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These financial rules form an integral part of the pro-
cedural rules (internal financial rules and implementa-
tion manual) of the Confederal Group of the Europe-
an United Left/Nordic Green Left (GUE/NGL) in the 
European Parliament, and concern the use of appro-
priations entered under Item 400 of the budget of the 
European Parliament. 

The purpose of the financial rules is to establish basic 
rules for: 
• drawing up estimates of the Group’s revenues and 

expenditure; 
• implementing the Group’s budget; 
• accounting arrangements; and 
•  annual accounts and the annual report on the finan-

cial situation, on the basis of the common financial 
rules (1) that apply to all the political groups, as well 
as on the basis of harmonised guidelines (2) agreed 
by the political groups. 

These internal financial rules are available in paper 
version at the Group’s Accounts Service. However, the 
online version available on the Group’s intranet is the 
definitive one.

A.1 BUDGETARY AUTHORITIES

The Group is responsible for the use of appropriations 
provided by the European Parliament.
The Bureau or the Group shall authorise the expend-
iture of the Group in their respective area of 
responsibility.

The Group, represented by its Chair, is authorising 
officer. 
The Chairperson, as the principal authorising officer, 
shall delegate the duties of authorising officer  
by delegation to the Secretary-General, to the Dep-
uty Secretaries-General or authorising officer by 
sub-delegation, and the duties of ex-ante verification 
to a member of staff.

The Chair shall establish the mission charter of the 
officer responsible for initiating the operation, the 
staff member responsible for ex-ante verification, the 
responsible authorising officer and the accounting 
officer.

Powers in relation to the implementation of the 
budget of the Group may be specified in the instru-
ment of delegation.

Authorising officers by delegation and sub-delega-
tion are entitled to authorise expenditure, establish 
entitlements to be recovered and issue recovery 
orders and payment orders.

The Chair and the authorising officers by delegation 
and sub-delegation may modify, at any time, the 
limits or conditions imposed by the instrument of 
delegation.

Duties may be delegated on a temporary basis if 
authorising officers by delegation or by sub-delega-
tion are temporarily unavailable.

The Group shall set up an internal control system, as 
prescribed in Article 2.2.3 of the rules on the use of 
appropriations under Item 400 issued by the Bureau 
of the EP, and ensure that each budgetary transaction 
is processed by: 
• the staff member responsible for initiating the 

operation;
• the staff member responsible for ex-ante 

verification;
• the responsible authorising officer.

The tasks of initiating operations and their ex-ante ver-
ification are mutually incompatible, as are the roles of 
authorising officer and accounting officer. Staff mem-
bers responsible for ex-ante verification may not come 
under the authority of staff members responsible for 
initiating operations.

A. GUE/NGL FINANCIAL REGULATION

1  Rules on the use of appropriations from budget item 400. Adopted by the Bureau on 30 June 2003. Amended by Bureau decisions  
of 22 March 2006, 11 July 2007, 20 September 2010, 23 March 2011, 26 September 2011, 2 July 2012 and 11 March 2013.

2 Harmonised guidelines on 400 expenditure agreed by the political groups between 1st January 2006 and 31st December 2007.
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A.2  IMPLEMENTATION  
OF THE GROUP’S BUDGET

If no budget has been adopted by 1 January, com-
mitments and payments may be made by applying 
the provisional twelfths system, provided that the 
expenditure was authorised in principle under the last 
budget adopted by the Group.

The Treasurer, with the Chair and the Secretary-Gen-
eral shall suggest a preliminary draft annual budget for 
the Group to the Bureau. The budget shall be accom-
panied by proposals for initiatives relating to the 
Group’s political strategy, specifying the most appro-
priate amounts required to achieve those objectives.

In exceptional or unforeseen circumstances, the 
Treasurer may submit supplementary and/or amend-
ing budgets.

The estimates shall be presented in two parts: 

(a) Revenues 
The Group’s revenues derive mainly from: 
• annual appropriations received from the European 

Parliament; 
• VAT refunds; 
• transfers from the previous year. 

(b) Expenditure
Expenditure shall mainly cover: 
• the cost of the Group’s secretariat and its opera-

tional and administrative costs;
• the cost of the Group’s political activities;
• the cost of the Group’s information policy;
• the cost of the national delegations’ activities. 

The budget headings shall be divided into chapters 
and articles in accordance with the charter of accounts 
common to all the political groups.

As regards the budget implementation, the Secretary- 
General will report to the Chair and the Bureau as 
required. 

The authorising officer by delegation (the Secre-
tary-General) adopts transfers of appropriations with-
in budget chapters and articles.

Based on appropriate documentation prepared by 
the accounts department, the Bureau of the Group 
will take stock of the implementation of the budget, 
preferably in June/July and in September/October. 
The Bureau will then indicate the remaining available 
financial resources of the Group and of the national 
delegations.

Appropriations that are not used during the financial 
year may be carried over to the following financial 
year up to a maximum of 50 % of the annual appro-
priations received from the European Parliament’s 
budget. Amounts exceeding 50 % shall be repaid to 
the Parliament’s budget together with any interest 
that may have accrued, after the accounts have been 
closed and the auditor’s report has been submitted to 
the President of the European Parliament.

A.3  PROCEDURE FOR PRIOR  
AUTHORISATION OF EXPENDITURE

All Group expenditure must be authorised in advance, 
except expenditure related to Members’ political and 
information activities, national delegations’ administra-
tive expenditure and political and information activi-
ties – and all current operating expenditure, unless it 
is of an exceptional nature.

The Bureau or the Group shall authorise Group 
expenditure within their areas of responsibility, and 
the relevant decisions shall be notified in a report.

