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THE PROCESSING OF REFUNDS

CARIBBEAN TRADE AND PRIVATE SECTOR DEVELOPMENT PROGRAMME

PHASE 2

Caribbean Export Development Agency

with the Financial Support of the European Union 
These notes are intended to highlight some critical areas relating to the reimbursement process and the submission of documentation.  It is vital that these notes are read in conjunction with the Guidelines.  Below is a summary of the critical guidelines to be followed:

1. The decision as to the acceptability of claim documents shall be at the sole discretion of Caribbean Export.

2. All expenditures must be supported by original receipts and original invoices.  Original invoices may be submitted without original receipts where they show a zero balance, payment applied or are stamped "paid" with the official company stamp of the vendor or service supplier. 

3. All expenditures must be supported by original proof of payment such as bank statements, cheques, debit notices, credit card receipts, credit card statements, etc.

4. Itinerary, e-ticket and boarding passes must support requests for refunds of airline travel.  An official receipt from the airline or travel agency must be presented.  Only Economy Class airline tickets will be refunded.
5. A per diem should be seen as a lump sum to cover hotel accommodation, local transport, meals and incidentals for every night spent outside of the normal place of residents on eligible travel. No other payment apart from this per diem and the airline ticket will be made towards travel.  In order to qualify for the per diem, original boarding passes with date of travel (duration of trip) indicated along with proof of payment of per diem and signed receipt from the officer travelling.
The per diem rates correspond to the scales published by the European Commission. 

6. All expenditures of the project should be submitted. These expenditures are to be inline with the amounts specified and approved in the Grant Contract Budget (Annex III). It is against the line items in the approved budget of the Grant Contract that Caribbean Export will reimburse the percentage stated in the contract.
7. No VAT is eligible – See Article 14.5 of Annex II (General Conditions)
8. Activities are to be completed in the time specified.  Any change in dates (outside the approved period) is to be communicated in writing, and approved in advance by Caribbean Export. The Agency reserves the right to withdraw support where no communication takes place.

9. Procurement of all goods and services must be from African, Caribbean and Pacific Member States and/or European Union Member Countries. All goods and services purchased must demonstrate evidence of ‘prudent shopping’: Three (3) quotations (Proforma Invoice) are required for goods and services with a value greater than EUR 10,000. Whereas, two (2) quotations are required for goods and services with a value less than EUR 10,000. Refer to Annex IV.
10. All services (e.g. consultants) procured must be supported and a signed Agreement between the Beneficiary and the service provider. Additionally, all service contracts must be supported by the final output delivered to the Beneficiary.

11. Eligible cost must be incurred during the implementation period as defined in the contract.

12. All claims and reports for reimbursement should be submitted within four (4) weeks of     completion of the project. We reserve the right to reject claims sent in after the submission date.
13. The supporting documentation sent to the Agency will not be returned.

14. If the eligible costs at the end of the Action are less than the estimated total cost, the Contracting Authority's contribution shall be limited to the amount obtained by applying the relevant percentage as specified in the contract to the actual eligible costs approved by the Contracting Authority.
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