive hours 

- ineligible remuneration costs included in the calculation of 

the hourly rates for both actual costs and for average personnel costs
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DIRECT & INDIRECT COST – ANNEX 2 – THE COST CATHEGORIES



A. PERONNEL COSTS 



YES: this budget category covers the costs for employees or equivalent 
that worked in the action, i.e. persons working for the beneficiary on the 
basis of an employment contract or equivalent appointing act.

NO: Cost of persons who work for the beneficiary, but NOT with an 
employment contract or equivalent appointing act (e.g. staff provided by a 
temporary work agency, seconded staff, self-employed persons with a 
direct contract with the beneficiary).

EMPLOYEES OR EQUIVALENT



A.2 and A.3 Costs for natural persons working under a direct contract other than an employment 
contract and costs for seconded persons by a third party against payment are also eligible as 
personnel costs, IF
- they are assigned to the action, 
- fulfil the general eligibility conditions (ART. 6) and: 
- (a) work under conditions similar to those of an employee (in particular regarding the way the work 

is organised, the tasks that are performed and the premises where they are performed) and 
- (b) the result of the work belongs to the beneficiary (unless agreed otherwise). 
- They must be calculated on the basis of a rate which corresponds to the costs actually incurred for 

the direct contract or secondment and must not be significantly different from those for personnel 
performing similar tasks under an employment contract with the beneficiary.

NATURAL PERSONS WITH DIRECT CONTRATC AND SECONDED PERSONS

If the costs do not fulfil all the conditions indicated here above, they may be eligible as purchase of
services (see Article 6.2.C.3) or subcontracting (see Article 6.2.B) but NOT as personnel costs.



Horizon 2020: a snapshot of the situation



Personnel costs – new calculation 2.1.4 

You must do these calculations normally once per reporting period (RP) for each person who worked in the 
action. Regarding the calculation of day-equivalents worked in the action: It is the sum of the day-equivalents 
actually worked for the action, rounded to the nearest halfday, and recorded in the monthly declarations or in 
your time-recording system. 

CHANGED N THE 

NEW AMGA

Horizontal Ceiling 
To avoid double-
funding of 
personnel cost, 
the actual number 
of day-equivalents 
declared across EU 
and Euratom 
grants can NOT be 
higher than 215 
per calendar year.



Examples: 
maximum number of day equivalents to be used in the daily rate formula

Full-time case: The person is a 
full-time permanent 
employee hired in 2020. 

Part-time case: The person is a 
50 % part-time permanent 
employee hired in 2020. 

((215 / 12) x 6 (months)) x 1 (full-time)= 107,5 

((215 / 12) x 6) x 0.5 (for 50% part-time) = 53,75

The reporting period runs from 01/01/2022 to 30/06/2022 (6 months):



Example: daily rate calculation

01/12/21-31/05/2022 (6 
months – part time)

01/06/22-31/05/2023 (12 
months – full time)

((215 / 12) x 6 (months)) x 0,5 (part-time)= 53,75

215 days 

In the reporting period from 01/12/2021 to 31/05/2023 (18 months), the person works:
- 50% part-time from 01/12/2021 to 31/05/2022 (6 months) cost EURO 15.000,00 
- full-time afterwards (12 months) cost EURO 60.000,00

Max numbers of declarable day-equivalents for the reporting period would be 53.75 + 215 = 269 
(rounded to closest half-day equivalent)

DAILY RATE TO BE USED FOR THE REPORTING PERIOD: 
EURO (60.000,00+15.000,00)/269= 278,81



Days worked – record keeping

Days worked

• use reliable time records (i.e. time-sheets) either on
paper or in a computer-based time recording system.

• Or

• sign a monthly declaration on days spent for the action

(template under development).

Disclaimer: Information not legally binding



Time recording system in hours
‘Day-equivalent’ à 3 conversion rules at hand

Disclaimer: Information not legally binding

1. A conversion based on the average number of hours that the person must work per working day
according to her/his contract.

Example: if the contract says that the person must work 37,5 hours per week distributed in 5 working days, a day-equivalent for
the person is 7,5 hours (37,5 / 5). In the same example, if the person works 50 % part-time, the day-equivalent would be 3,75 hours
( 18,75 / 5).

