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“Si1tting ducks
t he eMS”

Guidance for FLC controllers



Definition :

“Sitti ng Dsute @psen’ itemse df expenditure from
previously submitted reports.

AS a FLC, pu may decide NOT to verify an expenditure item in a list of expenditure submitted on
eMS (e.g. in case verification takes a longer time or needs further clarification).

Any item lineoneMS whichi s NOT ti cked ‘Wwill HO@Tibé inclidkd ib the cirler@ FLC
certificate.

Bynot ticking “ \Weurgénératead itemywhieh i€Crieither accepted nor rejected and
waits in the system to be verified -it i s what we call a “Sitting Duck?”.

“Sitting duckdiwitht@atarmepdste veri fie
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In this guidance, we will take one example to illustrate this function:

C In Partner Report 1, one item won't iwinger i fi ed
certificate , e.g. Partner Report 2

(see below in white: Travel and accommodatzZRomezf WPT1) :
350,00 @a&).

Partner Report List of Expenditures Contribution and Forecast Attachments Personal data attachments

List Of Expenditure

Report Number & _Budget Line ¢ Wp ¢ Int Ref No ¢ Inv No ¢ Inv Date & Paym Date ¢ Description1 &
INSEL 1.1 Staff costs M Management test IRN 231 231 12/01/2017 02/01/2018  description test SC
INSIEL 1.1 Staff costs M Management FR-15486 FR-15486 29/06/2018 01/07/2018  salary June - Wallace Gromit
INSIEEL 1.1 Office and administration M Management FR N AFR NAFR
INSEEL 1.1 Travel and accomodation T1 Creation of Low Carbon Mobility Network voyage alpha 987-AF23561 02/02/2017 04/05/2017  Torino - Lyon (flight ticket AirFrance)
INSEL 1.1 Travel and accomodation T1 Creation of Low Carbon Mobility Network AirlT1296734 Inv.ADFR2356 01/02/2018 01/03/2018  conference at Ministry of Transport - Rome
INSEL 1.1 External expertise and services T2 Mapping low carbon mobility impediments and enablers tra-789/ZUT ZUT1288 04/01/2018 04/01/2018  translation publication on pilots

<l m

0 Export (8 Save Columns  Columns ~

Tick all as verified by FLC (@) Save (&) Return

Fig. 1 View from PR1 z List of expenditures (1/2)

Partner Report List of Expenditures Contribution and Forecast Attachments Personal data attachments

List Of Expenditure
Conversion Rate ¢ | Conversion Rate Date ¢ = Declared Amount Euro ¢ > X Difference Flc ¢ = Amount Certified Flc ¢ Comment Flc (pp.fic.js.ma.ca,aa) ¢
Exp Outside ¢ | Declared & Uploads | Verified By Flc ¢

0 €2.500,00 v 0 Attachments v €0,00 €2.500,00

0 €1.750,00 v 0 Aftachments v €0,00 €1.750,00

0 €637,50 v 0 Attachments v €0,00 €637,50

0 €352,00 v 0 Attachments v €0,00 €352,00

# 350,00 B | oamcie 000 €000 no complete documentation received

—
0 €452,00 v 0 Attachments v €0,00 €452,00
< i ,

) Export  (8) Save Coumns | Columns| +

Tickallas verified by FLC (@) Save (%) Return
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Fig. 2 View from PR1 z List of expenditures (2/2)

How to integrate a sitting duck in the next report?

First, you will proceed to your regular checks in the List of expenditures of PR2. Once everything
is validated at this level, you can include the sitting ducks.

To do this and access all open items :

¢ tick “FLC dseahelone(t) ey

C thentick® FLC expe-sai2) ure”

C and tick “Show all waiting to be verified, includ
- see (3).