All requests must state the purpose of the expenditure 
and/or include the necessary supporting documents, 
depending on the nature of the expenditure: detailed 
draft budget, estimate, invitation, programme, con-
tract, list of guests, etc.
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A.4  VALIDATION/AUTHORISATION  
OF EXPENDITURE

Validation/authorisation documents shall be signed by 
the authorising officers by delegation, in accordance 
with the terms set out in the instrument of delegation.

Group activities
When the staff member responsible for initiation 
tasks receives invoices and supporting documents, 
as required by the nature of the expenditure, he/
she shall draw up a file pursuant to Article 2.2.3 of 
the rules on the use of 400 budget item and forward 
it, for validation, to the responsible for ex-ante veri-
fications and after to the relevant authorising officer. 
By appending a signature, the person concerned shall 
authorise the expenditure and trigger the issue of a 
payment order.

Decentralised activities
In the case of decentralised activities, the Member 
responsible for the national delegation shall forward 
a Request for payment to the staff member respon-
sible for initiation tasks, together with the original 
invoice and any supporting documents required, 
depending on the nature of the expenditure.
The staff member responsible for the initiation task 
shall draw up the file in accordance with Article 2.2.3 
of the rules on the use of 400 budget item, and shall 
forward it for validation to the responsible for ex-an-
te verifications and after to the relevant responsible 
authorising officer, who, by appending a signature, 
shall authorise the expenditure and trigger the issue 
of a payment order.

In the case of appropriations set aside for decentral-
ised expenditure, the national delegations may, before 
incurring any expenditure, consult the accounts 
department. In the absence of any such prior request 
or consultation, expenditure which does not comply 
with the Group’s internal financial rules, and its imple-
mentation manual on the use of 400 budget item, will 
not be validated.

The Bureau of the Group reserves the right to refuse 
payment of invoices for brochures, publicity leaflets, 
or any other publications or initiatives which are con-
trary to the fundamental principles of the Group.

The ex-ante verifier shall verify compliance with the 
Group’s current internal rules and the rules on the use 
of Item 400 appropriations issued by the Bureau of 
the EP, and the availability of appropriations.

A.5 PAYMENT 

Before the issue of payment orders, it is necessary to:
• determine or verify the existence and the amount 

of the sum due;
• verify the availability of the appropriations;
• verify that all the supporting documents have been 

assembled;
• verify the conditions under which payments fall 

due; and
• verify that the expenditure complies with the rules 

on the use of 400 budget item.

The Group shall open bank accounts in its name with 
the Chair and the Secretary-General of the Group 
as account holders and the accounting officer as the 
administrator.

All expenditure must be paid directly from a Group 
bank account to the provider of goods or services, by 
credit transfer.

However, the Group may reimburse expenditure 
affected by a third party in cases where this has been 
dictated by practical requirements. In that event, the 
Group shall reimburse the expenditure to the third 
party on submission of a signed request for reim-
bursement, accompanied by the original invoice and 
the supporting documents submitted to the Group.

The accounts officer of the Group will be responsible 
for the execution of all payments.

A credit card in the name of the Group will be used 
solely for hotel and restaurant reservations and pay-
ment where they do not accept credit transfers.

Where payments fall due at regular intervals, payment 
may be made by standing order or direct debit.

Payments will be executed within 30 calendar days 
from the date on which an invoice and relevant sup-
porting documents have been considered admissible.



8

A.6 ADVANCES 

Any imprest shall be entered in a suspense account. 
The Group may only authorise imprests of limited 
duration or for minor expenditure, with the exception 
of explicit demands from a supplier.
When a delegation from the Group is going abroad, 
limited cash advances may be authorised subject to 
a budget drawn up in advance, For example: hire of 
local transport, cost of meals for the delegation with 
guests, mobile phone rental.
Even where a delegate has carried out a transaction, 
the imprest administrator remains responsible for 
safekeeping of the funds, for keeping the accounts 
and for making payments (see Article 2.5.5 of the 
Rules on the use of 400 budget item).

A.7 INVENTORY 

The Group will keep by number and value (above 
€ 420 per article that dates back over one year) a 
detailed inventory of purchases financed by Item 400 
appropriations.
At the end of each accounting period, the value of the 
inventory with appropriate depreciation, subdivided 
by type of activity, shall be entered in the accounts of 
the Group.
All sales of items from the inventory must be pub-
lished and offers for the acquisition of these items 
must be obtained (see article 2.4.1 of the Rules on the 
use of 400 budget item).

A.8 ACCOUNTING

Accounts covering the period of a calendar year shall 
be kept in euros, using the double-entry system. They 
shall reflect the year’s income and expenditure in full 
and shall be backed up by supporting documents. The 
revenue and expenditure account and the balance 
sheet shall also be presented in euros.

Supporting documents shall include original invoices 
and any relevant document justifying the nature of the 
expenditure.

Expenditure which is incurred no later than 31 Decem-
ber (30 June and 31 December respectively in Euro-
pean election years) relating to activities which have 
taken place during the current financial year may be 
entered as expenditure in the revenue and expendi-
ture account if the actual payments are made no later 
than 31 January of the following year (or 30 Septem-
ber during an election year).

A.9  NATIONAL DELEGATIONS: 
MISCELLANEOUS PROVISIONS

Accident/sickness insurance for national delegations’ 
trainees will be paid by the Group.
Bank charges incurred by national delegations will be 
paid by the Group.
The VAT concerning expenditure of national delega-
tions is supported by the Group.

