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1. FNR Planning Matrix and Financial Guidelines 
 
 
The Excel Annex consists of a separate Excel-workbook containing the following worksheets: 
 

• ‘FNR Planning Matrix’:
• 

 For the overview of the planning and work packages. 
‘COORD.’, ‘CONTR. P. 1’, ‘CONTR. P. 2’, ‘CONTR. P. 3’:

• 

 For the presentation of 
detailed budget per coordinating institution and the various contracting partners. 
‘NON-CONTR. P .’:

• 

 For t he pr esentation o f estimated co ntributions by  t he non -
contracting partners in terms of personnel and financial effort. 
‘SUMMARY’:

 
Please not e t hat t he E xcel anne x is write-protected and onl y g reen ce lls can be filled in . 
Additional rows can be added however if necessary. 
 

 The pr esentation o f the B udgetary and P roject Overview. N ote: T his 
worksheet does not have to be completed manually but will be aut omatically populated 
with the data that you input in the sheets above.  

1.1 FNR Planning Matrix Sheet 
 
The FN R P lanning Matrix sheet i s part of  t he Excel A nnex and is used f or pr oject planning 
purposes. In case the project will be financed by the FNR, the same file and its worksheets will 
be used later on for monitoring as well. Therefore worksheets contain presently hidden columns 
and rows not to be used for the application. 
 
Start filling in t he worksheet named 'FNR P lanning Matrix’ by indicating the Project reference 
No., Acronym, PI name and Date in the top right hand corner of the sheet. 
 

 
 
Continue filling in the worksheet named 'FNR Planning Matrix’ by completing the green cells on 
top and continue with the other green cells of the worksheet. The worksheet must contain all 
work pac kages and t asks you descr ibe i n t he t ext docu ment o f t his proposal. I n any  ca se, 
mention for any  out put the num ber(s) o f the work packages leading t o i ts “production”. (This 
could be done i n the form of a table.)  In case the number of work packages or tasks exceeds 
the num ber o f r ows in t he w orksheet, please i nsert as many r ows as necessary. The sa me 
applies to the following worksheets for presenting project outputs: 
 
Example: 
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1.2 Eligibility of Expenditures 
 
If not otherwise stated in the specific calls (may change from call to call), there are no funding 
maxima defined by the FNR, but the project plan should be cost-efficient (see selection criteria) 
in r elation t o t he i ntended out comes. This funding m ay not  hav e t he purpose or  e ffect o f 
producing a pr ofit for the beneficiary. This funding may in no ca se result in a dupl icate funding 
of operating costs, acquisition costs or staff costs. The expenditure listed must be essential for 
implementation of the project. 
 
Certain t ypes of ex penditure m ay be i ndicated on a l ump-sum basi s (e.g. i f t hey r elate t o 
operations routinely performed by the partner in question), provided the expenditure does not 
differ significantly from the actual cost and these operations are acceptable to the FNR. Where 
appropriate, calculations for lump sums need to be provided. 
 
The FNR distinguishes between direct costs and indirect costs (see below). 
 

1.3 Budgetary Flexibility  
 
Applicants should note that during the course of the project, budgetary flexibility is given in order 
to al low f or appropriate project management. A  reallocation of  funds within a budg et heading 
does not require the prior appr oval of the FN R and does not result in an addendum to t he 
contract, provided the specific rules of the various budget headings are adhered to (a budget 
heading is defined as one of the main titles of the budget – e.g.: Consumables, Travel etc.).  
 
A reallocation of funds between budget headings is not subject to the prior approval of the FNR 
provided that it satisfies the following criterion: 
 

• The reallocation does not modify the budget heading from which it is taken or transferred 
to by more than 20%. 

 
The 20% rule is NOT applicable to: 
 

• increase unit rates applied to personnel costs or m odification resulting i n changes to 
profiles of personnel; 

 
• the budget heading “overheads”. 

 
In cases involving a variation greater than 20%, a request for a modification has to be sent to 
the FN R at l east 30 ca lendar day s before the date t he m odification sh ould t ake pl ace. T his 
request has to be fully substantiated and justified. After approval by the FNR, an addendum to 
the contract will be prepared if necessary. This addendum will be signed by both parties and will 
become an integral part of the contract. If the request is deemed unfounded by the FNR, the 
beneficiary will be advised in writing. 
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1.4 The Excel Budget Sheets 
 
The Excel Annex provides Excel sheets that contain formats for an indicative br eakdown of 
estimated expenditure for each  partner and ca lendar year and the funding expected from the 
FNR. 
Please also refer to the financial guidelines for specific rules concerning each budget heading.  
 
The budget sh eets are su bdivided into di rect costs, i ndirect costs and ex ternal financial 
contributions. 
Direct co sts and i ndirect co sts designate es timated ex penditures that ar e needed for t he 
implementation of the project. 
External financial contributions designate funding that is received by the institution from other 
sources than t heir ow n or  t he FN R. The Total Budget o f a p roject =  t he FNR contribution +  
external financial contribution + the institute’s own financial contribution.  
The FN R assu mes that the di fference o f the t otal bud get - the FNR co ntribution - external 
financial contribution is covered by the institution. 
 