’ Partner Report List of Expenditures
e SAVE s —

List Of Expenditure
@ Partner Finance Report :
Report Number < Budget Line <

(3 Flc Documents P — R —
3 Flc Checklist
@ Application Form INSIEL2.1  Staff costs M Manage
& Print Report
® ! Revert FromFlcToPP

INSEEL 2.1  Staff costs T4 Piloting
< | Recalculate flatrate

INSIEEL 2.1 Office and administration M Managei
+ | Exit

Fig. (1)
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Flc Expenditures Partner Information Flc Checklist Flc Report Attachments Inherent Risk Assessment Control Risk Assessment

©) Check F L CWork
O

Print Fic Certificate

) Open Report Expenditures
) Exit To Reports Overview | show allwattng to be verified, including open expendiures from other reports | ‘
(S X aaar e Repor —— Declared by partner Certified by Flc Difference Difference in %
udgetline
4 Current report Total Current report Total Current report Total Current report Total
2) Help Staff costs (8) €3.455,00 €3.455,00 €3.455,00 €3.455,00 €0,00 €0,00 100,00 % 100,00 %
2) Contacts Office and administration
D) €51825 €51825 €51825 €51825 €0,00 €0,00 100,00 % 100,00 %
Travel and accomodation
(©) Logout @ €232,00 €232,00 €232,00 €232,00 €0,00 €0,00 100,00 % 100,00 %
External expertise and
EN - ‘ €3621,00 €3.621,00 €35621,00 €35621,00 €0,00 €0,00 100,00 % 100,00 %
services (P
Equipment (2 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not applicable Not applicable
Infrastructure and works i X
@ €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not applicable Not applicable
elect_ron_lc Total Expenditure €7.82625 €7.82625 €7.826,25 €7.826,25 €0,00 €0,00 100,00 % 100,00 %
monitoring
m Net Revenue (2 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not applicable Not applicable
S n————-———
cpb
=i
inTErRact

Fig. (2) and (3)

New columns will appear. This view below shows sums per budget lines:

T “Decl ared by CBar tn e (aRal ppems ihcluded in the current report.

T “Decl ared byoPadetneeborts ( op:alhitenesxuyrentydpenimr e ) ”
other reports.

T “ T o t(cx Bum of the two above.

> Flc Expenditures Partner Information Flc Checklis
(@) Check F L C Work y

(8) Print Fic Certificate

Open Expenditures Of Insiel S.p.A.

(5 TXT0 Reports Dvefview: ) Show all watting to be verified, including open expenditures from other reports
) Exit To Partner Report DecE ey P
Budgetline Other reports
3 Current report {open Total
(2) Help expenditure)
(&) Contacts Staff costs (8 €3.455,00 €0,00 €3.455,00
Office and
) Logout ﬂdmir"frm" €51825 €0,00 €51825
pom— Travel and
£l ‘ accomodation €23200 €350,00 €582,00
pel
External expertise
and services €3621,00 €0,00 €3621,00
ye)
electronic -
thead: Equipment (£ €0,00 €0,00 €0,00
monitoring st >
system Infrastructure and
) €0,00 €0,00 €0,00
developed by -
cpb Total Expenditure €7.62625 €350,00 €8.17625
sofware
Net Hevaaue €0,00 €0,00 €0,00
iNnTERact H

***** H-T-I

Europasn Regional Development Fund

In the following case, we recognize t480q@POE"i tfemnm Tr
PR1lin the column " Other reg)rts (open expenditure)?”

C Toinclude it in the PR2, access the related budget line by clicking on  the magnifying glass

(see below).
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B coscervown Flc Expenditures Partner Information Flc Checklist Flc Report Attachments Inherent Risk Assessment Control Risk Assessment
ec ord 2 2
& Print Fic Certficate
i Open Expenditures Of Insiel S.p.A.
&) ExtTo Reporis Overview ) Show all watting to be verified, including open expendtures from other reports
3 BX2 o Partner Report Declared by partner Certified by Flc Difference Difference in %
Budgetline Other reports Other reports Other reports Other reports
o Current report (open Total Current report (open Total Current report (open Total Current report (open Total
2)Hep expenditure) expenditure) expenditure) expenditure)
(&) Contacts Staff costs (0 €3.455,00 €000 €3.455,00 €3.455,00 €000 €3.455,00 €000 €0,00 €000 100,00 % Not applcable 100,00 %
Office and
©) Logout administration €51825 €0,00 €51825 €51825 €0,00 €51825 €0,00 €0,00 €0,00 100,00 % Not applicable 100,00 %
)
i Travel and
& | €232,00 €350,00 €562,00 €232,00 €0,00 €232,00 €0,00 €350,00 €350,00 100,00 % 0,00% 39,86 %
External expertise
and services €3621,00 €000 €3621,00 €3621,00 €000 €3621,00 €000 €0,00 €000 100,00 % Not applicable 100,00 %
®;
ﬁ'%ﬁl'i%?l'ﬁ g Equipment (£) €000 €000 €000 €000 €000 €000 €000 €000 €000 Not applcable Not applcable Not appicable
system Infrastructure and
i) €0,00 €0,00 €0,00 €000 €000 €0,00 €000 €0,00 €000 Not applcable Not applicable Not appicable
developed by g
Total Expenditure €7.82625 €350,00 €8.17625 €7.82625 €000 €7.82625 €000 €350,00 €350,00 100,00 % 0,00% 9%5,71%
“sorware
Net Revonue: €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not applicable Not applicable Not applicable
inTERaCT H