A.10    AUTHORISED CARRY-OVERS  
BY THE NATIONAL DELEGATIONS

Each year, the Bureau of the Group shall take a deci-
sion on the modalities of the carry-over of appropria-
tions against Item 400 for national delegations and the 
deadlines by which authorised carry-overs and credits 
must be spent.

Every year national delegations must spend 50 % of 
credits over the course of that year as well as all the 
carry-over from the previous year. Unspent credits 
will be recovered by the Group and used for Group 
initiatives.

An electoral year is considered as two separate 
accounting periods. No carry-overs for national del-
egations shall be authorised in the financial year that 
ends on 30 June of a European election year.
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A.11    RETENTION OF ACCOUNTING 
DOCUMENTS

The Group must keep for a period of at least five 
years, after the discharge granted by the European 
Parliament to its Secretary-General, all documents 
pertaining to the implementation and execution of 
the budget.

The present rules, which cancel and replace the previous 
rules, shall enter into force on 01/10/2013.
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The 400 Implementation Manual:
• is based on the official Budget Line 400 rules, (3) 

adopted by the Bureau of the European Parliament 
and available on the Group’s intranet in every lan-
guage, as well as the Group’s internal financial rules; 
and consists of specific implementation measures 
on individual aspects of the rules; 

• includes model documents, such as, contracts, 
attendance lists, etc.; and 

• includes forms which must be used at different 
stages of the spending procedure.

The essential rules governing 400 expenditure 
– from which these implementing measures are 
extrapolated – are:

• the activity must be European in nature; it must 
not interfere in the purely-domestic or party- 
political politics of a Member State;

• it must be “owned” or “co-owned” by the 
Group, and this must be clearly evident from 
the positioning of the Group name and logo;

• it may not be part of, or linked to, any electoral 
campaign, directly or indirectly;

• a tendering procedure must be followed above 
a certain expenditure level; and

• the correct supporting documents must be 
provided before payment or reimbursement 
can be made.

The Accounts Service of the Group is available to give 
advice on proposed initiatives so as to avoid the pos-
sibility of problems arising during the resulting set-
tlement procedure. The purpose of this manual is to 
clarify, as far as possible, key elements which must be 
strictly respected. Any expenditure proposal where 
there is a doubt about compliance should first be pre-
sented to the Accounts Service.

This manual is available in English and French, as 
“READ ONLY” files on the GUE/NGL Group’s intranet. 
You can easily fill in the various forms and contracts by 
downloading them to your PC as required. It is recom-
mended to fill in all forms online. 

1.1 EUROPEAN CHARACTER OF AN ACTIVITY

The activity must concern what the Parliament or the 
political group or the national delegation or their 
Members are thinking, doing, or intending to do, in 
relation to the European Union and its policies. The 
activity must not constitute publicity for political 
parties. 
There must be a clear European dimension to the 
activity. National controversies may only be used 
to illustrate the European dimension to a problem. 
National debates or issues with no connection to Euro-
pean policies cannot be financed by Item 400.

The Accounts Service may require a sufficiently detailed 
summary translation of any document into English or 
French so that the “European content” of a publication 
can be identified. Or, it may require that a Group staff 
member proficient in the language examine the publi-
cation and certify that it complies with these rules.

1.2 ELECTORAL CHARACTER  
 OF AN ACTIVITY 

This information is extracted from the Rules on the 
use of appropriations from budget Item 400, Part 3, 
paragraph 2.

The electoral character of an activity or action is deter-
mined by the general context of the activity. This means 
that even if expressions such as “candidate”, “list”, “par-
ties”, “vote” are not directly mentioned, the electoral 
character might be found in the direct or indirect pur-
pose and general construction of the activity. 

1. GENERAL REMARKS

3  Rules on the use of appropriations from budget item 400. Adopted by the Bureau on 30 June 2003. Amended by Bureau decisions of 
22 March 2006, 11 July 2007, 20 September 2010, 23 March 2011, 26 September 2011, 2 July 2012 and 11 March 2013. Harmonised 
guidelines on 400 expenditure agreed by the political groups between 1st January 2006 and 31st December 2007.
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An activity which is considered partially of an electoral 
nature will be rejected in its totality.
The prohibition of an activity of an electoral nature 
applies whatever the nature of the activity or the 
media used.
The following are considered to be permitted by 
the rules:
• distributing information of a practical nature about 

the elections (e.g. the date) that encourages citizens 
to participate;

• a report detailing the outgoing legislature’s 
activities;

• any normal parliamentary activity undertaken 
under the direct responsibility of a political group, 
including, the publication of press releases and pol-
icy statements - any such political and information 
activity, undertaken by a political group one month 
before a European election, must not be co-spon-
sored, co-signed or otherwise by any European, 
national, regional or local political party or organi-
sation and must not include names of members of 
the European Parliament other than as bibliograph-
ical information; 

• political and information activities in relation to a 
referendum campaign on a European subject.

As a guide, even if this is not an exhaustive list, the 
following are considered as electoral campaigning 
(when used in a future context) and are thus forbidden 
under Item 400:
• any use of the word candidate;
• any mention of a list or list number;
• any recommendation/request to vote for a list, a 

candidate of a political leaning or the use of the 
word vote in this context directly or indirectly;

• any activity related to the preparation of the elec-
toral campaign;

• any mention of the fact that a sitting member is a 
candidate again and is seeking vote/confidence/
support; and

• the presence on any supporting material of the 
name/photo of the standing candidates not cur-
rently a member of the European Parliament;

• any publicity item, whatever the medium used, for 
production and/or use 30 days before European 
elections, which bears the photograph and the 
name of the Member concerned and which does 
not relay information relating to the activities of the 
outgoing Parliament.

