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1.	IDENTIFICATION
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://estlat.eu/en/projects/reporting whether you are using the latest version of the form.
2. One report of hours per person shall be filled in per reporting period.
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 tasks carried out during the reporting period:
Guidance:
Please summarise the main tasks 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:
Month
Worked on the project
hours
minutes
Other acitivities
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.
*supervisor is a person who has the authority to confirm the working hours (and related expenditure) in the organisation in line with the internal rules or statute. It can be a bookkeeper, head of division, head of NGO, director general etc.
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 amployee = 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 max. no. of hours is exceeded. Please reduce the number of reported hours accordingly!
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