Sitting ducks will be highlighted in

P

pink...

Q Fic Expenditures Partner Information Flc Checklist Flc Report Attachments Inherent Risk Assessment Control Risk Assessment
SAVE

List Of Expenditure
) Partner Fnance Report

Report Number ¢ Budget Line & Wp ¢ Int Ref No ¢ Inv No & Inv Date & Paym Date ¢ Description1 ¢ Description2 ¢ Partner (
B/ Fic Documents P e——— pe——— p | ey (|| s || -’ PE——— PE—— P
©) Fic Checkist
@) Print Report NSEL21 i 088.R112365 0B8.RI12368 0062018 0172018 rog
) RevertFromFic To PP

NSEL 1.1 T ANIT1206734 InvADFR2358 010212018 01/03/2018  conference at Minstry of Transport . Rome
<) Recakcuite fatrate [ ———
NSEL21  Traveland accomodation  C Communication 'SNCF-89654df LY-MU1238876 01042018 030472018 Genova - Nizza

~) Bt

o[ i 0

O) Export (8 Save Coumns Coumns ~
7) Help
®) Generated Fies

Tickalas verifiedby FLC (@) Save  (®) Retum

&) Contacts.

Downioad ol attachments
O Logout

You
a re

che
Li

can
gul ar i

confirm your
tem in the

necessary, comments).

c k
st

by
of

expenditures

c | ithe gama procedure dsfoe “ s

(tick

Q Fic Expenditures Partner Information Flc Checklist Fic Report Attachments Inherent Risk Assessment Control Risk Assessment
SAVE

List Of Expenditure
i c Rate o C Rate Date ¢ Declared Amount E: Difirence Flc ¢ | Amourt Certifed Fl Comment Fic (pp.8 )

}  ConversionRate & Conversion Rate Date ¢ Declar uro ¢ ference Flc ¢ | Amount Ic ¢ omme: ic.js.ma.ca.as) &
) Fic Documents Py s o ExpOutside ¢ | Declared ¢ Uploads  Verified By Flc o | iy | pmmommin Fle (pp e f.ma
©) Fic Chechist
@) PritReport 0 €127,00 v OAttachments v €000 €127,00
) Revert From Fie To PP

documentation received after deadine cert fcaton
for PR1.1
&) Recalcute fatrate [ €35000 v OAtachments | v £L0 €810 L uded in PR2A
— — 1 metro ticket not reiated to this business inp
v v )|

Rye 0 €105,00 0 Attachaents €000 10500 '

g W 0
?) teb

©) Export () Save Counns | Courms +
8 Generated Fies .
2) Contacts

¥ Tickalas verifiedby FLC (@) Save %) Retum
©) Logout

Downioad sl attachments

I n t
348,

he exampl e, we

10€.

a p p | -ithe @mount talbe thaludetd in the centificatelis, 9 0 €
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Once it i s

done, 0

verified).

The
Di

“

Check F L C Work

®

) Print Fic Certificate

O

Exit To Reports Overview

el

Exit To Partner Report

2) Help

1o

Contacts

©) Logout

electronic
monitoring
system

developed by

cpb

software

inTErRact H

- SAVE

(®) Partner Finance Report

Flc Checklist

D §
( 0 ) Print Report
’} | Revert FromFicToPP

6 ) Recalculate flatrate

pen agai

n “FLC

document s

Flc Expenditures Partner Information

List Of Expenditure

(2 Help
B) Generated Files
ﬁ Contacts

C) ! Logout

verified “sitt
fference”

Beport Number:e J| i Budgetbine e )
INSIEL2.1  Travel and accomodation ~ T1 Creation of Low
INSIEL 1.1 Travel and accomodation ~ T1 Creation of Low
INSIEL2.1  Travel and accomedation ~ C Communication

< ]

(O] Export (B Save Columns | Columns ~

« Tickallas verified by FLC (@) save « ' Return

Download all attachments

ing duck” item is then |

(the

S i

ntegrated

Fic Expenditures Partner Information Flc Checklist

Open Expenditures Of Insiel S.p.A.