NOTE: Even where none of the banned words above 
are used, an activity may be prohibited on the grounds 
that it has an electoral character simply because of the 
context in which it takes place.

Information will be provided to delegations on cur-
rent recommendations regarding expenditure and 
deadlines before the European elections.

1.3 WEBSITE

The following elements fall into the category of infor-
mation allowed for websites using 400 credits: (4)

• information about the achievements, political posi-
tions and priorities of the Group, national dele-
gations, individual MEPs or observer MEPs and 
information about their political priorities for the 
forthcoming legislature;

• information from the Group, national delegations 
or MEPs about the date and the practical and 
technical conditions of the elections; an appeal to 
citizens to participate in the elections; a list of all 
candidates from all political parties or organisations 
participating in the elections;

• reports about parliamentary activities including 
policy statements by the Group, national delega-
tions or MEPs;

• reports about activities of the Group and Members 
during the current legislature;

• press releases which provide comments or reac-
tions by the Group, national delegations, individ-
ual MEPs or observer MEPs on current events and 
EU issues;

4  Common guidelines for websites using 400 credits – adopted by political groups (2009).
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• publications of the Group;

• links amidst other links, but not prominent in char-
acter, to the web sites of individual MEPs, various 
political organisations and political parties repre-
sented in the past, present, or likely to be repre-
sented in the future in the European Parliament; (5)

• websites with the logo of another party or organi-
sation, such as a sponsor, need not remove the logo 
of the other party or organisation, provided that 
the site is frozen from 30 days before the elections;

• information about the role of the European Union, 
its policies and political activities;

• priority documents and political action pro-
grammes are allowed to be on the website provid-
ed that they have no electoral character.

The following elements are not in conformity with 
the rules:

• in the case of decentralised websites during the 
30  days preceding European elections, posting 
of comments or reactions on current events or 
issues, which include the name of an MEP who is 
a candidate, other than as bibliographical informa-
tion, i.e. author or signatory; (This does not prevent 
the posting of material dealing specifically with an 
MEP’s activity in the plenary or in parliamentary 
committees.)

• information about candidates for the elections and 
any use of the word candidate in the context of a 
forthcoming national, local or European election 
campaign;

• information about election campaigns, advertising 
and material being run exclusively by European 
parties or member parties and any mention of a 
list or a list number;

• information about election rallies or campaign 
events;

• any recommendation/request to vote for a list, a 
candidate of a political leaning or the use of the 
word vote in this context, directly or indirectly;

• any mention of the fact that a sitting MEP is stand-
ing as a candidate again and is seeking vote/
confidence/support;

• the presence in any supporting material of the name/
photo of candidates who are not currently MEPs; 
however, materials related to persons who are not 
MEPs but who have become candidates since the 
publication of these materials, are allowed to stay 
on the website provided that they have not been 
updated since the person became a candidate;

• a prominent link on, or use of, a site as a vehicle to 
explicitly promote an electoral site. 

1.4  ORGANISATION/CO-ORGANISATION/
SPONSORSHIP/CONTRACTING

Any activity organised by the Group or by a delega-
tion must clearly display the Group’s logo or name 
(see section 4 on the use of the logo and of the 
Group’s name).

Organisation (Group/Delegation alone)
This refers to activities organised and paid for by 
the Group/national delegation alone, without the 
participation, as co-organiser or sponsor, of any 
outside third body.
National delegations and MEPs are considered an 
integral part of the Group and are not classified as 
“third bodies”.

Co-organisation (shared budget)
This refers to activities co-organised with a third body, 
including a political party, i.e. where responsibility for 
organisation and budget is shared. The Group/delega-
tion must present a detailed budget, in advance, to the 
accounts service, with an indication of the proposed 
division of costs between the co-organisers. Each co-or-
ganiser should contribute 10 % or more of this budget.

5  It has been agreed that it is in conformity with the rules for a website to carry the following message: “For more precise information about  
the European elections, please follow the relevant links.”
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Sponsorship (no financial contribution)
Where it is felt that added value can be brought to a 
Group activity by association with another organisa-
tion, the name and/or logo of the sponsoring organi-
sation can be associated with the material or activity. 
The Group/delegation must retain full responsibility 
for organisation and “ownership” of the activity.

Contracting
A delegation can engage a third body (contractor) to 
organise an activity on its behalf on the basis of a writ-
ten contract, to this effect see the sections concerning 
invoicing and VAT, as well as the Contract For Provision 
Of Services.

1.5 EVENTS, PRODUCTS AND SERVICES

Events 
Expenditure relative to events (meetings, initiatives, 
information stands, exhibitions, etc.) may include the 
following:
• hire of rooms, provision of decoration/backdrop, 

hire of technical equipment;
• travel, meal and hotel expenditure for participants, 

local transport costs;
• fees for experts – a contract is required (see Model 

expert contract);
• working meals, receptions, etc. must be a part of 

the activity, if they are to be reimbursed;
• translation;
• interpretation;
• advertising and promotion;
• entertainment;
• production of paper, audio-visual or other materi-

al to be distributed at the meeting or as a product 
of the meeting;

• information stands; and
• organisational assistance, including mission expens-

es of Group staff. (MEPs’ assistants’ costs can not 
be included since these are covered by the MEP 
allowances).

Normally the costs relating to an art exhibition, its 
preparation, its realisation and its follow-up cannot 
be financed by budget 400. It can only be accepted 
where the content is unequivocally related to the pol-
icies/activities of the EU or the Group, the exhibition 
takes place in the European Parliament, and the fact 
that it is presented by the Group is clearly demonstrat-
ed (e.g. logo, programme, photos, etc.).

