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Technical instructions
1. Please only use ADOBE READER 10.0 or higher to fill in the form. When using other readers the form is not working properly.The latest version can be downloaded e.g. at http://get.adobe.com/reader/ 
2. Please ensure that JavaScript is enabled (check main menu > Edit > Preferences > JavaScript).
3. This is an interactive form. Some parts are only visible when you press certain buttons or enter certain cells. Be aware of this when printing the form.
4. All guidance is displayed in grey next to the relevant textboxes or tables. No guidance will be visible on the print-out.
How to use the form
1. Before starting to fill in the form, please check at https://interreg-baltic.eu/ (link to the document) whether you are using the latest version of the form.
2. In general, one report of hours and employment confirmation per person shall be filled in per reporting period. However, in case of workload changes, more than one report of hours has to be completed, one for each workload.
1.	IDENTIFICATION
2.	REPORT OF HOURS
Guidance:
Staff reporting period is automatically calculated considering the month/year from the first and last monthly report of hours from the 2.3 – registration of the monthly working time.
2.2         Description of project-related activities carried out during the reporting period:
Guidance:
Please summarise the main activities carried out by the employee during the reporting period.
Please make sure the description clearly reflects the work related to the project implementation and justify the number of hours reported.
(Remaining characters: )
2.3         Registration of the working time:
Date
Worked on the project
hours
minutes
Other activities
hours
minutes
Total working time
hours
minutes
Total: (hours / minutes)
Total: (hours - decimal format)
2.4         Summary of hours in the staff reporting period
Month / year
Worked on the project
hours - decimal format
Other activities
hours - decimal format
Total working time
hours - decimal format
Total:
Hereby I confirm that the project work and number of hours as stated above are correct and true.
3.	EMPLOYMENT CONFIRMATION
Guidance:
Please insert the maximum number of working hours per week for a full‐time employee in your institution, according to the internal/country rules.
Guidance:
Please insert the weekly workload of the employee according to the employment contract, expressed in hours.
Please note, in this field, you should not consider the involvement of an employee for the project but the full‐time/part‐time employment working time according to the contract (resp. according to all contracts if the employee has several employment contracts with the same partner organisation).
In exceptional cases, when the employment contract does not define working time or when it defines only productive hours (or their range/limits), please contact MA/JS for further guidance.
Guidance:
The workload is calculated automatically considering the weekly number of hours for a full‐time employee and the contracted number of hours of reported employee.
Please note:
In case the calculated workload would exceed 100 %, section 4 will use 100 % for the calculation of the max. no. of hours. 
3.7	The employee works for several projects financed by the Interreg Baltic Sea Region Programme:
3.8	The employment is concluded on the basis of the following:
Guidance:
Please select if the employee is employed based on the standard employment contract or equivalent. If the form of employment deviates from the standard forms of employment resulting from the national law, please describe the deviations and justify why such form of employment is considered equivalent to the standard employment contract. 
Owner managers of a project partner (e.g. of an SME) not having employment contracts but working for the project shall select ‘’equivalent’’ and describe what is their relation to the project partner.
Please note:
According to the Programme rules, and based on the Regulation (EU) 2021/1059, the project can report the hours of an employee working under an employment contract or equivalent. An employment contract or equivalent means an employment document in form of an employment or work contract or an appointment decision, or by law, and relating responsibilities specified in the job description of the staff member concerned.
It is the responsibility of the project partner to prove that form of the employment fulfils the above‐mentioned criteria.
The MA/JS will not accept the hours reported by a person contracted based on a service contract. Such costs shall be planned and reported under the cost category 4 (External expertise & services) in core projects resp. under the cost category 7 (Other costs) in other project types.
3.9	Description of the equivalent of an employment contract:
3.         Tasks and roles of the employee related to the entire project duration (job description):
Guidance:
Please list the role, main tasks, and responsibilities related to the project implementation resulting from the job description of the employee concerned related to the whole project implementation time (not only to this reporting period).
I, the undersigned and authorised to legally represent,  hereby confirm that  was an employee of this project partner during the respective staff reporting period  and was designated to work for the project . I confirm that all the data related to the employment conditions as described above are true and in line with the employment contract (or equivalent). 
I am aware that all statements made in this declaration are relevant to a subsidy within the meaning of § 264 of the German Criminal Code (Strafgesetzbuch - StGB) in conjunction with the Subsidy Act (Subventionsgesetz - SubvG). According to this provision, among others, anyone who furnishes a subsidy giver, for themselves or another person, with incorrect or incomplete particulars regarding facts which are advantageous for themselves or the other person, such particulars being relevant for a subsidy, incurs a penalty of imprisonment or a fine (subsidy fraud).
I declare, that the working hours (or gross employment costs resulting from those working hours), included in this document were not and will not be declared in any other project financed from European Union funds or national subsidies.
4.	SUMMARY OF DATA FOR THE PARTNER REPORT IN BAMOS+:
First name
Last name
Position
Workload (incl. tasks and contracts outside the project)
Working time/week (hours)
Share of full-load (%) (full-time employee = 100%)
No. of months for which staff costs are reported
Max. no. 
of hours
No. of hours worked for the project acc. the report of hours
No. of hours worked 
in total 
(all contracts)
B
C
D
E
F
G
H
I
J
K
The workload according to section 3.6 exceeded 100 %. Please note, that for the calculation of the max. no. of hours the value has been reduced to 100 %.
The reported hours worked on the project exceeded the maximum no. of hours. Therefore, the value for BAMOS+ has been reduced accordingly.
The employee works on several projects financed by the Interreg Baltic Sea Region Programme. Please be aware that the maximum number of hours applies to all projects co-financed by Interreg Baltic Sea Region. If the same employee works on several projects, the sum of productive hours declared for the employee in these projects cannot exceed 1,720 hours or the applicable pro-rata per calendar year. Please be aware that MA/JS might check the compliance with this rule (also retrospectively).
13.06.2022
08.05.2024
M. Radzuweit
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