) Show all watting to be verified, including open expenditures from other reports

Flc Report

Attachments

Inherent Risk Assessment

Control Risk Assessment

Declared by partner Certified by Flc Difference
Budgetline Other reports Other reports
Current report (open Total Current report Total Current report (open Total Current report
expenditure) expenditure)
Staff costs () €3.455,00 €0,00 €3.455,00 €3.455,00 €0,00 €3.455,00 €0,00 €0,00 €0,00 100,00 %
Office and
ﬂdmi"8§rﬂli°ﬂ €51825 €0,00 €518,25 €51825 €0,00 €51825 €0,00 €0,00 €0,00 100,00 %
2)
Travel and
accomodation €232,00 €350,00 €582,00 €23200 4 €34810 = €580,10 €0,00 €190 €1,90 100,00 %
o) — —_
External expertise
and services €3.621,00 €0,00 €3621,00 €3621,00 €0,00 €3621,00 £0,00 €0,00 €0,00 100,00 %
gl
Equipment (£) €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not appiicable
Infrastructure and
€0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not applicable
wiorks (£
Total Expenditure €7.82625 €350,00 €8.17625 €7.82625 €348,10 €8.17435 €0,00 €190 €190 100,00 %

Yt Beyenlie €0,00 £0,00 €0,00

€0,00 €0,00

€0,00 €0,00

€0,00 €0,00 Not applicable

In this case, the verified sitting duck item is added to the other verified items of PR2.

box in
PR2

C See
regul ar

or a
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wi t h

nge:
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Difference in %

Other reports
(open
expenditure)

Not applicable

Not applicable

99,45 %

Not applicable

Not applicable
Not applicable

9945%

Not applicable

Total

100,00 %

100,00 %

99,67 %

100,00 %

Not applicable

Not applicable

99,97 %

Not applicable
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Once the sitting ducks are inserted in the PR2, you can finalise your work by filling in the sections
“Partner information”, “FLC checklist” and “FLC repor
ducks will be integrated in this document).

©) CheckFiL € Work Flc Expenditures Partner Information Flc Checklist Flc Report Attachments Inherent Risk Assessment Control Risk Assessment

® (

) Print Fic Certificate

Open Expenditures Of Insiel S.p.A.

o S To Reporia, vecview: () Show all watting to be verified, including open expenditures from other reports
Qi F<XTo Pasiner Ropori Declared by partner Certified by Flc Difference Difference in %
Budgetline Other reports Other reports Other reports Other reports
= Current report (open Total Current report (open Total Current report (open Total Current report (open Total
(2) Help expenditure) expenditure) expenditure) expenditure)
&) conacte Staff costs (0 €3.455,00 €0,00 €3.455,00 €3.455,00 €0,00 €3.455,00 €0,00 €0,00 €0,00 100,00 % Not applicable 100,00 %
Office and
O Logout adminis?(aﬁun €518,25 €0,00 €51825 €518,25 €0,00 €51825 €0,00 €0,00 €0,00 100,00 % Not applicable 100,00 %
) )
= Traveland
i accomodation €232,00 €350,00 €582,00 €232,00 €348,10 €580,10 €0,00 €1,90 €1,90 100,00 % 99,45 % 99,67 %
i )
External expertise
and services €35621,00 €0,00 €3.621,00 €3.621,00 €0,00 €3.621,00 €0,00 €0,00 €0,00 100,00 % Not applicable 100,00 %
5
electronic Equipment (2 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not appicable Not applicable Not applicable
monitoring -
system Infrastructure and
Y works (D) €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not applicable Not applicable Not applicable
Geveloped by 2
EIJL'] Total Expenditure €7.82625 €350,00 €8.176.25 €7.82625 €348,10 €8.174,35 €0,00 €190 €190 100,00 % 99,45 % 99,97 %
“sofiware
HetBevcae €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 €0,00 Not applicable Not applicable Not applicable
inTeract H -
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