Products and services 
Expenditure related to products and services - publi-
cations, brochures, website, PR advice, research stud-
ies, etc. – may include the following:
• preparation and production of written or audio-

visual material (including website, etc.);
• preparation, production and operation of informa-

tion stands;
• preparation, production and distribution of special 

occasion cards (May day, etc.) and advertisements 
provided that such items also carry information on 
the GUE/NGL Group and its internet address;

• an advertisement or supplement in a newspaper 
or magazine (including, in a party newspaper) - 
subject to demonstration of market price through 
a formal quote/pricelist from the supplier, small or 
large poster, radio/TV transmission;

• information panels, opinion polls, focus groups, 
etc. (opinion poll and similar projects must involve 
a contract, a detailed budget and invoice, setting 
out the region, numbers surveyed, methodology, 
duration and numbers of staff/hours engaged.); and 

• preparation, production and distribution of gadgets 
such as pens, with logo/name of the Group.

Books, purchase of books destined  
for sale authored by an MEP
The use of appropriations from budgetary line 400 for 
the purchase of a for-sale book written by a Member 
of the European Parliament is considered to be in con-
formity with the financial regulation if the following 
conditions (6) are met:
• the subject fully conforms to Art. 1.1.1 of the 

regulations;

6  Harmonised guidelines on 400 expenditure agreed by the political groups between 1st January 2006 and 31st December 2007.
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• the author does not receive any compensation for 
this purchase in terms of copyrights (The copyright 
compensation must be deducted from the invoice);

• the Group must benefit from the most advanta-
geous price negotiated with the author and the 
publisher;

• the publisher must produce a declaration giving 
the number of copies of the edition; and

• the number of copies purchased cannot exceed 
one third of the edition and must be justified by 
the number of persons attending the activity for 
which the book has been purchased.

The following points should be noted.
• The purchase of a book cannot be considered an 

activity in itself. It is a means and not an end; such a 
purchase must be part of an activity, seminar, con-
ference, etc. and compliance with the rules must 
be seen in this global context. It must be necessary 
documentation for a political or information event.

• The purchase of a book for distribution uncon-
nected with any concrete information or political 
activity cannot be considered to be in conformity 
with the rules.

1.6 SUPPORTING DOCUMENTS TO JUSTIFY 
 EXPENDITURE

Section 3 includes information concerning invoicing 
and VAT.

Supporting documents are required to demonstrate 
that an activity has taken place – where at least one 
MEP is involved – or that a product/service was deliv-
ered and could include the following:

A detailed programme on GUE/NGL headed paper, 
containing:
• names of organisers, or co-organisers and/or 

sponsors;
• dates and timetable;
• location and address of venue;
• theme of the meeting and topics of debates;
• names of experts and contributors; and
• list of guests to be reimbursed, with name and 

organisation.

For guests, a copy of the invitation letter or email 
should be provided.

Newspapers/advertisements: a complete original 
copy of each example is needed, including a complete 
page with date in the case of an advertisement in a 
newspaper or magazine, and the complete newspaper 
in the case of an insert; in case of a PDF, the whole 
publication should be sent.

Internet publication: a screen shot showing the prod-
uct and date of publication.

Large or non-transportable items: a photograph of the 
item.

If the cost of backdrop/decoration/stand is claimed, 
photos must be provided that clearly show the 
Group’s stand with the name/logo visible:

 i)   The invoice and/or quote should specify the 
dimensions of the proposed stand to rent or 
erect and/or decorate, and a breakdown of the 
work and costs involved;

 ii)   We need to receive photos of the FULL stall/
stand, that was used, and this must match the 
dimensions in the invoice;

 iii)   The stall/stand must clearly and prominently 
show the Group’s logo in such a way that there is 
no doubt that the Group is the owner/organiser 
of the activity;

 iv)   If a third party(ies) is a sponsor of the stand its 
logo may be shown but it must be clearly less 
prominent than the Group’s logo. 

Note that this does not mean that a party or exter-
nal organisation can share the use of the stand to dis-
seminate their own information or hold an activity –  
its only role is as a sponsor of the activity, the aim of 
which is to help deliver the Group’s message.
If a third party wishes to have a more active or individ-
ual role it must share the cost and its portion and the 
activity must be visibly separate.
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1.7 EMPLOYMENT OF STAFF 

Employee 
An employee must work from a European Parliament 
office in Brussels.

Service contract (see Model contract)
Any contract for services must include the following:
• name, address, etc. and legal status;
• duration of the contract;
• detailed description of the services to be provided;
• price (indicating the amount of VAT if applicable);
• VAT number or legal basis of exemption;
• the obligation of the provider to comply with 

applicable national legislation; and
• a declaration to the effect that neither the Euro-

pean Parliament nor the GUE/NGL can be consid-
ered as having a contractual relationship with the 
provider.

An invoice or note of fees must be presented for pay-
ment together with proof of the work carried out.
Each invoice must include a reference containing the 
title and the date the contract was signed.

Trainee
See Section 8 for the rules and documentation on tak-
ing on a trainee in the Group or with a delegation.

1.8  PROVISION OF SERVICES FOR EXPERTS  
OR INTERPRETERS

If an expert’s fees are to be reimbursed, there must be 
a signed contract (see Contract for services expert/inter-
preter) between the organiser and the expert spec-
ifying the task to be carried out, the expert’s name, 
address, qualification/function (experts employed by 
a political party will be subject to especially close scru-
tiny). Each invoice must include a reference containing 
the title and date the contract was signed.