 
 
The bud get t ables must be co mpleted for ea ch phase  o f the pr oject a nd each  co ntracting 
partner, giving an est imate o f t he el igible ex penditure r equired and t he am ount o f funding 
expected from the FNR.  
Fill in the worksheets named ‘COORD.’ etc. by completing the green cells. All other cells are 
locked for editing. Additional rows can be added if necessary. 
Additional justification and information should be given in section 7 of the application form (see 
financial guidelines and guidelines to section 7 above). 
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1.5 Direct Cost 
 
Direct costs are expenditures that are to be directly incurred for the particular project and are 
supported by an auditable record. 
 
VAT i s not an  el igible c ost i n ca se t he i nstitute ca n r eclaim V AT from the Lux embourg t ax 
authorities in conformity with Luxembourg indirect tax regulation.  
 

1.5.1 Personnel Costs 
 
The payroll costs of all staff, full or part-time, who work on the project, and whose time can be 
supported by a full audit trail may be included. The need for such staff should be justified in the 
application f orm. T he FNR will not  cover costs of per sons already funded by  t he S tate or  by 
other funding sources. 
 
The FNR will on ly finance t he pr ofiles of the per sonnel i ndicated i n t he budg et sheets of the 
application and ch anges of profile (e.g. Post-doc to technician) have to be requested in writing 
in advance and receive formal approval by the FNR.  An addendum to the contract will be 
prepared if necessary. 
 
The pr oject m ay i nvolve r esearchers who st ill need t o be hi red by  t he i nstitutions but t he 
respective responsible persons in the institutions need t o make sure that the project is able to 
start at the latest 6 months after formal approval by FNR. The applicant should state how he/she 
will make sure that the new personnel are in place for the start of the project. 
 
Lump su ms for st aff categories may be use d pr ovided t hese ar e base d on a r eal-figure 
calculation (which must be added and explained in the application form). 
 
PhD students are covered by INTER funding provided that the PhD student works full-
time on the INTER project. Other sources of funding for PhDs: institutional funds, AFR grants. 
The FNR encourages the involvement of (Bachelor or Master) students in the project in order to 
strengthen their interest in research. The FNR requires a provides applicants
 
The FNR expects project staff to use timesheets so that their actual time is recorded against a 
project to form the basis of the costs charged. Where a person is contracted to work 100% of 
their time on a single project (whether they are working full-time or part-time), timesheets are 
not necessary as their costs can only be charged to that activity. In all other cases, timesheets 
or project time records are required. This includes those who may be contracted to work on two 
or more projects, since it is essential when charging to have a means of recording and verifying 
the actual time applied to each activity. 
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Please indicate for each person working on the project (in section 7 of the application form and 
the excel sheet respectively): 
 

• Name and first name 
 

• Function or staff category (post-doc, research nurse, PhD student etc) 
 

• How many person*months the person will work over the course of the project 
 

• Monthly salary (lump sums for staff categories may be used) 
 

• Whether t he per son i s already on t he pay roll or w ill be r ecruited sp ecifically f or the 
project in section 7 

 
• How much of the estimated amount is to be covered by the FNR 

 

1.5.2 Equipment 
 
This heading provides for new eq uipment dedicated to the project. This includes, but is not 
limited to, laboratory/workshop equipment (including computers and servers), software and 
installation costs.  
 
Please indicate in section 7 of the application form and the Excel sheet respectively: 
 

• the precise nature of equipment with specific technical requirements; 
 

• its unit cost and number of units; 
 

• its relevance to the project; 
 

• the necessity of the equipment taking into account the equipment currently available in 
the institution; 

 
• its expected useful life (technical and financial) and its use beyond the project; 

 
• its use by other national or international research groups/institutions (if applicable). 
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Large equipment which is more expensive than € 25,000 will only be f unded to the pro-rata of 
its use w ithin t he pr oject, dul y t aking i nto a ccount t he depr eciation rules within t he r esearch 
organisation. 
For equipment which is to be developed during the course of the project and where the 
development costs exceed € 25, 000 (total c osts, not i ndividual as sembly par ts). I t i s 
recommended to foresee own institutional co-funding and to indicate the co-funding source for 
all equipments. 
The FNR may decide to limit its funding on a case by case basis. 
For equipment costs over € 100,000 (FNR part and own funding combined), a business and/or 
utilisation plan is required at submission stage. 
The FNR will only finance equipment listed in the original proposal.  Additional equipment has to 
be requested in writing in advance and r eceive formal approval by the FNR. This modification 
will not result in an addendum to the contract. 
 

 
 

1.5.3 Consumables 
 
The applicant needs to indicate the nature (chemicals, Glassware, etc.) of the consumables and 
justify the estimation of the total costs and requested budget in section 7 of the application form. 
The total amount can be indicated as a lump sum in accordance with the institutions’ rules. 
Lump su ms for v arious co nsumable ca tegories m ay be use d pr ovided t hese a re base d on  
reasonable assumptions. 
 

