Instructions for holders of a Multi-Year Project grant
Co-financing summary table
This document, duly filled and signed, is an integral part of the end-of-milestone financial reporting for holders of Multi-Year Project grants that include salary co-financing during the reporting period. 
Please note:
· Each co-financing recipient must have received prior approval from the SPS Office.
· One co-financing summary table should be filled out for each co-financing recipient during the milestone under report. Its file name must be clearly linked to the corresponding item in the Financial Record tab of the financial report (MYP Detailed Budget Excel workbook). 
· This document requires two signatures: the signature of the co-financing recipient’s supervising Co-Director, as well as that of a suitable representative of the Co-Director’s institution. A suitable representative may be the head of the institution, the head of finance, the head of administration, the head of research support office, or whomever has delegated authority to sign on behalf of the institution.
· Salary co-financing is intended as a percentage of the beneficiary’s salary. It is a reimbursement to participating institutions for project participants’ working time spent on the project. It is not an additional source of income outside an individual’s regular salary. 
· The maximum amount of salary co-financing per person that SPS can cover should be calculated as follows:
· If the individual is dedicating up to and including 25% of their working time to the project: the maximum co-financing amount that can be claimed is equal to "percentage of an individual's time dedicated to the project" x "monthly gross salary of the individual".
· If the individual is dedicating more than 25% of their working time to the project: the maximum co-financing amount that can be claimed is equal to “25%” x "monthly gross salary of the individual".
Examples
· A project participant dedicating 12% of their time to the project and earning EUR 1000 gross per month → maximum claimable co-financing = EUR 120
· A project participant dedicating 25% of their time to the project and earning EUR 1000 gross per month → maximum claimable co-financing = EUR 250
· A project participant dedicating 100% of their time to the project and earning EUR 1000 gross per month → maximum claimable co-financing = EUR 250
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	Name of the co-financing recipient:

	Month / Year
	% of working time dedicated to the project
	% of co-financing claimed[footnoteRef:1] [1:  May be lower (but not higher) than the percentage of working time dedicated to the project.] 

	Gross salary per month (in local currency)
	Currency exchange rate applied, if any
	Gross salary per month 
(in EUR)
	Amount of co-financing claimed from this grant per month (in EUR)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total co-financing claimed (in EUR)
	




	Supervising Co-Director[footnoteRef:2] [2:  The supervising Co-Director is the Co-Director affiliated with the institution of the co-financing beneficiary. If the beneficiary is a Co-Director, they should mention their name both as recipient and as Co-Director.] 

	Name
	Signature

	Suitable representative of the Co-Director’s institution
	Name
	Signature
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