Expenses (travel, accommodation, etc.) should, where 
possible, be paid directly by the Group on the basis 
of invoices made out in the name of the Group and 
mention the name of the user. Hotel includes single 
room and breakfast – permitted extras will be very 
exceptional. Original air/boat/train travel tickets must 
be provided. Own car journeys will be reimbursed at 
€ 0.32 per km travelled on presentation of a declara-
tion of the return distance travelled from the place 
of residence to the place of the meeting. Reimburse-
ments cannot exceed the price of a train/plane ticket.

Travel, accommodation, taxi and other legitimate 
expenses paid directly by the participants, can be 
reclaimed on completion of the Group’s Claim for 
reimbursement form and on provision of original 
invoices and/or receipts.

1.9 VISITORS TO PARLIAMENT

The Group/Delegation may only cover the costs of a 
visitors group if it is NOT financed by the Parliament’s 
Visitors Programme. When submitting a claim, the 
MEP responsible for finance of the national delegation 
must sign a declaration of honour to this effect.

A list of names, a copy of the programme/schedule, 
originals of all travel, hotel, and restaurant receipts, 
etc. must be provided.
Trips outside the towns where the EU institutions are 
located are not considered a reimbursable political 
activity.

Following the EP Bureau decision of 3 July 2006 on the 
EP Visitors Programme, 400 credits cannot be used to 
reimburse the difference in costs (“topping up”) of a 
visitors group. 
However, where the Group/Delegation organises a 
specific initiative on the day before or the day after 
the official visit, the costs directly related to participa-
tion in this initiative may be reimbursed. Such costs can 
include hotel, restaurant or local transport costs.
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2.1 GENERAL PROVISIONS

Address for invoicing
Invoices must be made out in the name of the Group, 
as follows:

The European Parliament
GUE/NGL GROUP 
Accounts service – PHS 5C 27
Rue Wiertz 43
B-1047 Brussels

The Group will make the payment directly to the 
supplier.

Contents of the invoice
The (original) invoice must indicate:
• the date and number of the invoice;
• the supplier’s name and address;
• the supplier’s VAT No; (see below)
• the name of the supplier’s bank and complete 

address;
• the exact name of the holder of the bank account;
• the IBAN (International Bank Account Number), 

and BIC (Bank Identification Code) or SWIFT code. 
Please fill in the Bank Details form (8.2) if such data 
is not available on the supplier’s invoice. For coun-
tries which do not have an IBAN or BIC system, a 
bank account number and a bank code must be 
supplied; 

• the date and title of the contract, if a contract for 
this service/product has been signed.

Goods
An invoice for goods must also indicate:
• the nature of the goods;
• the quantity of the goods;
• the unit price and the total price;
• an invoice for material (a brochure, book, poster, 

leaflet, etc.) must be accompanied by an original 
of the product.

Services
An invoice for a service must describe the services 
rendered in a detailed manner, and should be sent 
with supporting documents (for instance, study) and 
mention the date of service provision.
In certain cases a copy of the original invoice, certi-
fied with the supplier’s stamp and signature, may be 
accepted in place of the original.

VAT Exemption
For any national VAT exemption (i.e. the company/
individual pays no VAT or charges no VAT), the article 
from the national tax code which justifies this exemp-
tion must be mentioned on the invoice.

Where a company/individual does not have a VAT N° 
a contract is obligatory (see Contract for provision 
of services or for Experts/Interpreters). All contracts 
with a company/individual must include the clause 
which indicates the location of their tax liability. 

2.2  CONTRACTORS  
WITH/WITHOUT VAT NUMBER

A delegation can engage a third body (contractor) to 
organise an activity on its behalf on the basis of a writ-
ten contract.

Contractor with a VAT number
• the principal contractor’s invoice must indicate the 

amount, without VAT, of each “re-invoice” from 
subcontractors. These “re-invoices” must be made 
out to the principal contractor only, and they must 
indicate the amount of VAT charged to the princi-
pal contractor;

• the total amount charged to the Group shall be:
 -   the contractor’s charges including VAT, or 

excluding VAT, depending on the country 
or exemption threshold; and 

 -   the subcontractors charges excluding VAT;
• copies of all subcontractor’s invoices must be 

attached to the contractor’s invoice.

2. INVOICES AND VAT
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Contractor without a VAT number
Ideally, an organisation (foundation, association, etc.) 
without a VAT number, which intends to work with a 
delegation of the Group, should try to acquire one. 
However, where this is not possible, an organisation 
without a VAT number must:
• include, on the invoice, the statement: “VAT 

amount is 0.00”;
• indicate the amount of each “re-invoice” from sub-

contractors (these “re-invoices” must be made out 
to the principal contractor only, and must include 
VAT).

The total amount charged to the Group shall be:
• the principal contractor’s charges excluding VAT;
• the subcontractors’ charges including VAT;
• Copies of all subcontractors’ invoices must be 

attached to the contractor’s invoice.

2.3 TAX THRESHOLDS

For purchases of goods and services ordered by the 
GUE/NGL Group in the EP based in Brussels, the Bel-
gian threshold (€ 124 excluding VAT) applies, irrespec-
tive of the Member State in which the goods or servic-
es were purchased; i.e. the invoice total, excluding VAT, 
must be equal to or higher than € 124.

2.4 VAT DIRECT EXEMPTION VS. RECOVERY 

VAT direct exemption
Concerns: Belgium, Croatia, Denmark, Greece, Ireland, 
Spain, Italy, Cyprus, Latvia, Netherlands, Sweden, and 
the United Kingdom.

The invoice must include the relevant declaration:

Belgium Exonération de la TVA – article 42 par. 3.3 du code TVA. (Circulaire n° 2/1978)

Croatia Oslobođenje od plaćanja PDV-a / Europska unija / Direktiva 2006/112/EZ – Članak 151.

