Form 3

FINANCIAL REPORT FOR UNIVERSITIES 
Students for Development – 2009-2010 edition

***Please return the completed form to sfd@aucc.ca no later than January 22, 2010. If it is not possible to include an electronic signature please also mail a hard copy to AUCC.
	Name of university:



	Name of intern: 



	Name and phone number of person who completed this report:



	A) Management 
	Amounts
	Supporting documentation 



	· Personnel, including faculty members


	Person 1:

Number of days:

Daily rate:

Total: 

Person 2:

Number of days:

Daily rate:

Total: 

Person 3:

Number of days:

Daily rate:

Total:
	· Time sheets

· Please use following formula to calculate daily rate: 

Annual direct salary + Annual fringe benefits

                                 260



	· Reimbursable expenses such as long distance communication, mail and courier costs, translation, printing and production costs, etc. Travel by faculty to meet with interns and the host organization in the internship country may also be covered. 
	
	· Original receipts (optional)

· If including travel expenses, indicate the dates abroad, the location and the daily per diem rates used.  Also provide costs of accommodation.  

	Total management (A)


	
	

	B) Public engagement 
	Amounts
	Supporting documentation 



	· Personnel, including faculty members


	Person 1:

Number of days:

Daily rate:

Total: 

Person 2:

Number of days:

Daily rate:

Total: 

Person 3:

Number of days:

Daily rate:

Total:


	· Time sheets

· Please use following formula to calculate daily rate: 

Annual direct salary + Annual fringe benefits

                                 260



	· Reimbursable expenses such as long distance communication, mail and courier costs, translation, printing and production costs.
	
	· Original receipts (optional)

	Total public engagement (B)
	
	

	Grand Total (A + B) =


	
	


Name of ILO or Financial Officer:  ________________________________________

Signature of ILO or Financial Officer:______________________________________

Date:  _______________________________________________________________


Eligible Cost Elements

Subject to the maxima set out in Treasury Board and CIDA policies, including the provisions of

the Technical Assistance Handbook (www.cida.ca) the following costs may be reimbursed by

CIDA:

1.1. Remuneration:

Employees: Daily remuneration rates applicable in Canada and abroad to the Organization's employees.

Rates include:

i) direct salaries: actual sums paid to employees as regular salary, excluding overtime pay and overtime bonuses and not exceeding the market rates forthe specific type of service;

ii) fringe benefits, including:

· paid absences: statutory holidays, annual vacation and sick leave, in accordance with the Organization's policies;

· paid benefits: the employer's contribution to employment insurance and workers' compensation plans (where applicable), health and medical insurance, group life insurance, pension plans, etc., in accordance with the Organization's policies;

iii) the daily remuneration rates calculated as per subparagraphs i) and ii) shall be applied to the number of days worked (including travel time overseas), based on a 7 hour day, up to a maximum of 5 days per week in Canada, and up to a maximum of 6 days a week overseas, as shown by time sheets and payroll register. Unless otherwise previously approved in writing by CIDA, an employee shall take at least one day off after 6 consecutive working days. Rates for working days of less than 7 hours shall be prorated based on hours

worked. The daily remuneration rates shall be calculated as per the following formula:
Annual direct salary + Annual fringe benefits
260

1.2 Reimbursable expenses: 
The actual and reasonable expenses directly related to the implementation of the Project, such as:
i) the actual cost of Subcontractors’ fees to a maximum of twenty percent (20%) of the total remuneration eligible under the Agreement. Individual rates shall not exceed the market rates that apply to the specific type of service;
ii) the following living and travel costs in accordance with the Organization’s policies but not exceeding the Treasury Board Travel Directive and Special Travel Authorities:

· cost of commercial transportation based on the lowest possible economy fare using the most direct routing. Full fare economy airline tickets can be used only on an exceptional basis, such as unforeseen travel on very short notice, and shall be substantiated by the Organization. Wherever practical and available, the services of Canadian carriers shall be utilized;

· cost of meals, accommodation and incidentals not exceeding the Travel Directive;

· other costs allowed under the provisions of the Treasury Board Travel Directive for "travellers" as opposed to "employees"

iii) long distance communication, mail and courier costs;
iv) translation and word processing costs, printing and production costs associated with Project reporting and production of reading material;

v) bank transfer fees; and
vi) actual and reasonable costs associated with public engagement activities as detailed and approved in the Annual Workplan and as reported on in narrative progress and financial reports.
See next page for a list of eligible cost elements under CIDA programming