2. A conversion based on the usual standard annual productive hours of the beneficiary, if it is at least
90% of the workable time (i.e. continuity with H2020)

Example:
Standard annual productive hours of the beneficiary = 1600 Standard annual workable hours of the beneficiary = 1720
1720 x 90% = 1548 < 1600
1600/215 => 7.44 hours = 1 day-equivalent

3. A conversion based on a fixed number of hours (e.g. for beneficiaries with no reference in their
contracts nor standard annual productive hours):

1 day-equivalent = 8 hours

See examples on page 
119 AMGA (art. 20)



Timesheet: is a 
method for recording 
the amount of a 
worker's time spent on 
each job. Traditionally 
a sheet of paper with 
the data arranged in 
tabular format, a 
timesheet is now often 
a digital document or a 
spreadsheet. 

SOME INSTRUMENTS – the Timesheet



The beneficiaries must — at least until the time-limit set out in the Data Sheet (see Point 6) —
keep records and other supporting documents to prove the proper implementation of the action in line 
with the accepted standards in the respective field (if any). 
In addition, the beneficiaries must — for the same period — keep the following to justify the amounts 
declared: 
(i) for actual costs: adequate records and supporting documents to prove the costs declared (such as 
contracts, subcontracts, invoices and accounting records); in addition, the beneficiaries’ usual 
accounting and internal control procedures must enable direct reconciliation between the amounts 
declared, the amounts recorded in their accounts and the amounts stated in the supporting documents 
(ii) for flat-rate costs and contributions (if any): adequate records and supporting documents to 
prove the eligibility of the costs or contributions to which the flat-rate is applied
It must be correctly archived for the duration indicated in the Grant Agreement (see Data Sheet, Point 
6). In general, for at least 5 years after the balance is paid (3 years for low value grants up to EUR 
60 000) or longer if there are ongoing procedures (audits, investigations, litigation, etc).
In this case, the evidence must be kept until they end.

Art. 20 – KEEPING RECORDS



METHODOLOGY?

v Compare

v Take the lower of
the two.

Project-based remuneration at a glance

HOW MUCH CAN BE DECLARED?
v Actual remuneration costs paid
by the legal entity for the time
worked by the personnel in the
action (‘action daily rate’) up
to the remuneration that the
person would be paid for
work in R&I projects
funded by national schemes
(‘national projects daily rate’)

Example:
an employee who gets a bonus or
a new contract with a higher
salary level for working in a
project.

WHAT IS IT?

v Usual remuneration
practices of a legal
entity under which a
personnel receives
supplementary payments for
work in projects

Usually based on: 
• either regulatory requirements (such 

as national law or collective labour
agreements) 

• or your written internal remuneration 
rules

*

*



AMGA – Nov 2021 Version: https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-
2027/common/guidance/aga_en.pdf

WEBINAR: How to prepare a successful proposal in Horizon Europe (24 March 2021)
https://ec.europa.eu/research/participants/docs/h2020-funding-guide/other/event210324.htm#youtube-afternoon

LIST OF EU AVAILABLE WEBINARS: https://ec.europa.eu/research/participants/docs/h2020-funding-
guide/other/all-events.htm

Special webinar for NCPs, including a section on model grant agreement and financial aspects, in particular: 
https://ec.europa.eu/research/participants/docs/h2020-funding-guide/other/event211208.htm

Funding & tender opportunitiesSingle Electronic Data Interchange Area (SEDIA): https://ec.europa.eu/info/funding-
tenders/opportunities/portal/screen/home

Webinar session: Avoiding errors in declaring personnel costs in Horizon 2020 grants (2 December 2021) 
https://ec.europa.eu/research/participants/docs/h2020-funding-guide/other/event211202.htm
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Q&A TIME

Questa foto di Autore sconosciuto è concesso in licenza da CC BY-NC

Thanks for your attention

Mirella Collini
Head of Research Management Division
University of Trento – Italy
mirella.collini@unitn.it

Vanessa Ravagni
Head of Research Services and Valorization Directorate
University of Trento – Italy
vanessa.ravagni@unitn.it

Disclaimer: the view and assessments in this presentation are those of the presenter only, except where explicit
source references are provided. The presentation is provided for information purpose only and its content does not
replace consultation of any applicable legal sources or advice of legal experts. The presenter cannot be held
responsible for the use made of this presentation. 
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