Denmark Momfritagelse / Den Europæiske Union / artikel 151 i Rådets direktiv 2006/112/EF

Greece Απαλλαγή από τον ΦΠΑ/ Ευρωπαϊκή Ένωση /Άρθρο151 της οδηγίας 2006/112/EΚ  
του Συμβουλίου.

Ireland VAT Exemption / European Union/ Article 151 of Council Directive 2006/112/EC

Spain Exención del IVA/ Unión Europea / Artículo 151 de la Directiva 2006/112/CE del Consejo

Italy Esenzione IVA / Unione europea / Articolo 151 della direttiva 2006/112/CE del Consiglio

Cyprus Απαλλαγή από τον ΦΠΑ/ Ευρωπαϊκή Ένωση /Άρθρο151 της οδηγίας 2006/112/EΚ  
του Συμβουλίου.

Latvia Atbrīvojums no PVN / Europos Sąjunga / Padomes Direktīvas 2006/112/EK 151. pants

Netherlands Vrijgesteld van Omzetbelasting / Europese Unie / Art. 151 van Richtlijn 2006/112/EG  
van de Raad

Sweden Befrielse från mervärdesskatt / Europeiska unionen / Artikel 151 i rådets direktiv 2006/112/EC

United 
Kingdom

VAT Exemption / European Union/ Article 151 of Council Directive 2006/112/EC
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A Tax Exemption Declaration will be sent to the sup-
plier by the Group, signed by the Secretary-General 
or by the Verifying Agent.

Copies of VAT Exemption forms can be obtained from 
the Group’s Accounts Service. 

➛ See also an example of a filled in 151 form.

➛  See here for links to 151 forms.

Exemption by way of recovery
Concerns: France, Portugal, Germany, Czech Republic.

The invoice must indicate: 
• the amount without VAT; 
• the VAT amount; and 
• the total amount. 
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3. PROCUREMENT PROCEDURES

3.1  THRESHOLDS REQUIRING  
A CALL FOR TENDERS

• Where, in any financial year, the cost of services 
from a single supplier exceeds € 15 000 or € 60 000 
(excluding VAT), 3 or 5 offers must be sought. 
Accordingly, each financial year is a stand-alone 
period. However, invoices from a supplier may 
not be spread over more than one financial year in 
order to circumvent the intended effect of call for 
tender procedures.

• Contracts may be concluded for a maximum of five 
years, including any renewable periods. In such 
cases, the threshold will take effect having regard 
to the full duration of the contract and all potential 
expenditure provided for in the contract.

• Where a contractor engages and pays subcontrac-
tors, the threshold applies to the contractor’s global 
invoice.

• In the case of decentralised expenditure, the fore-
going procedures shall apply to each national del-
egation independently. 

Exceptions:
• Negotiation on the basis of a single tender is per-

mitted in the case of instances/services referred to 
in Article 134 of the Financial Regulation Imple-
mentation Rules. 

• When the object of an activity is a message in the 
media, it is authorised to choose the most appro-
priate medium to reach that audience. However, 
the Group cannot pay more than the going com-
mercial rates for the chosen medium.

3.2 INVITATION PROCEDURE

Contact with potential suppliers can be made directly 
by email, letter/fax, or by public advertisement, leav-
ing potential suppliers a reasonable deadline for reply.

Calls for tender (7) should be sufficiently detailed so 
that all suppliers can compete fairly and to allow for 
an objective and transparent comparative assessment 
to be made of all offers received.
Calls for tender should detail the assessment criteria 
that will be used. These can be whatever is appro-
priate given the particular circumstances and might 
include: price; previous experience; examples of pre-
vious work; standard of responsible staff ’s CVs; lan-
guage capacities; and proximity to delivery point.

A procedure for obtaining offers which is most appro-
priate to the circumstances may be chosen, and could 
be one of the following:

 i)  A simple one-off product or service where quan-
tity and specifications are known.  
Invite 3/5 suppliers to quote for a specific prod-
uct or service. Formalise agreement by Bon de 
Commande, or letter/fax/email accepting the 
offer. The invitation and the offer should be part 
of the letter of acceptance.

 ii)  A repeated or ongoing product or service where 
quantity and specifications are known. Follow 
same procedure as in i) but specify a duration of 
up to a maximum of 5 years and, if possible, indi-
cate a non-guaranteed volume of demand over 
the duration of the contract. The price should be 
fixed for a set period and may include provisions 
for an annual increase in line with the index price 
or with specific commodities.

 iii)  A series of purchases in the same sector where 
the specifications and/or quantities cannot be 
precisely stipulated in advance. Invite 3/5 sup-
pliers to quote a fixed price for a selection of 
products/services in the target area for a max-
imum of 5 years, e.g. printing (a leaflet, a bro-
chure, a booklet, etc. of varying specifications) 
or supplying a range of gadgets (biro, badge 
holder, etc.). 

7  Harmonised guidelines on 400 expenditure agreed by the political groups between 1st January 2006 and 31st December 2007.
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   Select one supplier and justify the selection. 
Individual purchases should be confirmed by 
Bon de Commande, or letter/email detailing the 
conditions and price.

   Items similar to those included in the suppli-
er’s offer may be purchased from the successful 
tenderer.

 iv)  A continuing or repeated service where the 
price depends on the extent or complexity of 
the task (e.g. publication design, research paper, 
leaflet drafting, press/PR, event organisation.) 
Invite 3/5 suppliers to quote a rate per hour for 
the required service and an indicative number of 
hours for a particular job.

  Select one supplier and justify the selection. 
   Agreement should be formalised in a contract 

and the time/price per task justified in the con-
sequent periodic invoice.

