
What is the plan?

• Overview contract & annexes
• Reporting
• Tandem Styleguide & Homepage



Contracts and annexes
 Grant Contract
 Organisational Status
• Payment Request (Annex 3)
 Reimbursement Sheet (Annex 4)
• (Placement) subsistence & accommodation receipt

(Annex 5)
• Placement org. costs receipt (Annex 6)
• Budget and financial report (Annex 7)
• (Narrative Reporting requirements)
• Participant Styleguide



Grant Contract



Some updates on the contract…
- Full placement prepayments
- Updated reporting form (in process)



Organisational Status

• Apart from travel reimbursements all transfers
only to bank account of (charitable) 
organisation!



Collaboration Project Grant

• Transfer to organisation
• 2 instalments:

1. max. 4,000.00 € after signing the contract
2. max. 1,000.00 € after approval of final financial

and narrative report.

Check alternatives with team if needed!



Placement (max. 12 nights p.p.)
• Bank transfer to your organisation
• Payment Request: max. 2000 € per organisation

(can be requested together with project grant)
• 3 cost categories

1. Travel costs (max. 320€)
2.a) Accommodation and
2.b) Subsistence costs (together max. 100 € per day) 

• Use per diems for subsistence 40-50€
3. Organisational costs: 40 € per day

• How to calculate the per diems? Count the
nights!



Payment Request (Annex 3)



Reimbursement form (Annex 4):

• All receipts are originals (translations in English 
or German)

• All are numbered and taped onto A4 paper (one-
sided)

• Amounts and dates on the receipts are marked
• All amounts are converted into EUR
• Print the exchange rate 
• The form is signed and sent by post to MitOst
• Taxi costs?  Get in touch with the team. 
• Travel by car? Get in touch with the team.



(Placement) subsistence and 
accommodation costs (Annex5) filled by
guest



Organisational Costs



local transport 
receipts 

40€ per day / max. 
480€)

No need for receipts 
with org. costs! 

no museum, 
concerts tickets

No self-invoice

no taxi

Organisational Costs (Annex 6)
signed by host



Organisational Costs

Renting a working
space

Renting equipment
Local transportation
Museum tickets
Difference in the 

exchange rate
Post services
Costs where you have 

no receipts

1 day - 40 euro
12 days - 480 euro



Reporting
• Grant Contract
• Organisational Status
• Payment Request (Annex 3)
• Reimbursement Sheet (Annex 4)
• (Placement) subsistence & accommodation receipt

(Annex 5)
• Placement org. costs receipt (Annex 6)
• Budget and financial report (Annex 7)
• (Narrative Reporting requirements)
• Participant Styleguide
• Planned Budget & Financial Report (Annex 7)



Budget and Report (Annex 7)



Reporting

• Must meet grant requirements of German 
law, MitOst rules, all funding requirements

• Financial report will be shared after K-O 
meeting

• Preliminary version to be checked during
Interim Meeting

• Final version to be checked during Final 
Meeting

• Final deadline end of November!



Reporting

• Numbered complete / readable invoices
• Translation of relevant parts to English
• Currency exchange rates
• Services below 350€: Invoice
• Services above 350€: Contract + invoice + 

proof of payment



Don’t!



Do!

main info – underlined



Structure of your budget (Annex 7)

Project cost
1. Accommodation & meals (names or at least 

no. of people)
2. Travel
3. Personnel Costs (max. 1,500 EUR from 

Tandem grant)
4. Equipment rent costs
5. Production costs
6. Others



So again…what comes when?

• Placement dates and contract // FEBRUARY
• Once the contract is signed, you can submit the 

first payment request
• Email partner agreement and planned budget 

//MARCH
• Prepare Financial Report with expenses from 

Placement and Project as incurred so far // 
JUNE

• Submit final report (latest) by 15 October



If you have any questions?
- see the dropbox link for the digital 
versions of the documents
- let‘s clarify now
- or get in touch with the Tandem 
team.



Tandem Europe Styleguide (Annex 9)

• Tandem logo
• Partner description & 

Logo lines



Tandem Europe Styleguide (Annex 9)
• You can access your Tandem area via this link:  

http://www.tandemforculture.org/?pr=f8de51
3577b300539d05bf5b899036ed4a2d24df

• USE WITH CARE!
• This is your page, keep it up to date!
• Use it! No need to create an additional blog!
• Take time to explore the Tandem page

http://www.tandemforculture.org/?pr=f8de513577b300539d05bf5b899036ed4a2d24df


Social Media
• Link your posts to the Tandem Facebook page
• Use our hashtags #TandemforCulture, 

#TandemEurope and #Doittogether
• Want to take over our Instagram? Get in touch

with us
Tell us about your placement & project!
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