 
 

1.5.4 Travel Cost 
 
The FNR will cover the real expenses for travel, subsistence and conference fees. Expenditures 
should be in accordance with an institution’s own regulations. 
 
To av oid adm inistrative bur dening at  submission and  in or der to give t he appl icant t eam the 
necessary flexibility, t he bud get for travel expenses, subsistence and co nference fees i s 
calculated on a lump sum basis: 
 
€ 2,000 per year and per 12 person*months (in relation to the total project effort). 
 
It is therefore essential to provide the total person*months effort of all the people working on the 
project. If the project team requires a higher budget for travel, please justify in detail the amount 
in section 7 of the application form.1

                                                
1 For travel by car calculate 0,40 €/km. 
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Please note that within the Accompanying Measures of the FNR (www.fnr.lu), conference 
participation o f young researchers (also within an FNR-funded project) may be co vered i f the 
funds provided within the FNR programme are not sufficient. 
 

 
 

1.5.5 Subcontracting 
 
This line provides for expenditure on services provided by subcontractors. Contracting partners 
may subcontract specific services (limited in time) which are essential for the project but do not 
represent co re elements of  t he project work which cannot be di rectly assumed by one of  t he 
contracting-partners and where this proves necessary for the performance of  their work under 
the project. In case the subcontracted service fulfils these criteria, please describe the service, 
indicate t he pr ice ( market pr ice) and sp ecify t he r eason w hy y ou r esort t o a t hird service i n 
section 7 of the application form: 

• Why an expert or technical assistance is needed. 
• How many hours’ work the subcontractors are expected to provide. 

All covered costs must be substantiated. 
 

 
 
 

1.5.6 Other Costs  
 
This heading provides for costs that are not reflected in the budget sheet. They include, but are 
not limited to: 
 

• Documentation (not expected in institutional libraries) 
 
• Initial submission costs for the protection of a patent, license, trademark etc. 

 
• Costs generated by the use of existing equipment within partner institutions. This may 

include r ental/access charges for equipment or  anal ysis costs. Please sp ecify i n t he 
application form: 

 
- The type of equipment in question. 

 
- Justification of the costs. 

 
- Information on whether the existing equipment was purchased by the State. 
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- Its residual useful life, and details of the calculation on which the budget estimate 
figure is based. 
 

- Field work/fees. 
 

- Recruitment and advertising costs for staff directly employed on the grant. 
 

- Equipment-related i tems, su ch as relocation, m aintenance ( external 
contracts/agreements). 
 

- Depreciation costs of e quipment w hich has been co mpletely funded b y t he FN R i n 
other projects cannot be included here. 
 

- Equipment which i s to be developed dur ing t he co urse of  t he pr oject i s not el igible 
under this heading (see 4.5.2. Equipment). 
 

The nature of the costs and their relevance to the project has to be explained in detail in section 
7. 
 

 
 
 

1.6 Indirect Cost 
 

1.6.1 Overhead 
 
This heading may pr ovide f or on going ex penses which ca nnot be at tributed t o any  sp ecific 
activity, but are still necessary for the action to be realised. 
 
Overhead expenses may include, but are not limited to, accounting, advertising, depreciation, 
indirect l abour, i nsurance, i nterest, l egal fees, r ent, r epairs, su pplies, t axes, t elephone, t ravel 
and utilities. 
 
Overhead costs may not include depreciation costs of large equipment having been completely 
funded by FNR in other previous programmes. 
 
Overhead co sts have t o be r easonable and b ased on an audi table c alculation i n or der t o 
guarantee pr oper audi t trail. O verheads must b e i dentifiable and j ustified by  t he acco unting 
system o f t he par ticipant as being i ncurred i n di rect r elationship w ith t he el igible di rect co sts 
attributed to the project. Indicate the method of calculation in relationship with the eligible direct 
costs (i.e. as a rate calculated with respect to total personnel costs). 
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1.6.2 External Financial Contribution 
 
Sources of funding outside of the FNR and the contracting institution should be indicated.  The 
grants Aides à l a formation-recherche (AFR) ar e considered a n ex ternal so urce o f funding. 
Please indicate the total of the (projected) AFR grant support in the Excel sheet. Other external 
financial contribution could be a donat ion by a charitable organisation, revenues from licenses, 
etc.  
Contributions by non-contracting partners (i.e. the partner’s research effort in the frame of the 
project) a re not  co nsidered as an ex ternal so urce o f funding. These co ntributions should be  
indicated in the excel sheet ‘NON-CONTR. P.’: 
 

 
 

1.7 Contribution by Non-contracting Partners 
 
Please provide in the Excel sheet ‘NON-CONTR. P.’ an est imation of the contributions of each 
of the non-contracting partners to the project in terms of person efforts and estimated budget. 
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1.8 Project Summary Sheet  
 
The Excel sheet ‘SUMMARY’ provides an overview of the budgetary and person*months efforts 
by each project partner.  
 
Note: T his worksheet d oes not hav e t o be co mpleted manually but w ill be aut omatically 
populated with the data that you input in the sheets mentioned above. 
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