3.3 PROCESSING TENDERS RECEIVED

 i)  Originals of all offers received must be retained. 
Where offers are received by email, the full 
email must be printed off – it is not sufficient 
to print off an attachment only. If proposals are 
hand delivered, a copy of the acknowledgment 
of receipt must be kept.

 ii)  Having selected the successful tenderer, the per-
son responsible in the Group/Delegation and the 
Service Provider should sign a contract incorpo-
rating, and annexing, the terms of the Call for 
Tender and the Tender Offer. (Keep an original 
copy).

   Alternatively, for a non-complex product, a sim-
ple letter from the person responsible in the 
Group/Delegation, on official paper, incorporat-
ing and annexing the terms of the Call for Ten-
der and the Tender Offer may suffice. (Keep a 
photocopy).

 iii)  The person responsible in the Group/Delegation 
must set out in writing (and sign) the details of 
the offers received and the reason(s) why the 
successful tenderer was chosen.

 iv)  Documents required:
-   a copy of the Call for Tenders to each 

recipient;
-   the original reply from each recipient;
-   an original of the contract, or copy of the 

letter of acceptance of the tenderer’s offer;
-   original of Treasurer’s justification of selected 

tenderer;
-   completed Claim for Payment form; and
-   a completed VAT Exemption form where 

applicable.

Steps to follow in a call for Tenders (for guidance 
purposes only) 
 1.  Estimate the value of the contract, over the whole 

period of the contract. This will determine which 
procedure you must follow: 

   i) One offer: < € 15 000; or, ii) 3 requests and  
1 offer: € 15 000-60 000; or, iii) 5 requests and 
3 offers minimum: > € 60 000. (By always seeking 
5 offers, you avoid this problem). 

 2.  The tender may be one-off, or for a fixed period. 
If it is for a fixed period, it cannot be for more 
than 5 years. It might, for example, be for 1 year, 
renewable (but without guarantee) on 4 further 
occasions for one year: the estimated value is cal-
culated over 5 years. 

 3.  Send the offer documents to 3 or 5 suppliers by 
letter/fax or by email. You must retain a photo-
copy of the signed letter or a printed copy of the 
full email.

 4.  The call for Tenders should set out the specifi-
cations in detail and should invite a quote which 
allows a direct and accurate comparison to be 
made between the offers received.

For example, a call for a Brochure could specify:
 i. the number of pages;
 ii. the size of the pages;
 iii. the type of paper/newsprint;
 iv. format of the brochure;
 v. colour: black & white, one/two/full colour;
 vi.  the quantity: it can be a set number or a mini-

mum and maximum;
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 vii.  the fixed or estimated number of issues per year;
 viii.  the duration of the contract and whether it is 

renewable;
 ix.  possibly, the amount (or min/max) that you might 

spend per year;
 x.  the unit and the basis on which the tenderer 

should quote;
 xi.  selection basis: lowest price or most economi-

cally advantageous price;
 xii. the closing date for receipt of tenders;
 xiii.  the name and address to which tenders should 

be sent.



GUE/NGL GRO UP I NTERNAL FI NANCIAL RULES 25

The object of the rules on the use of the Group’s 
name and logo is to ensure that activities undertaken 
and paid for by the Group’s 400 credits are clearly 
identifiable as such, as required by the EP Bureau 
rules. (8) In addition, the Group’s logo may not be used 
in national delegations’ disagreements or conflicts in 
Member States.

4.1 COMPOSITION

• In principle, the Group logo comprises: the sym-
bol; the initials GUE/NGL and the full name of the 
Group. “The logo” means all 3 elements in the for-
mat set down in the official logo which is available 
in all the Group’s languages. 

• However, for the purposes of the 400 rules, the 
reduced logo made up of the symbol, the GUE/
NGL initials, and its internet address is acceptable. 

• A black/white version of the logo may be used 
where, for design or size reasons, it is not practical 
or possible to use the colour version. 

• In the absence of a logo, the name of the Group – 
European United Left / Nordic Green Left Group in 
the European Parliament – must be used.

4.2 CO-ORGANISATION 

• Alone: All activities organised by a national dele-
gation acting alone, must clearly carry the name or 
logo of the Group. 

• The name, and/or prior-approved logo, of a nation-
al delegation may be used, in conjunction with the 
logo of the Group but in such a case the name/logo 
of the Group must be at least equal in size to that 
of the delegation.

• Co-organised: All activities co-organised by a 
national delegation with a third body, must carry 
the name or logo of the Group and must be at least 
equal in size and prominence to that of the co-or-
ganiser. “Equal prominence” includes the require-

ment that where contact details, website address, 
etc. of the co-organiser are included so too must 
those of the Group.

• Sponsored: All activities organised by a nation-
al delegation with the support of a sponsor, 
must carry the name or logo of the Group 
and this must be visibly more prominent 
than that of the sponsoring organisation.   
Only the name/logo of the sponsor should appear 
in a prominent position. If contact details/web 
address, etc. are included they should be placed in 
a secondary position.

4.3 DELEGATIONS

While delegations may have their own logo for use 
in conjunction with that of the Group, this cannot be 
merely the name or logo of a political party, and it 
must be approved in advance. It could say, for exam-
ple, “Die Linke Delegation in the GUE/NGL” and 
incorporate the Die Linke party logo image. See the 
Die Linke website (www.dielinke-europa.de) for an 
example. 

4. USE OF GROUP NAME AND LOGO 

8  The name and/or logo of the political group must be clearly mentioned in connection with any political or information activity financed  
by the appropriations entered under Item 400. (EP Bureau rules 20.09.2010)


